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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, 

af}l¢s k/LIf0f / 

English 
!)) $) 

j:t'ut  
ax'j}slNks 

k|Zg (MCQ) 
%) k|Zg x  ! cÍ  $% ldg]6 

;+:yfut 1fg  

/ ;d;fdlos 

dfldnf  

ljifout – 

5f]6f] pQ/ cfpg] k|Zg 
!) k|Zg x  % cÍ 

! 306f 

#) ldg]6 

låtLo ;]jf ;DaGwL !)) $) 

ljifout – 

5f]6f] pQ/ cfpg] k|Zg 
$ k|Zg x  % cÍ  

# 306f 
ljifout – 

nfdf] pQ/ cfpg] k|Zg 
* k|Zg x  !) cÍ  

 

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

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

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

4. 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 . 

5. 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 .  

6. 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 . 

7. 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 .  

8. 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 . 

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

10. 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 .  

11. kf7\oqmd :jLs[t ldlt M– @)*)÷)*÷!! 
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k|yd kq M  

;fdfGo 1fg, af}l¢s k/LIf0f / English tyf ;+:yfut 1fg Pj+ ;d;fdlos dfldnf 

 

v08 -s_ –  ;fdfGo 1fg, af}l¢s k/LIf0f / English -%) cÍ_ 

1. ;fdfGo 1fg -@%cÍ_  

1.1 e"uf]n / jftfj/0f -%cÍ_ 

1.1.1 ljZjsf] e'uf]nM dxfb]z, dxf;fu/, cIff+z, b]zfGt/, cGt/f{li6«o ltly /]vf, 

;do, b"/L, kj{t>[+vnf, d?e"ld, gbL, lxdgbL, tfn  

1.1.2 Gf]kfnsf] e"uf]nM w/ftlno :j?k, lsl;d, ljz]iftf, hnjfo', xfjfkfgL, 

hghLjg, k|d'v k|fs[lts ;|f]t / ;fwgx¿ 

1.1.3 lbuf] ljsf;, h}ljs ljljwtf, hnjfo' kl/jt{g, jftfj/0f, hg;f+lVosL, 

zx/Ls/0f, j;fO{;/fO{ / /fli6«o ;Dkbfx¿  

 

1.2 Oltxf; -%cÍ_ 

1.2.1 cf}Bf]lus j|mflGt, k|mfG;sf] /fHoj|mflGt, cd]l/sL :jtGqtf ;ª\u|fd, ?;L 

j|mflGt, k|yd / låtLo ljZjo'4 tyf ef/tLo :jtGqtf ;ª\u|fd nufotsf 

ljZjsf dxTjk"0f{ P]ltxfl;s 36gfx¿ 

1.2.2 g]kfnsf] k|flrg, dWosfn / cfw'lgs g]kfnsf] cfly{s Pj+ ;fdflhs cj:yf 

/ dxTjk"0f{ 36gfx¿ 

 

1.3 g]kfnsf] ;fdflhs cj:yf / zf;gk4lt -%cÍ_ 

1.3.1 g]kfnL ;dfhsf k|rlnt wd{, k|yf, k/Dk/f, ;fdflhs d"No / dfGotf, 

hfthflt, efiff, ;flxTo, snf, ;+:s[lt 

1.3.2 zf;gk4lt / zf;g – ;+j}wflgs ljsf;s|d, g]kfnsf] ;+ljwfg, /fhg}lts 

Joj:yf, g]kfnsf] k|zf;lgs Joj:yfsf] ljsf;qmd, g]kfnsf] ;3Lo, 

k|fb]lzs / :yfgLo ;+/rgf tyf zf;g k|0ffnL ;DaGwL hfgsf/L  

 

1.4 cfly{s kIfx? -%cÍ_ 

1.4.1 cfly{s kl/;"rsx¿ -cfly{s j[l4, s'n /fli6«o÷u|fx:y pTkfbg, k|lt JolQm 

cfo, Jofkf/ 3f6f, ljk|]if0f, j}b]lzs nufgL, j}b]lzs ;xof]u_ 

1.4.2 g]kfndf s[lif, pBf]u, Jofkf/, ko{6g, oftfoft, ;+rf/, lzIff, :jf:Yo, phf{ 

tyf ljB'tsf] cj:yf 

1.4.3 cGt/f{li6«o ;xof]u, a}b]lzs Jofkf/ a}b]lzs nufgL tyf k|ljlw x:tfGt/0f  

 

1.5 cGt/f{li6«o ;DaGw / ;d;fdlos ultljlwx? -%cÍ_ 

1.5.1 ;+o'Qm /fi6« ;+3 / o;sf Ph]G;Lx¿, ljZj Jofkf/ ;+u7g, o'/f]lkog o'lgog, 

t]n lgof{ts /fi6«x?sf] ;+u7g (OPEC) / g]kfn 

1.5.2 ;fs{ / / If]qLo Jofkf/ k|0ffnL – SAFTA, BIMSTEC  

1.5.3 ljZj a}+s, PlzofnL ljsf; a}+s, PlzofnL k"jf{wf/ nufgL a}+s / g]kfn    

1.5.4 g]kfndf k]6«f]lnod kbfy{sf] pknJwtf, pkof]u / ;+efjgf  
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1.5.5 k]6«f]lnod kbfy{sf] cGt/f{li6«o ahf/ tyf cfoft, 9'jfgL, e08f/, u'0f:t/, 

d"No k|0ffnL ;DaGwdf cGo d'n's;+u ePsf ;lGw ;Demf}tf tyf 

;dembf/Lx¿  

1.5.6 /fli6«o / cGt/f{li6«o dxTjsf ;d;fdlos 36gf tyf gjLgtd ultljlwx¿  

 

2. ;fdfGo af}lås k/LIf0f (General Mental Ability Test) -!% cÍ_   

2.1 Verbal reasoning such as series, analogy, classification, coding-decoding, insert 

the missing character, common property, matrices, direction and distance sense 

test, ranking order, assertion and reason, induction, deduction, logical reasoning 

and analytical ability                                                    (5 × 1 = 5 Marks)  

2.2 Non-verbal reasoning such as series, analogy, classification, Venn diagrams, 

matrices, construction of squares and triangles, and figure formation and analysis, 

water images, mirror images, embedded figures   (5 × 1 = 5 Marks)  

2.3 Quantitative aptitude such as arithmetical reasoning/operation, percentage, 

fraction, decimal, ratio, average, loss, profit, date/calendar, time and work, data 

interpretation - charts, graphs, tables, data sufficiency                 (5 × 1 = 5 

Marks) 

 

3. English Language Competence Test (10 Marks) 

3.1 Comprehension:  Questions will be asked based on the passage about 200-250 

words  given. The questions will try to accommodate the following areas: 

- Fact finding, Inferential, Core theme, True/false identification, Issues raised 

and Language based       

(4 × 1 = 4 Marks) 

3.2 Vocabulary: Questions will be asked to assess their grasp on the English 

language vocabulary. The questions will be of the following nature: 

- Meaning of the words (literal /figurative/contextual), Single word for 

expressions, Synonyms/antonyms, Derivatives and Homonyms/homophones 

(3 × 1 = 3 Marks) 

3.3 Syntactic ability:  Questions will be asked to assess the syntactic ability of the 

candidates. The questions will be based on the following categories: 

- Agreement, Tense aspect, Parallel structures, Clauses, Modifier, Conditionals, 

Phrasal expressions, Shifts (tense, number, person), Transformations, 

Varieties, Prepositions/conjunctions and Parts of speech 

(3 × 1 = 3 Marks) 

 

v08 -v_ M – ;+:yfut 1fg Pj+ ;d;fdlos dfldnf -%) cÍ_ 

1. ;+:yfut 1fg -$×% cÍ Ö @)cÍ_ 

1.1 g]kfn cfon lgudsf]] u7gsf] p2]Zo, ;+u7gfTds ;+/rgf, sfo{If]q / r''gf}tL  

1.2 g]kfn cfon lgud lnld6]8 k|aGwkq tyf lgodfjnL  

1.3 g]kfn cfon lgud lnld6]8sf] sd{rf/L k|zf;g ;DjGwL ljlgodfjnL  
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1.4 g]kfndf k]6«f]lnod kbfy{sf] laqmL ljt/0fsf] jt{dfg l:ylt  

1.5 g]kfn cfon lgudsf] vl/b sfo{ljlw ;DaGwL Joj:yf 

1.6 g]kfndf k]6«f]lnod kbfy{ cfoft, 9'jfgL tyf laqmL ljt/0f ;DaGwL Joj:yf 

1.7 k]6«f]lnod kbfy{ u'0f:t/ lgoGq0f ;DaGwL Joj:yf 

1.8 k]6«f]lnod kbfy{sf] :jrflnt d"No lgwf{/0f ;DaGwL Joj:yf 

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

1.10 g]kfndf k]6«f]lnod kbfy{sf] ;+efjgf, k|of; tyf r'gf}tL 

1.11 phf{sf ljleGGf >f]tx?, phf{sf] lbUff] pkof]u, ;+efJootf / r'gf}tL 

1.12 cGt/f{li6«o t]n ahf/ M pTkfbg, laqmL ljt/0f tyf d"No lgwf{/0f k|0ffnL 

1.13 ;fj{hlgs ;+:yfgsf] cfjZostf, p2]Zo, :jfoQtf, pQ/bfloTj, ;d:of / r'gf}tL 

1.14 ;+:yfut ;'zf;gsf] cjwf/0ff / lguddf ;+:yfut ;'zf;g  

 

2. Project Management and Financial analysis  -@×% cÍ Ö !)cÍ_ 

2.1 Project management: Use of network models- CPM, PERT, human resource 

planning and resource scheduling; project monitoring and control; project  cycle 

2.2 Corporate planning, strategic management & corporate social responsibility 

2.3 Financial analysis: Methods of financial analysis such as benefit cost ratio, 

internal rate of return, net present value, payback period 

 

3. ;fdflhs / d;fdlos dfldnf -$×% cÍ Ö @)cÍ_ 

3.1 /fi6«, /fli6«otf / /fli6«o Pstf  

3.2 ;+3Lo zf;g k|0ffnL / / g]kfndf o;sf] cEof;  

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

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

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

3.6 ;fdflhs åGå Joj:yfkg 

3.7 ;fdflhs Gofo tyf ;dfgtf 

3.8 ;fdflhs Pj+ ;f+:s[lts ?kfGt/0f 

3.9 ljljwtf Joj:yfkg 

3.10 ljB'tLo ck/fw (Cybercrime), ldn]dtf] (Cartelling), Psflwsf/ (Monopoly), 

cft+sjfb,  e|i6frf/ / d'b|f lgd{nLs/0f (Money Laundering) 

3.11 kof{j/0f, hnjfo' kl/jt{g, sfa{g Jofkf/, phf{ ;DaGwL ;jfn / ;+/If0f 
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låtLo kq – ;]jf ;DaGwL  

v08 -s_ –  -%)cÍ_ 

-@ k|Zg ×% cÍ / $ k|Zg ×!) cÍ_ 

1. sfg"gsf] kl/ro / ;fdfGo l;4fGt 

1.1 sfg"gsf] cy{, dxTj / sfg"gsf ;|f]tx¿ 

1.2 ;+ljwfgjfb l;4fGt / Jojxf/  

1.3 sfg"gsf] zf;g  

1.4 zlQm k[ysLs/0f / zlQm ;Gt'ng 

1.5 k|fs[lts Gofosf] l;4fGt 

1.6 df}lns xs / ;f] sf] k|rng  

 

2. sfg"g / Gofosf ;}4flGts kIf   

2.1 ;f/jfg sfg"Gf / sfo{ljlw sfg"Gfsf] kl/ro / leGgtf 

2.2 k|df0f sfg"gsf cfwf/e"t l;4fGt 

2.3 k|df0f k/LIf0f ;DjGwL Joj:yf 

2.4 sfg"g JofVofsf l;4fGt 

2.5 b08sf l;4fGt 

2.6 ghL/sf l;4fGt 

2.7 lkl8t /fxt zf:qsf l;4fGt 

2.8 ljnDasf] l;4fGt 

2.9 b08sf l;4fGt 

2.10 kmf}hbf/L Gofosf dfGo l;4fGt 

2.11 kmf}hbf/L Gofo k|zf;g / b]jfgL Gofo k|zf;gsf] cfwf/e"t leGgtf 

2.12 kmf}Hbf/L tyf b]jfgL ;+lxtfsf cfwf/e"t kIfx¿ 

2.13 b]jfgL / kmf}hbf/L sfo{ljlw 

2.14 ljz]if / ;+lIfKt sfo{ljlw  

 

3. cbfntsf sfd sf/jfxL / ;/sf/L jsLn ;DaGwL ljifo 

3.1 Dofb, xbDofb, k|fªGofo, xsb}of / If]qflwsf/  

3.2 l/6 lgj]bg, lnlvt hjfkm / k|lt/Iff 

3.3 sfg"gL /fo / sfg"gL /fosf] pkof]lutf 

3.4 lnvtsf] btf{ / b/lk6 

3.5 sf]6{lkm, w/f}6L, hdfgL 

3.6 Jf}olQms uf]klgotf tyf k|lti7f lj?2sf s;'/  

3.7 jf/]z, tfl/v, cfb]z ;DjGwL Joj:Yff  

3.8 bfjL jf lkm/fbkq, k|ltpQ/ / k|ltjfbL ,Dofb  

3.9 aofg, askq, jf/];gfdf / d~h'/gfdf ;DaGwL Joj:yf, 

3.10 ax;gf]6, jx;snf / ax; Joj:yfkg 

3.11 cNksflng cfb]z / cGtl/d cfb]z 

3.12 7]Ssf k§f, ;Demf}tf, s/f/gfdf, cGt/fli6«o 7]Ssfk§f, ;lGw ;Demf}tf 

3.13 D'f2fsf] sf/jfxL, ;'g'jfO{ / km};nf / km};nf sfof{Gjog ;DjGwL Joj:yf 
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3.14 k|x/L lx/f;t / GofoLs lx/f;t ;DaGwL Joj:yf 

3.15 km};nf n]vg tyf km};nf sfo{Gjog ;DaGwL sfg"gL Joj:yf 

3.16 ;/sf/jfbL km}fhbf/L d'2fsf cg';Gwfg / cleof]hg Pj ljleGg k|sf/sf 

d'r'Nsfx? 

3.17 y'g5]s ;DaGwL k|lqmof / ;fIfL k/LIf0f 

 

v08 -v_ –  -%) cÍ_ 

-@ k|Zg ×% cÍ / $ k|Zg ×!) cÍ_ 

4. sfg"g tyf Gofo ;DaGwL ;d;fdlos ljifo 

4.1 Dffgj clwsf/ / cGt/f{li6«o sfg"gsf] cjwf/0ff dfgj clwsf/sf] ;+/If0f / 

;Dj4{gdf g]kfndf ePsf sfg"gL Joj:yf 

4.2 ;fj{hlgs ;/f]sf/sf] ljjfb / l/6 

4.3 GofoLs ;lqmotf / cfTd;+od 

4.4 kLl8t Gofo k|0ffnLsf] cjwf/0ff / k|of]u 

4.5 jftfj/0fLo Gofosf] cjwf/0ff 

4.6 pkef]Qmf lxt ;+/If0f ;DaGwL  

4.7 ljjfb ;dfwfgsf] a}slNks pkfo (Alternative Dispute Resolution) 

 

5. sfg"g th'{df tyf sfg"gsf ljljw kIf 

5.1 P]g, lgod, ljlgod,sfo{ljlw / u7g cfb]zsf] kl/ro 

5.2 sfg"g th"{df ;DaGwL ;fdfGo hfgsf/L -9fFrf / ;+/rgf_  

5.3 ;lGw ;Demf}tf lgdf{0f / sfof{Gjog 

5.4 sfg"gL lnvt ;DaGwL 1fg / d:of}bf ;DaGwL ;Lk 

5.5 Joj:yfkg ljlw 

5.6 clwsf/ k|Tofof]hg 

5.7 k|zf;lso sfg"g / k|zf;lgs lgsfosf Goflos clwsf/ 

 

6. ;+ljwfg, P]g sfg"gx?  

6.1 g]kfnsf] jt{dfg ;+ljwfg  

6.2 g]kfn cfon lgud ;DjGwL sd{rf/L k|zf;g ljlgodfjnL, cfly{s k|zf;g tyf 

vl/b lgodfjnL 

6.3 k]6«f]lnod kbfYf{sf] vl/b, ljs|L, 9'jfgL, u'0f:t/ ;DjGwL gLltut tyf sfg"gL 

Joj:yf  

6.4 d'n'sL b]jfgL ;+lxtf, @)&$ 

6.5 d'n'sL b]jfgL sfo{ljlw ;+lxtf, @)&$ 

6.6 kmf}hbf/L s;'/ -;hfo lgwf{/0f tyf sfof{Gjog_ P]g, @)&$ 

6.7 sfg"g Joj;foL kl/ifb P]g, @)%) 

6.8 g]kfn sfg"g JofVof ;DjGwL P]g, @)!) 

6.9 k|df0f P]g, @)#! 

6.10 k]6«f]lnod P]g, @)$)  

6.11 ;+:yfg P]g, @)@! 



g]kfn cfon lgud lnld6]8 

v'nf k|ltof]lutfTds k/LIffsf] nflu kf7\oqmd 

:t/ M clws[t, ;]jf M ck|fljlws, ;d"x M sfg"g, tx M ^, kb M ;xfos k|aGws -sfg"g_ 

Page 7 of 9 

 

6.12 af]g; P]g, @)#) tyf  af]g; lgodfjnL, @)#(  

6.13 ;fj{hlgs vl/b P]g, @)^# tyf lgodfjnL, @)^$ 

6.14 e|i6frf/ lgjf/0f P]g, @)%( 

6.15 ;'zf;g -Joj:yfkg tyf ;+rfng_ P]g, @)^$ 

6.16 :yfgLo ;/sf/ ;+rfng P]g, @)&$ 

6.17 ;"rgfsf] xs ;DjGwL P]g, @)^$ 

6.18 ck/fw kLl8t ;+/If0f P]g, @)&% 

6.19 Jf}s tyf ljQLo ;+:yf ;DjGwL P]g, @)&#  

6.20 k|fOe]6 kmd{ /lhi6]«zg P]g, @)!$ 

6.21 k|lt:kwf{ k|jw{g tyf ahf/ ;+/If0f P]g, @)^# 

6.22 ljB'tLo -On]S6«f]lgs_ sf/f]af/ ;DaGwL P]g, @)^# 

6.23 ;DklQ z'4Ls/0f (Money Laundering) lgjf/0f P]g, @)^$ 

6.24 bfdf;fxL P]g, @)^# 

6.25 sDkgL P]g, @)^#  
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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 ljifoj:t' lz{ifs cÍ ;do 

sDKo"6/ ;Lk k/LIf0f  

(Computer Skill Test) 
!) 

Devanagari Typing @=% cÍ % ldg]6 

English Typing @=% cÍ % ldg]6 

Word processing @ cÍ 

!) ldg]6 

Presentation System  ! cÍ 

Electronic Spreadsheet ! cÍ 

Windows basic,  Email and Internet ! cÍ 

 

Contents 

1. 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) 

 

2. 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 

 

3. Presentation System 

 Introduction to presentation application 

 Creating, Opening & Saving Slides 

 Formatting Slides, Slide design, Inserting header & footer 

 Slide Show 

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

etc. 

 

4.  Electronic Spreadsheet 

 Organization of Electronic Spreadsheet applications (Cells, Rows, Columns, 

Worksheet, Workbook and Workspace) 

 Creating, Opening and Saving Work Book 

 Editing, Copying, Moving, Deleting Cell Contents 

 Formatting Cells (Font, Border, Pattern, Alignment, Number , Protection, 

Margins and text wrap) 

 Formatting Rows, Column and Sheets 

 Using Formula with Relative and Absolute Cell Reference 

 Using Basic Functions (IF, SUM, MAX, MIN, AVERAGE etc) 

 Sorting and Filtering Data 

 Inserting Header and Footer 

 Page Setting, Previewing and Printing 

 

----- 

 


