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forfaa wfrer (Written Examination)
Tory ¥ T30 Ut :- Professional and Service Specific Test (PSST)
EUs “eh” (Section-A)

1. Computer Fundamentals
1.1. Computer: - Definition, History, Generation, Characteristics, Types, Applications.
1.2. Overview of a computer system: -
1.2.1. Data and data processing
1.2.2. Hardware
1.2.2.1. Definition of Hardware
1.2.2.2. Input Unit: - Keyboard, Mouse, Scanner, etc.
1.2.2.3. CPU: - Arithmetic Logic Unit (ALU), Control Unit (CU), Memory Unit (MU)
1.2.2.4. Output Unit: - Monitor, Printer, etc.
1.2.2.5. Storage devices: -Primary & Auxiliary Memory (Floppy Disk, Hard Disk,
Compact Disk, DVD, Flash Disk etc.)
1.2.2.6. Others: - Network Card, Modem, Sound Card, etc.
1.2.3. Software
1.2.3.1. Definition & Types of Software
1.2.3.2. Programming Language
1.2.4. Livewire
1.2.5. Firmware and Cache Memory
1.3 Setting & Protection of Computer Room and Computer
1.4 Concept of Computer Related threats (virus, worms, Trojan, phishing etc.) remedies and
protection
1.5 Concept of multimedia
1.6 File Management basic:
1.6.1. Physical structure of the disk
1.6.2. Concepts of File and Folder
1.6.3. Wildcard and Path Name
1.6.4. Types of File and File Extensions
1.7. Computer Networking
1.7.1. Introduction of Networking
1.7.2. Types of Networking
1.7.3. Concepts of E-mail/Internet/ Extranet/Intranet, World Wide Web (WWW)
1.7.4. Familiarity with internet browser (e.g., Internet Explorer, Firefox, Opera, Safari,
Google Chrome etc.)
1.8. Introduction to ASCII and Unicode standards
1.9. Electronic Transaction Act, 2063 B.S.

2. Operating System
2.1. Introduction to Operating System
2.2. Types of Operating System
2.3. Functions of Operating Systems
2.4. Command Line Operation (e.g., Copy Command, move command, command to view
and set different file attributes etc.)
2.5. Windows
2.5.1. Introduction to GUI
2.5.2. Introduction of Windows Operating System
2.5.2.1. Basic Windows Elements — Desktop, Taskbar, My Computer, Recycle Bin, etc.
2.5.2.2. Starting and shutting down Windows
2.5.2.3. File Management with Windows Explorer
2.5.2.4. Windows applications (e.g. Control Panel, Character Map, Paint etc.)



2.5.2.5. Finding Files of folders and saving the result
2.5.2.6. Starting a program by command line operation
2.5.2.7. Changing window setting
2.5.2.7.1. Adding /removing programs
2.5.2.7.2. Clearing thecontents of document menu
2.5.2.7.3. Customizing the taskbar
2.5.2.7.4. Control Panel items
2.5.2.8. Creating shortcut (icons) on desktop
2.5.2.9. Systems tools: - disk scanning, disk defragmenter, backup, restore, format

3. Database System
3.1. Introduction to Data, Database and DBMS
3.2. Basic Concepts of Tables, Fields, Records, Relationships and Indexing
3.3. Introduction to database application
3.3.1. Data Types
3.3.2. Creating, Modifying & Deleting Tables/Forms/Reports

Eus “@” (Section-B)

4. Word Processing

4.1. Concept of Word processing

4.2. Types of Word Processing

4.3. Introduction to Word processor
4.3.1. Creating, Saving, and Opening the documents
4.3.2. Elements of Word Processing Environment (Menu, Toolbars, Status bar,

Rulers, Scrollbar, etc.)
4.3.3. Copying, Moving, Deleting, and Formatting Text (Font, Size, Color, Alignment,
Line & Paragraph spacing)
4.3.4. Finding and Replacing Text
4.3.5. Familiar with Devnagari Fonts
4.3.6. Creating lists with Bullets and Numbering
4.3.7. Creating and Manipulating Tables
4.3.8. Borders and shading
4.3.9. Use of Indentation and Tab Setting
4.3.10. Creating Newspaper Style Documents Using Columns
4.3.11. Inserting Header, Footer, Footnotes, Endnotes, Page Numbers, File, Page
break, Section break, Graphics, Picture, Charts, Word Art, Symbols, &
Organization Charts

3.3.12. Opening & saving different types of documents
4.3.13. Changing Default Setting
4.3.14. Mail Merge
4.3.15. Auto correct, Spelling and Grammar Checking, and Thesaurus
4.3.16. Security Technique of Documents
4.3.17. Setting Page Layout, Previewing and Printing Documents

5. Electronic Spreadsheet
5.1. Concepts of Electronic Spreadsheet
5.2 Types of Electronics Spreadsheets
5.3. Organization of Electronics Spread application (Cells, Rows, Columns, Worksheet,
Workbook and Workspace)
5.4. Introduction to spreadsheet application
5.4.1. Creating, Opening and Saving Work Book
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5.4.2. Elements of Electronics Spreadsheets Environment (Menu, Toolbars, Status
bar, Rulers, Scrollbars, etc.)

5.4.3. Editing, Copying, Moving, Deleting Cell Contents

5.4.4. Familiar with Devnagari Fonts

5.4.5. Formatting Cells (Fonts, Boarder, Pattern, Alignment, Number and Protection)

5.4.6. Formatting Rows, Columns and sheets

5.4.7. Using Formula — Relative Cell and Absolute Cell Reference

5.4.8. Using Basic Functions

5.4.9. Generating series

5.4.10. Changing default options

5.4.11. Sorting and filtering Data

5.4.12. Summarizing Data with Sub Totals

5.4.13. Creating Chart

5.4.14. Inserting Header and Footer

5.4.15. Spell Checking

5.4.16. Importing from and exporting into other Formats

5.4.17. Page Setting, previewing and Printing

Presentation System
6.1. Introduction to Presentation Application
6.1.1. Creating, Opening & Saving Slides
6.1.2. Formatting Slides
6.1.3. Slide Show
6.1.4. Animation
6.1.5. Inserting Built-in- Picture, Picture, Table, Chart, Graphs, and Organization Chart etc.

@us ‘T (Section-C)
TTHT [T TUT AT Tt Aar avaeet
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TINTTeHeR Tt (Practical Examination)

5. SEANTICHe TETTHT FeTErd (TTaR Seee | |

S.N. Topics No. .Of Marks ’l.“ime
Questions (Minutes)

1. | Typing (Unicode JuTelt TT5Us) 1 10 9

2. English Typing 1 10 6

3. Computer Hardware, Network Fundamentals 5 4

and Operating system

4. Word Processing 1 10

5. Electronic Spreadsheet 1 10 45

6. Database Management System 1 3

7. Presentation 1 3

Total 8 50 60
R. SRITTICHe TETHT HEHTT § SFHGaRATS A ST-qaidl WRITET Hewr TS | SETeHe TOemT
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IS 97 TIARH Typing Skill Test Y @ATAT fAcwTH:-

%. @R Typing Skill Test 3l T 00 IeaEER! TILT Text [T T TBTT HTH 37k FaH TS |

15, 9188 WTd fiHe (Correct Words/minute) T 3k
3.¢ V=T ¥ Y[ 71e8 Tl [ ST o 37k
3. ATHN H=T ST T o.& Wl FH 3[4 3168 el e Ao 8.00 I
0. & I HT W=l @1 T £ 8. =T A Y4 W8 Uil e amaa R.00 I
88, AT Al Weal S1G1 T 4. Wl H 3[4 318 Wl o e 3.00 3
Q4.3 AT HI AT o1& T 4% WraT H [ X1 i e smaa ¥.00 37
§Q ST &l Weal a1 T 3R.¢ WAl FH [ X1 i e smaa Y.00 3k
RR.¢ ATH =TGN T €& =T HH Y4 8 Ui e e §.00 3fsh
RE.E& ITHI WeAT 9G1 T 30.¥ AT o Y[§ I8 Nl [He STt 9,00 ek
3o ITHI WeaT 9G1 T 34 Wl H [5 1163 Hid e amaa ¢.00 3
3 3T A 9T SIS [ W63 Wi e amaa R.00 3

2. English Typing Skill Test 3T AT J0 0 Ieag%ehl T3 text Qg T I8™ SIRELS 37 YGH T |

5, 9163 Tfd THAE (Correct Words/minute) UT3A 3k

&.&\0 9T ¥ [ T1o€ Nl T s o 3

&8\ o AT 9T 9ST T £ 3.3y W31 o Y[ X168 Nl e s %.00 3F
§ 3.3 AT HI H=T 2T T 0 W=l FH Y[ W8 Tl fHE o R.00 Fh
Ro AT |l WwAT 9137 T RE.& ¢ H=T A Y[ W8 Uil e amaa 3.00 31
RE.E¢ AT HT WRAT 9131 T 334 Weal hH Y15, 3168 Wi e e ¥.00 3
33.4 ST AT FG L o W A (G 3168 Jid [ s Y.00 FH
Yo ST |l WeaT ¢! Y[ X8 Nt e s §.00 3

3. WWWTypingmﬁE@TextaﬁWﬂmmw Textﬁﬁ@@%ﬁ@ | 1%3'@
TS T TATHT Text AT Iociiad TAT FTHIFSH Qﬁm SATHT Text HT Punctuation RS TR
UTSUAT e FeGHT TUMHT TR B9 | deagetd (7 formula ST T Y[ %0eq Ufd e (Correct
words/minute) [EEAINEEN

Formula:
(Total words typed—Wrong Words)

9
(Total words typed—Wrong Words)

6

et G s i fie (Correct words/minute) =

IS 31 w1ea W fiHe (Correct words/minute) =



TorRaa uierTent T8AT 9

FEATT Tgdehiedeh 99 (Multiple Choice Question)

1. Which function do you use to return the remainder after a number is divided by a divisor?
a. ROUND()
b. FACT()
c. MOD()
d. DIV()
2. What is the shortcut key to insert current date in a cell?
a. Ctrl+ D
b.Ctrl +T
c. Ctrl +;
d. Ctrl +/
3. In Excel, what is a Data Series?
a. A type of chart
b. A cell reference
c. Collection of related data
d. A division of results
4. Which of the following is NOT a valid data type in Excel?
a. Number
b. Character
c. Text
d. Currency
5. Which of the following contains the name of each record on the chart?
a. Cell
b. Title
c. Axis
d. Legend

BIET U9 (Short Question)

1. What is an Operating System? What are the functions of an Operating System?
2. What does Drag and Drop Means?

STHT T99 (Long Question)

1. What is text formatting in MS word? Explain few useful functions in excel?
2. What is a slide transitions? How can you apply the same slide transition to all the slides at a time?




