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AT WA TR T IR TR e wiid qw0et FUaed T 9ag |

TRege-c
faferer

q & e YB6Ar eferd T sHioH go:
1) T FEAEEAE AEIHA ATAR TR HAAAHT THATSA T FLrET T4
e |
) F9 HEERE RS FO A BEEE AT T TARGUHT A T BT
AN B |

6. T _AEHRE FHIS:
q) 7 ATl HrETaATE F AT AGHTS ACHT qAT Tferen wxar R Frfaferwer fofg
M BHET TG |
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Pi'@:sza

AIE— 9
(THT 8 AT qear-ea)
e were (SrETaTet) uge! o
AT (SEGI) TQEHT TMSTHH

.9,

fogaeg Tur &=

(wfar
94)

JUTCTRT e, SidET, UEhid T OIS daeer: (FRifers
ffear, e, feen, T g, dra-aea, -, R,
fewrer o R, BTEaTr 99T SSNTe, WA qFAT 9T el
Fae Rfdfars T e a8a)

TR sy Afee e W afem T S
e fawm

AT qAT =R WAy
o HFYIX FrHl W WHH  (MS-Word, Excel,

PowerPoint and Internet)

SGAEATI FIAT YUl (IEMIS)
o T YHad AT T SHFEATIA
o oy faEm T e gige

FHATAT AT T AN TG GEawell AT AR

FURTET TWRUTCTehT GFa=dl ArATT ST

s T Ul wwE aeieE w=mn ¥ AifEsEREs, e
IAFET T AT FEHE

AT s, Aurs! g (e avaedr saaen),
forem U, R0 (Hemg wfEa) e Fawree, 209 (Feaa
) T TER G U, QoY (e e
AT, qT TGS @Y, GaPs qeaedl [ T
faera, faare frem &= arer sesp

qMiea a@‘%‘ e (Verbal Intelligence Test)
o 96T IV Y& (Word Knowledge Test)

o YTeadh aﬁfam (Verbal Classification)
° W, AT (Antonyms, Synonyms)
o YTead Tolaie® (Verbal Puzzles)
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!T@IT:?}

o T &HWAT (Mathematical Ability)

o Uit T GHEARE (Series Problems)

o T TTEE (Mathematical Puzzles)

o HAHT T'ﬁ—cr"{qT'_'T, w1 T 9T (Profit, Loss, Time &Work)

o TfauTd T SREISE (Percentage & Ratio)

o TEITY TAEAT, AT T YHIOIHT (Data checking, Data
interpretation & Verification )

o TN Allbar T (Spatial Reasoning Skill)

o TE] e (Object Assembly)

o IF Thd,/ HIES (Digital Symbol Coding)

. ﬁﬁ:ﬂ? g (Matrix Reasoning)

IE LR IR LA IEA I I P2 R

% .9,

fraegar &%

TEHT ATIRON, AYS, ILT, Hecd T WErd, GE T
SIS <T@l JoTTed!

T AR U, Seed T B/ v queE, FHdw
THR(TART T TraHahden] ATETHT)

TAT T T G, GRAA, A AT, ool <@

AT SaedIT: Afer@h! A=, ANT@H! IL9T T TR
AN SIAEAITHT ATGHE TrATdDT AN

Fiaee «@T:- U, TIR R e GO 8% T AR,
FIEIS: U=, AEITHd & UaH aREsee

FRRT ACAT YR MART V=R, SR, AT 9, AT e
QAT AR T AT GEER Sgedd q°r FANeHE S,
aifdew TR, ST T FikeH Twee graed g
EIREAR

HATAT FEAITTHT UR=T, Heed T LT,
FATAT STAACAITHT HFIEST TUMAH] Aol T Hecd,
qeaTg T GAAH! YHTd T HEd
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| FUTHT @l SgFedaT YUNeldh! YART T AFeqr q9r o= | 9 | %
qUEAEE, dEdMe @RE U4, 0&3 (Femgd 9fRed) T
e GRE HIATEel, R0&Y (Fegs gied)

R | uTarshl Gl e Wl sgeed, farem U, R0, Wem| 9 | %
FaamEed, J04% (Fengd aRd), TEEE WHR T U,
R0y AT farer gwerel sgae

FHFIEY T TE q&THH (Computer Skill Test)

9. o aeget &= BEp| HBAR
q | Devanagari Typing (150 Words) Y e 3
R | English Typing (200 Words) y e 3
32 | Windows basic R
¥ | Word Processing 0 e 3
¥ | Microsoft Excel 3
& | Microsoft PowerPoint e
SEAT & 9 30 |y

xged:

Q) TART CEUFHT TANMCHS HRET it 997 ¥ e Faror wiag |

R) I TEMFHT TAICHS B FARE ST T A WAy A Gy
e wwT Y fee Futer iy |

3) A T AN ST gl SN gErge @uedl Budr Y /Y, e qEe Fat
Mg |

¥ ) Windows basic and Word processing,Microsoft Excel T Microsoft PowerPoint
F AN FA R0 e HaRT T UHAY TIHT TANTCAS ©IHT qU&T e
Mg |

1. Windows Basic:

e Windows Operating System, Basic Windows Elements: Desktop, Taskbar, My
Computer, and Recycle bin etc.

2. Word Processing:
e C(Creating, saving, and opening documents
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Typing in Devanagari and English

Text formatting (font, size, color, underline, italic, bold etc.) and paragraph
formation (alignment, indentation, spacing)

Inserting table, picture, shapes, chart, header, footer, page number, equation and
symbol

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

3. Microsoft-Excel

Introduction to Excel: (Excel Interface, (Ribbon, Workbook, Worksheet) Cell,
Row, Column, Data types (text, number date) open and save work book

Basic Data Entry and Editing: (Data entry and edit, cut, copy, paste, auto fill,
insert and delete rows and columns

Basic Formulas and Functions: Arithmetic Formulas (Addition, Subtraction,
Multiplication, Division) SUM, AVERAGE, MIN, MAX, COUNT, If and its
variations etc.

Working with Data: (Sorting, Filter, Find and Replace)

Page Setup and Printing: (Page Layout, Orientation, Margins, Print Preview,
Print Area Set)

4. Microsoft PowerPoint

Introduction to PowerPoint: PowerPoint Interface (Ribbon, Tabs, Slides, Pane)
Creating a new presentation and Saving and Opening Files

Creating New Slides: Design new slide, slide layout, duplicate slide, delete slide,
slide order

Text and Formatting: Insert Text box, Font, Size, Color, Alignment, Bullet and
Numbering, Use of Word Art

Insert Menu Works: Picture, Shapes, Icons, SmartArt, Table, Chart, Screenshot,
Online Pictures

Design and Themes: Use of Themes and Variants, Background Format (Solid,
Gradient, Picture)

Transitions: Slide to Slide Change Effects, Duration Set, Custom and all apply
Animations: Entrance, Emphasis, Exit Animations, Motion Path, Use of
Animation Pane, Timing and Sequence

Multimedia: Audio Insert (Music/Voice), Video Insert, Video trimming,
playback options

Slide Show: From Beginning/Current Slide, Presenter View, Slide Show Setup,
Rehearse Timing
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WTHT I T Ao T8 FRT gArsy g |
FiEE
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) FaT adErsT @i Fafer IRuer w9 wiEEr youtd T @F Sy gy |

) I THEAHT I STHEAREEArs WA fETad qer gee el e |

)

)

o

<

T e SR SHEARATS W WS JUETHT JeWR TRgAs |

T e T TARTcHE TETHT IV HUHT SFHEAREEATS A1 dvdardl JeTHT THTET
LRERE

Mmoo

AT - 3
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T, HeATSAH! ATR, 599, THRET AedgH! agee T AN T WawHaw
TEAT WANT g Hedrg i@ fafe qor graee

YRIPF ATatas e Iea=Ha 2000
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