TIEA - 4
LGRS RER)
HITATAE {Sedl, S T, ST
Q@I FAICHT A orgy Thems wsaHa

T ST Aaiiah! [Aecusedl dAded®d o@d 9ah] ANl ol AqaRidicas  qaeenl
TETHH

q. e oder s q00 (AgEEleT® Ko U, fofad ThaT wo )

R. HFE UM T R

3. geqarar Tﬁ;ﬁ R0

T | e omedt T | HBHR THT Uiy | ST
qedr
JH c{gachl?qdo YO |40 W x q%® = Yo % | go fHE |wo | Ro
gl IAT AT I9 c CTYT x Y ¥F = ¥O AF | Q.4 Yo Q0
%_Cﬁuaﬁrwm?ﬁq’q q |9 % x q0 ¥F = qo0 Hw | T

o ¥ i g i

A= g T

ATeTeRT AiaeT, 0w AT e grawdt saae,

TR TR I UF 00y (Frer |r)

TF TMSTET UA,R 08y FEe e,

e USE e Roks

oo gt whe were R 06s

foramera <raETge faveei J00g

. Toremers =l wlien T Hearsw sgaed

0. FAT STIEATIT

o FHUAT T HIATAT STACATIHT FATIRIT T Heed

o NG TAEAIAHT U=, ILY, ATAYIHAT T Hecd
o  FHAATHT TARH! Wecd, HIX, ATeTH

2 2N e M X WY

FIATTTHT STAEAIT G Jorrett (MIS) 1 Araeasar T Hecd
I&H SHTETT AT HZ=ILE oI
9. <T@ JOTTeAr T TSTed Jeme=
FLHT <T@l YUl T TR FFeel Fear
TLENEHT ATMIH BT YUTAIT AT ATH
o=, T T e S yoed
O YA (¢, R, I 9o, T T q97 I B T0E) Greel b
e T @ADI Bicard T qfdda
T qEERdl qrATT SAHHT
T qEHAds HRUTiara=d qamg s




o TIMA TEH AT, Toed ATHR T A=
93.9EH% AT FaTE

o ¥ T HEcH, AP AT VA8 T ARHT-HIETHES
o EWE FAT FATEH HA1 YIAHH! AHFHT T FAWRIHT AUBR A7 FMAA

o UK HET 24l

93, T AT

o NTA I@Ifaiehl JR=T

o NIA wi@itaieedl @ IT9T, Hecd T GAT

o foci <raatesT 4

o TN W@ty ¥ o wranaraenT ferar
o NTAHT [AUEE : B AN (Ard, SHT AR
o Tafy, wBpamTa @mE e fafer, ar amra

o TAfY, ITUET TAT UHTE NG fafe, TH @RI

o e fafy T sgager® @nE iy
o TANTA AALUTLM T (BT
o TN A, ANTAH! AT (ITET T

o URHATHT ATIRHT, THIA a1 qadh! AL,
o HIUBT ATURHT, AT a1 IR AT

AT, FI=AvTeT SATERAT)

Y. w&mmm
qR.9 TEMATEAT HFFE Jomedr

ST HFFEX T o, a<d, Hewd qar die

@A HFISTH! TANT

FHFISY TUAHT TERAT : HFFET TR

TR A (o, WiE #1eeT, Wi, Barcode )

T fareror

'Hj?l’cblf PEIEE . (journals, ledgers, and reports)
FIATHT AUSRT : STl HUSR fafy
Excel AT AN : G Hl QlCIT, a0 HIHIT AMIHT, Payroll Sheet

QY. AESHE @RE T T el Bl cgaed] saaedTi,
96,509 TP, T AR

9. foreTe TFataeT AT 99T SRERY, AR, ot [feTE T wHa 9RIe

TIH T (S B BT AR

TEE [ 93| &[T |99 9% [ 93 [ 9Y | 9% | 98 | ¢ | 5 | TOF
EEl
el YO U x q ¥H = YO I’H yo | Yo
qedr
frdr T (e <

TRE | Y [X & |9 |5 & 9099 1R [ 93 [9Y |94 |98 |96 | wA | wiE
LKl T YT x Y 3Ad = ¥O A% ? Yo
qeqr 9 9 x 90 3&H = Q0 &




FHHIET W9 afeE EUERRL

S quity ohEr woert | fageEq Wve | 9@ T
@ | =y TANCHE Devanagari Typing | y 90 e
gfareror English Typing % q0 e
(Computer i i
. Windows basic and | qy Y e
Skill Test) Microsoft Office

Contents
1. Windows basic
e Introduction to Graphical User Interface
e Starting and shutting down Windows
o Basic Windows elements - Desktop, Taskbar, My Computer, Recycle Bin, etc.
o Concept of files and folders
¢ Searching files and folders
2. Word processing
¢ Creating, saving and opening documents
¢ Typing in Devanagari and English
e Text formatting (font, size, color, underline, italic, bold, etc) and paragraph
formatting (alignment, indentation, spacing)
e Inserting header, footer, page number
o Page setting (margin, page size, orientation), previewing and printing of documents
o Excel Simple Formula

o Power Point



