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k|fljlws lzIff tyf Jofj;flos tfnLd kl/ifb\ 

kbk"lt{ ;ldlt 

;fgf]l7dL, eQmk'/ . 

k|zf;g ;]jf, ;fdfGo k|zf;g ;d"x ;xfos:t/ k|yd >]0fL  

k|zf;sLo ;xfos kbsf]  

v'nf k|ltof]lutfTds lnlvt k/LIffsf] kf7\oj|md 

 

låtLo kq M ;]jf ;DaGwL ljifo     k"0ff{ª\s – !)) 

 

1= g]kfnsf] ;fdflhs, cfly{s Pj+ aftfj/0fLo cj:yf   @%   

!=! ef}uf]lns cj:yf÷:j?k M lsl;d / ljz]iftfx? 

!=@ xfjfkfgL M lsl;d / ljz]iftf 

!=# hn;Dkbf M l:ylt / dxTj 

!=$ ag;Dkbf M cj:yf / dxTj tyf ag lagfzsf sf/0f / ;+/If0fsf pkfox? 

!=% k|rlnt k|d'v wd{, hfthflt, efiffefifL / ;+:s[lt 

!=^ cfly{s ljsf;sf kIfx? M s[lif, pBf]u, Jofkf/, ko{6g, a}b]lzs /f]huf/ / hgzlQm 

!=& cfly{s ljsf;sf ;Dafxsx? M;fj{hlgs If]q, lghL If]q / ;xsf/L If]q 

!=* of]hgfa4 ljsf;qmd / rfn' cfjlws of]hgfsf] ;fdfGo hfgsf/L 

!=( hg;+Vof Joj:yfkg, zx/Ls/0f / a;fO{+;/fO{ 

!=!) jftfa/0f Joj:yfkg, h}ljs ljljwtf, jftfa/0f k|b'if0f / hnjfo" kl/jt{g 

!=!! ;d;fdlos laifox?M u/LjL, a]/f]huf/L, hg:jf:Yo, vfB ;'/Iff, ;fdflhs ;'/Iff . 

   

2= ;+j}wflgs Joj:yf / ;/sf/      @)  

@=! g]kfnsf] at{dfg ;+ljwfg 

@=@ s]Gb|Lo / :yfgLo ;/sf/ tyf ;'zf;g 

@=# gful/s r]tgf÷lzIff, gful/s ;dfh nufot gful/sx?sf] bfloTj / st{Jo 

@=$ sfg"gsf] cy{ / dxTj tyf sfg"gsf ;|f]tx? 

@=% sfg"gL /fHosf] cjwf/0ff / dxTj, nf]stflGqs d"No / dfGotf 

@=^ ;dfj]zLs/0f, ;dfg'kflts k|ltlglwTj, ;sf/fTds lae]b / cf/If0f 

3= ;fj{hlgs ;]jf ;+rfng Pj+ Joj:yfkg      #)  

#=! sfof{no Joj:yfkg 

#=!=! sfof{no / sfof{no Joj:yfkgsf] cjwf/0ff / dxTj 

#=!=@ clen]v Joj:yfkgsf] kl/ro, p2]Zo, cfjZostf / dxTj 

#=!=# sfof{nodf ;+rf/sf] dxTj, k|sf/, dfWod 

#=!=$ sfof{nodf Joj:yfkg ;"rgf k|0ffnL (MIS) sf] cfjZostf / dxTj 
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#=@ n]vf k|0ffnL / /fhZj k|zf;g 

#=@=! ;/sf/L n]vf k|0ffnL / n]vf k/LIf0f ;DjGwL hfgsf/L 

#=@=@ ;/sf/sf] cfly{s sfo{ k|0ffnLsf] ;fdfGo hfgsf/L 

#=@=# lhG;L ;|]:tf k|0ffnL, /fhZj ;|]:tf k|0ffnL / w/f}6L ;|]:tf k|0ffnL 

#=@=$ /fhZj k|zf;g -s/, e+;f/, cGt z'Ns_ ;DjGwL ;fdfGo hfgsf/L 

#=@=% ah]6 ;DaGwL ;fdfGo hfgsf/L 

#=# ;fj{hlgs ;]jf k|jfx 

#=#=! cy{ / dxTj 

#=#=@ ;fj{hlgs ;]jf k|jfx ug]{ t/Lsf÷dfWodx? 

#=#=# ;fj{hlgs ;]jf k|jfxdf ;]jf k|bfossf] e"ldsf / ;]jfu|fxLsf] clwsf/ tyf bfloTj . 

 

$= ;]jf;Fu ;DalGwt sfg"gL Joj:yfx?      @%  

$=! k|fljlws  lzIff tyf Jofj;flos tfnLdsf] k[i7e"ld, p2]Zo, dxTj, cj;/ r'gf}lt tyf ;Defjgf 

;DaGwL hfgsf/L . 

$=@  k|fljlws lzIff tyf Jofj;flos tfnLd kl/ifb\ P]g, @)$% -;+zf]wg ;lxt_ / lgodfjnL, @)%!  

$=#  ;'zf;g -;+rfng tyf Joj:yfkg_ P]g, @)^$, lgodfjnL @)^% 

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

$=% k|fljlws lzIff tyf Jofj;flos tfnLd kl/ifb\, sd{rf/L ;]jf zt{ tyf ;'ljwf ;DjGwL 

lalgodfjnL, @)^( . 

$=^  k|fljlws lzIff tyf Jofj;flos tfnLd kl/ifb\ cfly{s k|zf;g ;DjGwL lalgodfjnL, @)^@ . 
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k|fljlws lzIff tyf Jofj;flos tfnLd kl/ifb\ 

kbk"lt{ ;ldlt 

;fgf]l7dL, eQmk'/ . 

k|zf;g ;]jf, ;fdfGo k|zf;g ;d"x ;xfos:t/ k|yd >]0fL  

k|zf;sLo ;xfos kbsf]  

k|of]ufTds sDKo'6/ bIftf k/LIf0f k/LIffsf] kf7\oj|md 

 

ljifo M sDKo'6/ bIftf k/LIf0f 

 

kf7\oqmdsf] p2]Zo M  

 

cfhsf] a}1flgs o'udf b}lgs hLjgdf cfOkg]{ Jofjxfl/s ;d:of ;dfwfgsf nflu ;"rgf / ;+rf/ 

k|ljlw;Fu kl/lrt / Go"gtd 1fg ;Lk / wf/0ff ePsf] JolQm x'g ckl/xfo{tf /x]sf] 5 . t;y{ k|fljlws 

lzIffdf sd{rf/L 5gf}6 ubf{ cfwf/e"t sDKo'6/ 1fg / ;Lk ePsf] JolQm 5gf}6 ug{ pko'Qm x'G5 .  

;xfos :t/sf sd{rf/Lx?nfO{ klg sDKo'6/ ;DaGwL ug'{kg]{ ;fdfGo ;d:ofx? xn ug]{ Ifdtf x'g clgjfo{ 

b]lvG5 . t;y{ ;xfos:t/sf kbsf] v'nf k|ltof]lutfTds k/LIffsf] l4tLo r/0fdf sDKo'6/ bIftf k/LIf0f 

k|of]ufTds k/LIff ;dfj]z ul/Psf] xf] .   

 

k|of]ufTds k/LIff of]hgf  -Practical Examination Scheme) 

 

ljifo k"0ff{Í k/LIff k|0ffnL ljifoj:t' zLif{s cÍ ;do 

 

sDKo'6/ bIftf 

k/LIf0f 

 

!) 

 

k|of]ufTds     

-Practical) 

Devanagari Typing @=% % ldg]6 
 

 

English Typing @=% % ldg]6 

Windows basic and 

Word processing 
% % ldg]6 

hDdf !) !% ldg]6 

 

Contents 

1. Windows basic 

  Introduction to Graphical Unser 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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