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a9 o) (First Phase) :—  feafea qqem quiig :— 00
fafra ==r (Second Phase):— ¥ra qdveror, qrafee qaerwT ¥ sraarar qUTE - X0

g8 AT (Examination Scheme)

9. 999 =R (First Phase):- fafaa 9w (Written Examination)
LKl fawg qUiTE | SdTE TRIET JoTrey AT X 9§ | 99
T JOTTeAT
999 | v gagratas Hyg | 400 ¥ 0O [EEREE qoyeHaX q0¥F | 3 "ull
JHEATHTF FTHAT
EGIR] ot T q00 | ¥oO CEREIL qOYYHX Q0T | 3 HUT

3. fgdr@ =Rur(Second Phase): -8 qdveror, qrdfes qa&rwr T s=qatar (Skill Test, Group

Test & Interview)

fear quiTE T JomTelr T
T gfafa 9 qereror Ry _
(Information Technology Skill Test) 10 yarmeRe (Practical)# R0 fae
qrafe® THEHT AR T&A(q fra
fie Térer(Group Test) 10 (Individual Presentation in Group) 0
=t wwqarar(Individual Interview) | 30 wifg® (Oral)

HIATTICHS® qOeT Aot (Practical Examination Scheme)

fersr quity e Rive S T
Devanagari Typing Y HF Y fee
English Typing R ¥ e
g fatrd Word processing RAT
(1T Skill Test) 10 Electronic Spreadsheet q AT 90 firz
Presentation System q T
Windows basic, Email and Internet q T
STHAT 90 3§ o e

9. I7 areEwA AreArars 3w =)0 (fafea q9em) aur i == @ aheron, amfes T
T qRAardn) T g3 ARIAT AT ARuE B )

. UAYA AYl W A |

3. fafga wéremesr aream ST Farefr ar $Eel qeEr q9Te T e g9 g |

¥, g qs}mﬂ»qch (Multiple Choice) TeHe®®l Tod Ia¥ [QUAT YA TAd IAT ardad 0
giqeTd o3 gl MRS, | AR IO ATGTHT I A9T A3 {45 G T AqF bl A ARA G |

Y. YRILTHT K JeTXehT FTeshele? (Calculator) WATT 9 9Tg+ S |
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fToTa FowehT AT IfepUehT AT EFAT UFAT ATHI G9F AT TS YIFHT g5 AT g5 STval Tel
AT (Two or more parts of a single question)aT TIaT Yo = g3 a1 del fauiigs (
Short notes) &red At T |

TETHT I 997 F@T, 75 T AFAR JIraed Fealiega 99/ fauedr fesu o @R g7 |
ATANTSTE aTAT g TUATHT T Hiaee a1 I TbRel gl STHeor et st
AT TN B

FATIRTT G g TAHT R YAF GUSH AT GETgg IR A | RIemdiel Jeie
GUGHT JITEEH AT Al GUSH! IJATAAHHT AETIS, |

TG UIGIHE AT A de O/ fauaest fauaaeqar S Af@usr 9 qratd Jreash AT
WH FAA, UF, HaH qar Aifqes wRiemer a9 3 AfeAr st (Feltgw AU a1
g W5 EATSUHT AT q9 TR FAGH %) FAH Tehdls I TEHAAT bl Gohd I8, |
g9 =R (First Phase) &1 fafad ofiemdr oflc 9UdT SHREReses @17 g =R
(Second Phase) I &9 9¥1&1, ATHEd & T ArTaiardl aFdidd RIEs, |

g9 =0 (First Phase) ®1 faf@q @=rem T fgara ==or (Second Phase) &7 AT dieqoT,
qrAEe TRIETT T AAATATR] EA A5 ANH] ATARHAT ATTH TRIETHS THTRIT TR |
TETHH AR fAfT - 0% /0]/0%
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<.¥
LR
ER
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facta =R - W9 adreror, arfes Ter X saatat (Skill Test, Group Test & Interview)

fersrr: =T gfafr dra 9verer (Information Technology Skill Test)
TARTIHe & drerar(Practical Examination Scheme)

faa quity fesaaeq Rivs £ T
Devanagari Typing Y AT Y e
English Typing Y uF ¥ e
T gty g 90 Word.processing R AT
(IT Skill Test) Electronic Spreadsheet q ¥F 90 P
Presentation System q %
Windows basic, Email and Internet q [T
ST qo3rg R0 fAe
Contents

e 6 6 6 o o T[Y o6 o o o o o o o o o o o

Windows basic, Email and Internet

Introduction to Graphical User Interface
Use & Update of Antivirus

Concept of virus, worm, spam etc.
Starting and shutting down Windows

Basic Windows elements - Desktop, Taskbar, My Computer, Recycle Bin, etc.

Concept of file, folder, menu, toolbar

Searching files and folders

Internet browsing & searching the content in the web

Creating Email ID, Using email and mail client tools

Basic Network troubleshooting (checking network & internet connectivity)

Word processing

Creating, saving and opening documents

Typing in Devanagari and English

Copying, Moving, Deleting and Formatting Text
Paragraph formatting (alignment, indentation, spacing etc.)
Creating lists with Bullets and Numbering

Creating and Manipulating Tables

Borders and Shading

Creating Newspaper Style Documents Using Column
Security Techniques of Document

Inserting header, footer, page number,Graphics, Pictures, Symbols
Page setting, previewing and printing of documents

Mail merge

resentation System

Introduction to presentation application

Creating, Opening & Saving Slides

Formatting Slides, Slide design, Inserting header & footer
Slide Show

Animation

Inserting Built-in picture, Picture, Table, Chart, Graphs, and Organization Chart

etc.
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4. Electronic Spreadsheet
o Organization of Electronic Spreadsheet applications (Cells, Rows, Columns,
Worksheet, Workbook and Workspace)
J Creating, Opening and Saving Work Book
o Editing, Copying, Moving, Deleting Cell Contents
Formatting Cells (Font, Border, Pattern, Alignment, Number , Protection, Margins
and text wrap)

o Formatting Rows, Column and Sheets
o Using Formula with Relative and Absolute Cell Reference
° Using Basic Functions (IF, SUM, MAX, MIN, AVERAGE etc)
J Sorting and Filtering Data
o Inserting Header and Footer
o Page Setting, Previewing and Printing
TARCAE AT Fiaf T TAAHT THAT TIAES
(Sample questions of Information Technology Skill Test)
1. T fagUsl TaANR TextdTs ATIR Al AT THRE | [2.5 3] (5
)
(FFIET 150 9TeEe® AUH TaANTT Textiasa s 1)
2. Tt faguer ST Textds ATGR AT 239 MBI | [2.5 #3] (5
)

(FFIHAT 200 9TeEET AUHI FUST Textias s 1)
(F9T . 3, ¥, X T & BT AT AT 10 /)
3. Perform the following in Word Processing: [0.5x4= 2cl ]
a. Copy and paste the English text typed in question no. 2 in a new document.
b. Insert a table with 3 columns and 5 rows below the text.
c. Inserta picture.
d. Apply Page Border and save it.

4. Prepare a presentation for the following information. [0.5x2 =1 ci]
(PSC: Independent Constitutional Body,
Established: 15 June 1951,
Functions: selecting meritorious candidates for civil service)

5. Prepare the worksheet as below and insert suitable formula to calculate average salary.
[0.5x2 =1 ci]
S. No. | Name Post Salary
1 X JS 32,000.00
2 Y us 27,500.00
3 Z SO 24,500.00
Average Salary:

6. Perform the following: [1 ci]

Set www.psc.gov.np as home page in your internet browser.

bli6Jo M

e Word Processing, Presentation system, Electronic Spreadsheet Windows basic, Email
and Internet A=A Tfeatured® THTAST HUH 0 FHATHT Flhd YT FIIAS |
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SRS AT 3FAERr Typing Skill Tester TRt fHawm:-
1. 3 Typing Skill Test &7 @RT 40 TeEETH TIT Text 4578 ¥ B AR F YaH
UCES
Y@ W= 9fq fme (Correct Words/Minute) RIEE e
Y 9T FHG R vid fAee smaa o ¥F
Y AT HIEwaT del T 9.4 9T AL 958 Hid AR arad 0.40 ek
@Y a7 AT 9l ¥ Ol HHIEG e’ Uiq - arad 0.9 F
Qo1 HIHwRT 6l T 9.4 A=l HHG ek 9iq (A da .00 ¥
QR.Y AT FHT Fel T Y Hw=T FHZ 957 Jiq H=e arad q.]4
Q¥ T FI9=T F@l T .Y Wl HHLE o8 id fAeeE arad .40 P
Q0.4 a1 FIFT el T R0 Wl HHYE TR Tid fH=e A q.94 ¥
0 A7 FIVRET el T .Y Rl FHYG MR Yiq e sad .00 ¥h
QY AT FH=T FEl T Y, 9T HHLG TR i A= arad R HP
Y AT AT JGIg e’ gfd fAve araa .40 ek
2. English Typing Skill Test T AT 00 TEEdH T3l Text (T2 T | ATaR dF Ja
¢ o= 9faq fme (Correct Words/Minute) qeA &k
% 9T FHG e i fAee arad o 3%
% AT AT 9l T & 9l FHAG ek 9fq A amaa 040 P
R AT HH=T 96l ¥ 4R Wl HHYE ek Ui fH=e araa 0.9y IF
QR AT AT FET T QU 9T FHAG ek giq A araa 9.00 &
¥ 1 F9=T 9@l T 95 A=l FHAG M= Uid fAee smaq 9.34 ¥
15 a1 AT 9l ¥ 39 9T FHIG 958 Uidq fHAee arad q.40 ¥k
9 1 Fr9=T F@l T ¥ 9T HHLG 9eR i AR arad 9.9 3k
¥ AT IR d¢l T 9 AR FHHYE 9 9iq fHe aad 3.00 IF
9 3T VT 96l ¥ 30 WYl FHHAG R 9iq fHee aad Y HE
30 a7 Vet JEeg Tes gid fAde smaa .40 #F
3. SIS a1 AT Typing W1 [@3T#T Text @5 MGR AN 2139 TRET Textd T e =%

A | [GSUHT FUST a7 TaARNT Textdl Jedigd 1T FHIH qRIeTdesd AThRAT Textdr
Punctuationared el TSUHT I&eh] el UM TRA & | acae=nd =1 Formula
TART T 97g 9Te= gfd fAee(Correct words/minute) FeTias; |

Formula:

(Total words typed — Wrong words)
5

97g 9Te% 9iq fAve(Correct words/minute) =
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qrAfE® T8 (Group Test)

AHE® T HAlched q&q (Personality Test) @1 Teh 9T &1 | [SHAT HdTehl &afaedr
fomel, gormer T fadel Ah FET THTERRT q9T BREgT AN GHIEN  qEeaTsd AR
JFHTARESH! &THAT dfea T I9 TR 9 7H 8l | | JGHh] AN SAhd, faer-famst T
aRtfeafq v T, MU fav, Saarars B aqeq, o avereH, Maifa der aqar &

T /TRTGA, STEAT PTHEBT AT G &7l ATy qHEATAS TAIIRE el Ges= T4 qa,

ATk, Rreedr, dweTithe! 9 ATEedewdl 963 |

@, BRareiean Huereth, 9 GaEe g0l Aqcd AT, 9T FaeT 9T koAl

TUHT A TUEEH AFAT AAT TAAT T HeATIA THH AT IFHIARETATE F GHATHIIF

faeer / FaTel / AHEATHT AH{EH GATA T TATEHRT I FATEAT AT FHEH Hebred (457 |
IHfe® IR (Group Discussion)

TE GANTHH! AN TR G0 Q0 quig T 30 fAde Fafudl gag SH Adidied ArHied
gaha (Leaderless Group Discussion) @ ¥OHT dad Wikd & | [€2UHl J97 a1 Topic &l
faorraT qrerareT fAfdse aHataT aHed Sa®a T YE SFEaRd A T y&qid (Individual
Presentation)T T9& | I9 TETUHT HeATgHH! ATNT S8Td TTAREN 3 SAT AT deldhl g s |

ATARTHT T - qeqeT
AANTHT T - qay
EClCE - I
zeq/fas (@ <) - I

AT TARAAT €57 THAT 747 a1 Topic

IAERHT AT - Il Hebe, AT (AR, e dMT, @F qea, Yiaer qa@d & Topics
#eE TE Topic 7 fagg |
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