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3. AFAW =T HFYEX G 4@ (Computer Skill test)
fom: FFgex da 9@ (Computer Skill Test)

foma BUIES [EERERIRIEED qIH THY
Nepali Typing R U3 Y fe
MS Word R AE
FromET AT THaT Electronic Spreadsheet R #AZ
(Com\;)uter Skill Test) 19 | Presentation system q g qu firre
System Administration AR
CAD R Ag
AT 0 @7 | o fHe
Contents
1. MS Word (0.5%2=1 Marks and 1x1=1 Mark)

a. paragraph formatting (alignment, indentation, spacing)
b. Inserting Header, Footer, Page Number, Table, Pictures, Shapes, Hyperlink, Bookmark,
Text Box, and Symbol
¢. Mail merge (basic understanding and application), Track Changes
d. Security Techniques of Document (Password Protection, Read-only, Track Changes)
e. Insertion of Engineering Symbols and Special Characters
2. Electronic Spreadsheet (0.5x2=1 Marks and 1x1=1 Mark)
a. Using Basic Functions (SUM, MAX, MIN, AVERAGE) and data formatting
b. Freezing Formatting
c. Sorting and Filtering data
d. Creating charts and graphs (bar charts, line graphs, pie charts, scatter plots)
e. Data Security: Cell Locking, Workbook Protection
3. Presentation System (0.5%x2=1 Marks)
a. Slide Design and Formatting: (Use of Templates, Themes, and Consistent Formatting,
Adding Animations, Transitions, and Visual Effects, Use of Tables, Charts, and Smart
Art
b. Importing Data and Visuals: (Importing Charts and Tables from Excel, Embedding
PDFs, Different Files, and Images )
c. Interactive and Engaging Presentations: (Hyper-linking to Specific Slides)
d. Protecting and Finalizing the Presentation
4. System Administration (0.5%2=1 Marks)
a. User interface and Navigation: file Explorer, Control Panel, Device Manager
b. Application Management, Basic email etiquette and security practices (avoiding
phishing, spam filters), and Out-of-Office Replies
¢. Remote Desktop Connection
5. CAD (0.5%2=1 Marks and 1x1=1 Mark)

a. Introduction to AutoCAD — Interface, Tools, and Commands
14



b. Basic 2D Drafting (Line, Circle, Trim, Offset)

¢. Dimensioning, Layers, and Plotting

d. Editing and Modifying Drawings (Extend, Fillet, Mirror)
e. Importing and Exporting Drawings

f. Converting Drawings to PDF for Reports

Tarett Typing Skill Test 1 enfir Hgee

q. ST typing skill test &1 RT 40 ¥EEHT TIAT text fTTig ¥ @@ AR dgF YT
R |
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Q0 @ |l 9wl el T 43 WAl HH g ek YidH-e arad 0.y
93 a1 QI 97T el T & Wl HH g Wed YidH-e arad q.00
Q& A1 | WeET AG T 4R WRT BH YF 58 WS A .34
Q% a1 & a7 &t T IR HE HH LG Wed YW qrad .40
IR AT HI WRET AGH T Y WRRT BH YEEE F(AHAS AT q.9%
Y AT Al a1 dal qg Y68 WdHAe ardd 3.00

3. I [RZUHT text oM AR TIAT JRHIE ((AHAESE a1 eadd) AT aed IS |

3. U typing AT [GSUHT text WE ATIRAT <2 TWHI text AT MSE &N AT |
fTguar AUl text W1 Seolfad T AW Tdamdieee A text A punctuation TS
TIGHT UIEUAT qGH! IoaH TOET TRAG | dcwe=id, et formula WM @ 518 95
Yidfi=e (correct words/minute) M@ |

Formula: g w57 WRfMe (correct words/minute) — -(1otalwords typgd_wmng words)
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