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kf7\oqmd of]hgfnfO{  lgDgfg';f/sf b'O{ r/0fdf ljefhg ul/Psf] 5 M 

k|yd r/0f M—  lnlvt k/LIff     k"0ff{Í M— @)) 

låtLo r/0f M—   -s_ ;Lk k/LIf0f         k"0ff{Í M— !) 

   -v_ cGtjf{tf{        k"0ff{Í M— #) 

 

k/LIff of]hgf (Examination Scheme) 

!= k|yd r/0f M lnlvt k/LIff (Written Examination)                                                k"0ff{Ë M– @)) 

kq ljifo k"0ff{Í pQL0ff{Í k/LIff k|0ffnL k|Zg;+Vof X cÍ ;do 

k|yd 

;fdfGo 1fg 

!)) $) 

j:t'ut ax'j}slNks 

k|Zg (MCQ) 
@% k|Zg x  @ cÍ  #) ldg]6 

;d;fdlos 

ljifo / ul0ft 
ljifout !) k|Zg x  % cÍ  

! 306f 

!% ldg]6 

låtLo ;]jf ;DaGwL !)) $) ljifout 

!@ k|Zg x  %cÍ  

$ k|Zg x  !) cÍ  

@ 306f 

#) ldg]6 

 

@= låtLo r/0f M ;Lk k/LIf0f / cGtjf{tf{ (Skill Test & Interview)                               k"0ff{Ë M– $) 

ljifo k"0ff{Í k/LIff k|0ffnL ;do 

-s_ sDKo'6/ ;Lk k/LIf0f !) Kf|of]ufTds !% ldg]6 

-v_ cGtjf{tf{ #) df}lvs  

b|i6Jo M 

1. of] kf7\oqmdsf] of]hgfnfO{ k|yd r/0f / låtLo r/0f u/L b'O{ efudf ljefhg ul/Psf] 5 .  

2. lnlvt k/LIffsf] dfWod efiff g]kfnL jf c+u|]hL cyjf g]kfnL / c+u|]hL b'j} x'g]5 .   

3. k|yd / låtLo kqsf] lnlvt k/LIff 5'§f5'§} x'g]5 .   

4. lnlvt k/LIffdf ;f]lwg] k|Zg;+Vof / cÍef/ oyf;Dej ;DalGwt kq÷ljifodf lbO{P cg';f/ x''g]5 . 

5. j:t'ut ax'j}slNks (Multiple Choice) k|Zgsf] unt pQ/ lbPdf k|To]s unt pQ/ afkt @) k|ltzt 

cÍ s§f ul/g]5 . t/ pQ/ glbPdf To; afkt cÍ lbOg] 5}g / cÍ s§f klg ul/g] 5}g . 

6. j:t'ut ax'j}slNks x'g] k/LIffdf k/LIffyL{n] pQ/ n]Vbf c+u|]hL 7"nf] cIf/ (Capital letter) A,B,C,D df 

n]Vg'kg]{5 . ;fgf] cIf/ (Small letter) a,b,c,d n]v]sf] jf cGo s'g} ;ª\s]t u/]sf] eP ;a} pQ/k'l:tsf /2 

x'g]5 .  

7. ax'j}slNks k|Zg x'g] k/LIffdf s'g} k|sf/sf] SofNs'n]6/ (Calculator) k|of]u ug{ kfOg] 5}g . 

8. ljifout k|Zgdf k|To]s kq÷ljifosf k|To]s v08sf nflu 5'§f5'§} pQ/k'l:tsfx¿ x'g]5g\ . kl/IffyL{n] k|To]s 

v08sf k|Zgsf] pQ/ ;f]xL v08sf pQ/k'l:tsfdf n]Vg'kg]{5 .  

9. o; kf7\oqmd of]hgf cGtu{tsf kq÷ljifosf ljifoj:t''df h];'s} n]lvPsf] eP tfklg kf7\oqmddf k/]sf 

sfg'g, P]g, lgod, ljlgod tyf gLltx¿ k/LIffsf] ldlt eGbf # dlxgf cufl8 -;+zf]wg ePsf jf ;+zf]wg 

eO{ x6fO{Psf jf yk u/L ;+zf]wg eO{_ sfod /x]sfnfO{ o; kf7\qmddf k/]sf] ;Demg''' kb{5 . 

10. k|yd r/0fsf] k/LIffaf6 5gf}6 ePsf pDd]bjf/nfO{ dfq låtLo r/0fsf] k/LIffdf ;lDdlnt u/fOg]5 . 

11. cfGtl/s k|ltof]lutfTds k/LIffaf6 låtLo r/0fdf k|j]z ug]{ pDd]bjf/n] låtLo r/0fsf] v08 -s_ sDKo'6/ 

;Lk k/LIf0f ;DaGwL k/LIff lbg'kg]{ 5}g .  

12. kf7\oqmd :jLs[t ldlt M– @)*)÷)*÷!! 
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k|yd kqM— ;fdfGo 1fg, ;d;fdlos ljifo / ul0ft 

v08 -s_ –  -j:t'ut – @% k|Zg ×@ c+s_  

1. ;fdfGo 1fg       

1.1 g]kfnsf] ef}uf]lns cjl:ylt, w/ftnLo :j?k, hnjfo', xfjfkfgL, hghLjg, 

k|fs[lts ;Dkbfx¿  

1.2 Gf]kfnsf] O{ltxf; M k|flrg, dWosfn / cfw'lgs g]kfnsf dxTjk"0f{ 36gfx¿ 

1.3 g]kfnL ;dfhsf k/Dk/f, ;fdflhs d"No / dfGotf, wd{, hfthflt / efiff, snf, 

;+:s[lt, ;flxTo, v]ns'b 

1.4 g]kfnsf] ;+j}wflgs ljsf;s|d / ;+ljwfg, /fhg}lts Joj:yf, k|zf;lgs 

Joj:yfsf] ljsf;qmd / ;3Lo, k|fb]lzs / :yfgLo ;+/rgf tyf zf;g k|0ffnL 

;DaGwL hfgsf/L  

1.5 Gf]kfnsf] cy{tGqsf cfwf/, ljz]iftf / cfly{s kl/;"rsx¿ -cfly{s j[l4, s'n 

/fli6«o, u|fx:y pTkfbg, k|ltJolQm cfo, Jofk/ 3f6f, ljk|]if0f, j}b]lzs nufgL, 

j}b]lzs ;xof]u_ 

1.6 g]kfndf lzIff, :jf:Yo, oftfoft, ;~rf/, vfg]kfgL, ljB't tyf cGo pmhf{sf 

>f]tx¿sf] cj:yf 

1.7 lbuf] ljsf;, h}ljs ljljwtf, hnjfo' kl/jt{g, hg;f+lVosL, zx/Ls/0f, k|fs[lts 

;|f]t tyf /fli6«o ;Dkbfx¿sf] ;+/If0f ;DaGwL  

1.8 rfn' cfjlws of]hgfsf] bL3{sflng ;f]r, /fli6«o nIo, p2]Zo / /0fgLlt / k|d'v 

kl/df0ffTds nIox¿  

1.9 Jf}1flgs gfk (Measurement) , dfkg O{sfO{ / gS;f ;DjGwL hfgsf/L   

1.10 bLUff] ljsf; nIo / g]kfnsf] pknJwL  

1.11 ;+o'Qm /fi6«;+3, ;fs{ / lad:6]s / g]kfn   

1.12 lj1fgsf dxTjk"0f{ pknlAwx¿ ;DaGwL hfgsf/L  

1.13 /fli6«o tyf cGt/f{li6«o dxTjk"0f{ ;d;fdlos 36gfx¿ 

 

v08 -v_ –  #) cÍ -^ k|Zg × % c+s_ 

2. ;d;fdlos ljifo  

2.1 /fi6«, /fli6«otf / /fli6«o Pstf  

2.2 ;+3Lo zf;g k|0ffnLsf ljz]iftfx¿ 

2.3 sfg"gsf] zf;g, Nff]stGq, Nff]stflGqs d"No / dfGotf 

2.4 gful/ssf bfloTj / st{Jo, DffgjLo d"No / dfGotf 

2.5 ;fdflhs ;]jf –cy{, cfjZostf, dxTj / ls|ofsnfk  

2.6 ;fdflhs ljs[lt lj;+ult / lgoGq0fsf pkfo 

2.7 g]kfndf >dzlSt, /f]huf/L / pBdzLntfsf] cj:yf  

2.8 ldtJooL / :j:Yo hLjgz}nL– cy{, p2]Zo / pkfo 
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2.9 ;fdflhs åGbsf sf/0f, c;/ / åGb Joj:yfkgsf pkfo 

2.10 O{G6/g]6 / ;fdflhs ;+hfnsf] pQ/bfoL k|of]u–;fO{j/ g}ltstf / ;'/lIft 

k|of]usf pkfo 

2.11 l8hL6n ;fIf/tf, ;+rf/ PlKns]zgx?sf] k|of]u tyf cgnfO{g e"QmfgL ;DjGwL 

hfgsf/L 

 

v08 -v_ –  @) cÍ -$ k|Zg × % c+s_ 

3. Jojxfl/s ul0ft  (Applied Mathematics) 

3.1 P]lss lgod  

3.2 k|ltzt, leGGf / bzdnj  

3.3 cg'kft / cf};t  

3.4 gfkmf / gf]S;fg  

3.5 ;fwf/0f tyf rls|o Jofh 

3.6 s/ / sldzg  

3.7 dWos (Mean) /  dlWosf (Median) 
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låtLo kq – ;]jf ;DaGwL 

v08 -s_ –  $) cÍ -$ k|Zg × %c+s, @ k|Zg × !)c+s_ 

1. sfof{no Joj:yfkg 

1.1 sfof{no / sfof{no Joj:yfkg 

1.1.1 sfof{no M kl/ro, dxTj, sfo{ / k|sf/    

1.1.2 sfof{no ;xfossf sfo{ / u'0f 

1.1.3 sfof{no Joj:yfkgsf] cjwf/0ff / dxTj  

1.1.4 sfof{no ;|f]t ;fwg M kl/ro, k|sf/ / pkof]u  

1.2 sfof{no sfo{ljlw  

1.2.1 btf{, rnfgL / kq Jojxf/  

1.2.2 l6Kk0fL n]vg / l6Kk0fL tof/ kfbf{ Wofg lbg'kg]{ s'/f 

1.2.3 k|ltj]bg n]vg – kl/ro, tof/ kfbf{ Wofg lbg'kg]{ s'/f / k|sf/  

1.3 clen]v Joj:yfkgsf] kl/ro, p2]Zo / cfjZostf  

1.4 kmfOlnª (Filing): kl/ro, cfjZostf, ljlw Pj+ tl/sf 

1.5 cg'j|mdl0fsf (Indexing) sf] kl/ro, dxTj / k|sf/   

1.6 sfof{no Joj:yfkgdf sDKo"6/ k|0ffnLsf cfjZostf / dxTj  

1.7 sfof{nodf ;+rf/sf] dxTj, k|sf/ / dfWod  

1.8 sfof{nodf  hg;Dks{ Joj:yfkg  

1.9 j}7s Joj:Yffkg tyf lg0f{o clen]v  

1.10 ;]jfu|fxL u'gf;f] Joj:Yffkgsf ljlw 

1.11 lhG;L ;|]:tfsf] kl/ro / dxTj  

1.12 lhG;L Joj:yfkg M dfu kmf/fd, vl/b cfb]z, bflvnf l/kf]6{, lhG;L vftf, lhG;L 

lg/LIf0f, vl/b / lnnfd  

1.13 cfly{s sfo{k|0ffnL / ah]6 ;DaGwL ;fdfGo hfgsf/L  

1.14 n]vf , n]vf k|0ffnL / n]vfk/LIf0f – kl/ro, p2]Zo / ljz]iftf 

1.15 Vfftf ;"rL (Charts of accounts) ;DjGwL hfgsf/L 

1.16 Uff]Zj/f ef}r/, j}s gubLlstfj, jh]6 lx;fj tyf gfkmfgf]S;fg ;DjGwL hfgsf/L 

1.17 s/, e+;f/, d"No clej[l4 s/ tyf cGtz'Ns ;DaGwL hfgsf/L  

1.18 ;"rgf Joj:yfkg ;DaGwL hfgsf/L  

1.19 ;"rgf / tYof+ssf] hfgsf/L / dxTj  

 

v08 -v_ –  #) cÍ -$ k|Zg × %c+s, ! k|Zg × !)c+s_ 

2. ;fj{hlgs Joj:yfkg 

2.1 ;fj{hlgs  k|zf;g / ljsf; k|zf;gsf] kl/ro,p2]Zo / sfo{If]q  

2.2 Joj:yfkgsf] cjwf/0ff / cfwf/e"t l;4fGtx¿  
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2.3 lgb]{zg, lgoGq0f, ;dGjo, pTk|]/0ff / g]t[Tj ;DjGwL hfgsf/L 

2.4 ;+u7gsf] kl/ro / u7gsf cfwf/x¿  

2.5 ;+u7gfTds åGbsf sf/0f, c;/ / åGb Joj:yfkgsf pkfox¿  

2.6 Gfful/s j8fkq : cjwf/0ff, p2]Zo / dxTj 

2.7 ;fj{hlgs ;]jf k|jfxsf] cy{ / dxTj tyf ;]jf k|jfx ug]{ lgsfo, tl/sf 

2.8 ;fj{hlgs ;]jf k|jfxsf r'gf}tL / k|efjsf/L ;]jf k|jfxsf pkfo  

2.9 g]kfndf ;fj{hlgs ;+:yfgsf] p2]Zo, cfjZostf / jt{dfg cj:yf  

2.10 ;fj{hlgs Joj:Yffkgdf g}ltstf, ;bfrf/, cg'zf;g, ;'zf;g, kf/blz{tf, 

pQ/bfloTj / Joj;flostf ;DaGwL cjwf/0ff / ;f] sf] cEof;   

2.11 ;'zf;g -Joj:yfkg tyf ;~rfng_ P]g, @)^$ sf]  kl/R5]b @,$,%   

2.12 e|i6frf/ lgjf/0f P]g, @)%( sf] efu @ s;'/ / ;hfo  

2.13 ;"rgfsf] xs ;DaGwL P]g, @)^$ kl/R5]b @,$,%  

2.14 ;+3Lo zf;g k|0ffnL / g]kfndf o;sf] cEof;  

2.15 g]kfnsf] ;+j}wflgs ljsf;qmd / g]kfnsf] jt{dfg ;+ljwfg   

2.16 sfg"gsf] zf;g, dfgjLo d"No / dfGotf, gful/ssf bfloTj / st{Jo 

2.17 ;fd'bflos :jf:Yosf cjwf/0ff, hg;ªVof, Zfx/Ls/0f / hg;+Vof Joj:Yffkg  

 

v08 -u_ –  #) cÍ -$ k|Zg × %c+s, ! k|Zg × !)c+s_ 

3. ;+:yfut, sfg"gL tyf sfo{ljlwut Joj:yf 

3.1 g]kfn cfon lgudsf]] kl/ro, ;+u7gfTds ;+/rgf, sfo{If]q / ljwdfg cj:yf  

3.2 g]kfn cfon lgud lnld6]8sf] sd{rf/L k|zf;g ;DaGwL ljbf, cfr/0f / 

ljefuLo sf/jfxL ;DjGwL Joj:yf  

3.3 g]kfn cfon lgud lnld6]8sf] cfly{s k|zf;g tyf v/Lb k|lqmofsf] hfgsf/L  

3.4 g]kfn cfon lgud lnld6]8 k|aGwkq tyf lgodfjnLsf k|d'v Joj:yf 

3.5 g]kfndf k]6«f]lnod kbfy{sf] cfk"lt{, e08f/0f tyf 9'jfgL ;DjGwL Joj:yf  

3.6 g]kfn cfon lgud lnld6]8sf] laq]mtf ;DaGwL Joj:yf  

3.7 g]kfn cfon lgud lnld6]8sf] Pn=lk=Uof; / o;sf] 9'jfgL ;DaGwL Joj:yf  

3.8 g]kfndf k]6«f]lnod kbfy{sf] laqmL ljt/0fsf] cBfjlws l:ylt  

3.9 k]6«f]lnod kbfy{ / o;af6 jftfj/0fdf kg]{ k|efj / c;/x¿  

3.10 pkef]Qmf lxt ;+/If0f P]g, @)&% ;DaGwL  hfgsf/L  

3.11 sDkgL P]g, @)^# -sDkgL btf{ / vf/]hL k|lsof_  

3.12 ;fj{hlgs vl/bsf p2]Zo, ljlw / k|s[ofx? -;fj{hlgs vl/b P]g, @)^# tyf -

;fj{hlgs vl/b lgodfjnL, @)^$_  
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sDKo"6/ ;Lk k/LIf0f k|of]ufTds k/LIff of]hgf  

(Computer Skill Test Practical Examination Scheme) 

 

ljifo  k"0ff{Í k/LIff k|0ffnL ljifoj:t' lz{ifs 
cÍ 

;do 

sDKo"6/ ;Lk k/LIf0f 

(Computer Skill Test) 
!) 

k|of]ufTds 

(Practical) 

Devanagari Typing @=% cÍ % ldg]6 

English Typing @=% cÍ % ldg]6 

Windows basic and 

Word processing 

% cÍ 
% ldg]6 

 

Contents 

1. Windows basic 

 Introduction to Graphical User Interface 

 Starting and shutting down Windows 

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

 Concept of files and folders 

 Searching files and folders 

 

2. Word processing 

 Creating, saving and opening documents 

 Typing in Devanagari and English  

 Text formatting (font, size, color, underline, italic, bold, etc) and paragraph 

formatting (alignment, indentation, spacing) 

 Inserting header, footer, page number 

 Page setting (margin, page size, orientation), previewing and printing of 

documents 

 

 

----- 
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c+u|]hL jf b]jgfu/L Typing Skill Test  sf] nflu lgb]{zgM– 

 

1.  b]jgfu/L Typing Skill Test sf] nflu !%) zAbx?sf] Pp6f Text lbOg]5 / b]xfo cg';f/ c+s 

k|bfg ul/g]5M–  

 z'4 zAb k|lt ldg]6 -Correct Words/Minute_ kfpg] c+s 

 % eGbf sd z'4 zAb k|lt ldg]6 afkt ) c+s 
 % jf ;f] eGbf a9L / &=% eGbf sd z'4 zAb k|lt ldg]6 afkt )=%) c+s 
 &=% jf ;f] eGbf a9L / !) eGbf sd z'4 zAb k|lt ldg]6 afkt )=&% c+s 
 !) jf ;f] eGbf a9L / !@=% eGbf sd z'4 zAb k|lt ldg]6 afkt !=)) c+s 
 !@=% jf ;f] eGbf a9L / !% eGbf sd z'4 zAb k|lt ldg]6 afkt !=@% c+s 
 !% jf ;f] eGbf a9L / !&=% eGbf sd z'4 zAb k|lt ldg]6 afkt !=%) c+s 
 !&=% jf ;f] eGbf a9L / @) eGbf sd z'4 zAb k|lt ldg]6 afkt !=&% c+s 
 @) jf ;f] eGbf a9L / @@=% eGbf sd z'4 zAb k|lt ldg]6 afkt @=)) c+s 
 @@=% jf ;f]eGbf a9L / @% eGbf sd z'4 zAb k|lt ldg]6 afkt @=@% c+s 
 @% jf ;f] eGbf a9L z'4 zAb k|lt ldg]6 afkt @=%) c+s 

 

2. English Typing Skill Test sf] nflu @)) zAbx?sf] Pp6f Text lbOg]5 / b]xfo cg';f/ c+s 

k|bfg ul/g]5M–  

 z'4 zAb k|lt ldg]6 -Correct Words/Minute_ kfpg] c+s 

 ^ eGbf sd z'4 zAb k|lt ldg]6 afkt ) c+s 
 ^ jf ;f] eGbf a9L / ( eGbf sd z'4 zAb k|lt ldg]6 afkt )=%) c+s 
 ( jf ;f] eGbf a9L / !@ eGbf sd z'4 zAb k|lt ldg]6 afkt )=&% c+s 
 !@ jf ;f] eGbf a9L / !% eGbf sd z'4 zAb k|lt ldg]6 afkt !=)) c+s 
 !% jf ;f] eGbf a9L / !* eGbf sd z'4 zAb k|lt ldg]6 afkt !=@% c+s 
 !* jf ;f] eGbf a9L / @! eGbf sd z'4 zAb k|lt ldg]6 afkt !=%) c+s 
 @! jf ;f] eGbf a9L / @$ eGbf sd z'4 zAb k|lt ldg]6 afkt !=&% c+s 
 @$ jf ;f] eGbf a9L / @& eGbf sd z'4 zAb k|lt ldg]6 afkt @=)) c+s 
 @& jf ;f]eGbf a9L / #) eGbf sd z'4 zAb k|lt ldg]6 afkt @=@% c+s 
 #) jf ;f] eGbf a9L z'4 zAb k|lt ldg]6 afkt @=%) c+s 

 

3. c+u|]hL jf b]jgfu/L Typing df lbOPsf] Text nfO{ cfwf/ dfgL 6fOk u/]sf] Text ;Fu le8fO{ r]s 

ul/g]5 . lbOPsf] c+u|]hL jf b]jgfu/L Text df pNn]lvt :yfg adf]lhd k/LIffyL{x?n] cfkm\gf] 

Text df Punctuation 6fOk gu/]sf] kfOPdf To;sf] zAbdf u0fgf ul/g] 5}g . tTkZrft lgDg 

Formula  k|of]u u/L z'4 zAb k|lt ldg]6 (Correct words/minute) lgsflng]5 .  

  

 Formula: 

 z'4 zAb k|lt ldg]6 (Correct words/minute) =  
(Total words typed − Wrong words)

5
 

 

  


