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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÷n]vf ;d"x 

;xfos:t/ låtLo >]0fL sfof{no ;xfos÷;xn]vfkfn kbsf]  

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

 

;]jf M k|zf;g      ;d"x M ;fdfGo k|zf;g÷n]vf 

kb M sfof{no ;xfos÷;xn]vfkfn   :t/ M ;xfos:t/ l4tLo >]0fL 

 

kf7\os|dsf] ?k/]vf M o; kf7\os|dsf] cfwf/df lgDgfg';f/ b'O{ r/0fdf k/LIff lnOg] 5 . 

k|yd r/0f M lnlvt k/LIff       k"0ff{Í M @)) 

låtLo r/0f M -s_ sDKo'6/ bIftf k/LIf0f      k"0ff{Í M !) 

    M -v_ cGt/jftf{       k"0ff{Í M #) 

 

 

k|yd r/0f M lnlvt k/LIff of]hgf  

kq laifo k"0ff{Í pQL0ff{Í k/LIff k|0ffnL k|Zg ;+Vof c+s ef/ ;do 

k|yd ;fdfGo 1fg !)) $) a:t'ut ax'pQ/ 

(Multiple Choice) 
%) k|Zg@ c+sÖ!)) 

 

$% 

ldg]6 

 

låtLo 

 

;]jf ;DaGwL   

!))  

$) 

laifout 5f]6f] / 

nfdf] pQ/ 

!@ k|Zg% c+sÖ^) 

$ k|Zg !) c+sÖ$) 

@ 306f 

#) ldg]6 

 

låtLo r/0f M sDKo'6/ bIftf k/LIf0f / cGt/jftf{ M   

laifo k"0ff{Í k/LIff k|0ffnL ;do 

sDKo'6/  bIftf k/LIf0f !) k|of]ufTds !% ldg]6 

JolQmut cGt/jftf{ #) df}lvs  

 

      dfly pNn]lvt k|ydkq / låtLo kqsf] lnlvt k/LIff 5'6\6f 5'6\6} x'g]5 . 

b|i6Ao M  

!= of] kf7\oqmdsf] of]hgfnfO{ k|yd r/0f / l4tLo r/0f u/L b'O{ efudf ljefhg ul/Psf] 5 .  

@= dfly pNn]lvt ;]jf cGtu{tsf ;d"x pk–;d"xx?sf] v'nf÷cfGtl/s k|ltof]lutfTds lnlvt k/LIffsf] kf7\os|d pko'{Qm adf]lhd x'g]5 . 

#= lnlvt k/LIffsf] dfWod efiff g]kfnL jf c+u|]hL cyjf g]kfnL / c+u|]hL b'j} x'g]5 .   

$= a:t'ut ax'a}slNks -Multiple choice_ k|Zgx?sf] unt pQ/ lbPsf k|To]s unt pQ/ jfkt @) k|ltzt cÍ s§f ul/g]5 . t/ pQ/ 

glbPdf To; jfkt cÍ lbOg] 5}g / cÍ klg s§f ul/g] 5}g .  

%= j:t'ut ax'pQ/ x'g] k/LIffdf k/LIffyL{n] pQ/ n]Vbf c+u|]hL 7"nf] cIf/ -Capital letter_ A,B,C,D df n]Vg'kg]{5 . ;fgf] cIf/ -

Small letter) a,b,c,d n]v]sf] jf cGo s'g} ;+s]t u/]sf] eP ;a} pQ/k'l:tsf /2 x'g]5 . 

^= ax'a}slNks k|Zgx? x'g] k/LIffdf s'g} k|sf/sf] SofNs'n]6/ k|of]u ug{ kfOg] 5}g . 

&= ljifout k|Zgsf nflu tf]lsPsf c+ssf xsdf Pp6f nfdf] k|Zg jf Pp6} k|Zgsf b'O{ jf b'O{ eGbf a9L efu jf Pp6}  k|Zg cGtu{t b'O{ jf 

a9L l6Kk0fLx? ;f]Wg ;lsg]5 . 

*= k/LIffdf ;f]lwg] k|Zg;+Vof, c+s / cÍef/ oyf;Dej ;DalGwt kq ÷ljifodf  lbO{P cg';f/ x'g]5 . 

(= k/LIffdf k/LIffyL{n] df]jfOn jf o:t} k|sf/sf ljB'tLo pks/0f k/LIff xndf n}hfg kfOg] 5}g .  

!)= ljifout k|Zg x'g] kqsf xsdf k|To]s v08sf nflu 5'§f5'§} pQ/k'l:tsfx? x'g]5g\ . k/LIffyL{n] k|To]s v08sf k|Zgx?sf] pQ/ ;f]xL 

v08sf] pQ/k'l:tsfdf n]Vg' kg]{5 .  

!!= o; kf7\os|d of]hgf cGtu{tsf kq÷ljifosf ljifoa:t'df h];'s} n]lvPsf] eP tfklg kf7\os|ddf k/]sf sfg"g, P]g, lgod tyf gLltx? 

k/LIffsf] ldlteGbf # -tLg_ dlxgf cufl8 -;+zf]wg ePsf jf ;+zf]wg eO{ x6OPsf jf yk u/L ;+zf]wg eO{_ sfod /x]sfnfO{ o; 

kf7\os|ddf k/]sf] ;Demg' kb{5 . 

!@= k|yd r/0fsf] lnlvt k/LIffaf6 5gf}6 ePsf pDd]bjf/x?nfO{ dfq låtLo r/0fdf ;lDdlnt u/fOg]5 .  

!#= k|yd r/0fsf] lnlvt k/LIffdf 5gf}6 ePsf pDd]bjf/x?sf] k|fKtfÍ / låtLo r/0fsf] sDKo'6/ k/LIf0f / cGt/jftf{sf]] s"n cÍ of]usf 

cfwf/df clGtd k/LIffkmn k|sflzt ul/g]5 .   

!$= k/LIff of]hgf / kf7\oqmd ;+zf]wg ldlt M @)&^.!).)% ut] . 

!%=   o;eGbf cufl8 nfu" ePsf] dfly pNn]lvt kb, ;]jf, ;d"x, pk;d"xsf] kf7\oqmd vf/]h ul/Psf] 5 . 
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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÷n]vf ;d"x 

;xfos:t/ låtLo >]0fL sfof{no ;xfos÷;xn]vfkfn kbsf]  

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

 

k|yd kq M ;fdfGo 1fg / ;fdflhs cWoog     k"0ff{Í M !)) 

!= g]kfnsf] e"uf]n 

!=! w/ftnLo :j?ksf] lsl;d, laz]iftfx? . 

!=@ k|fs[lts >f]tx? lsl;d, pknJwL / at{dfg cj:yf .  

!=# ef}uf]lns ljljwtf / hghLjg . 

!=$ g]kfndf kfO{g] xfjfkfgLsf] lsl;d / ljz]iftf . xfjfkfgLsf] ljljwtfaf6 pTkGg 

ePsf  cfly{s tyf ;fdflhs ls|ofsnfk / lhjLsf]kfh{gdf ljljwtf . 

@= g]kfnsf] Oltxf; k|frLg sfnb]lv xfn;Ddsf 36gfqmd sf/0f / kl/0ffdx? . 

#= g]kfnsf] ;fdflhs Pj+ ;f+:s[lts cj:yf 

#=! k|yf, k/Dk/f, d"No / dfGotf, wd{, hfthflt, efiffefifL, ;+s[lt, snf, ;flxTo, 

;+uLt cflb . 

#=@ ;f:s[lts ;Dkbfsf] lsl;d, ljz]iftf, dxTj . 

$= g]kfnsf] cfly{s cj:yf, ljsf;sf k"jf{wf/x? -s[lif, pBf]u, Jofkf/, ko{6g, oftfoft, 

;+rf/, lzIff, :jf:Yo, laB't cflb_ / rfn' cfjlws of]hgf ;DaGwL hfgsf/L  . 

%= lj1fg, k|ljlw / :jf:Yo laifodf hfgsf/L 

%=! la1fg k|ljlwsf] ljsf;af6 dfgj hLjgdf k/]sf] k|ToIf k|efj . 

%=@ h}ljs k|ljlw, ;"rgf tyf ;+rf/ k|ljlw / a}slNks phf{ . 

%=# s|dljsf; / a+zf0f', :jf:Yo, /f]u, vf]k, kf]if0f, ;/;kmfO{ . 

^= kl/l:ylts k4lt / jftfj/0f 

^=!  kl/l:ylts k4ltsf] kl/ro / k|sf/ tyf hLj e"–/f;folgs rqm .  

^=@  lbuf] lasf;, h}ljs ljljwtf, b'n{e kz' kG5L / ag:kltx?, ljZjJofkL pi0ftf, 

df};d kl/jt{g, xl/tu[x k|efj, cf]hf]g lagf;, aftfa/0f, k|b'if0f, hg;+Vof, 

zx/Ls/0f, a;f]af; -a;fO{+ ;/fO{_ cflb . 

&= ;+o'Qm /fi6« ;+3,  / If]qLo ;+u7g ;fs{ . 

 

*= /fli6«o dxTjsf /fhgLlts, cfly{s, ;fdflhs, j}1flgs, ;f+:s[lts, v]ns"b, k':ts, 

k'/:sf/, snf, ;flxTo, ;+uLt cflb nufot ;d;fdlos 36gf tyf gljgtd\ 

ultljlwx? . 

(= /fli6«o VoftL k|fKt JolQmTj tyf ljrf/sx? ;DjGwL hfgsf/L . 

 

..;dfKt .. 
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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÷n]vf ;d"x 

;xfos:t/ låtLo >]0fL sfof{no ;xfos÷;xn]vfkfn kbsf]  

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

 

låtLo kq M ;]jf ;DaGwL          k"0ff{Í M !)) 

 

-s_= sfof{no Joj:yfkg        $)  c+s 

1. sfof{no / sfof{no Joj:yfkgsf] cjwf/0ff / dxTj .   

2. clen]v Joj:yfkgsf] kl/ro, p2]Zo, cfjZostf / dxTj .   

3. sfof{nodf ;+rf/sf] dxTj, k|sf/, dfWod .   

4.  Joj:yfkg ;"rgf k|0ffnL (MIS) sf] cfjZostf / dxTj . 

5. Jf}7s cjwf/0ff, dxTj / j}7ssf k|sf/,lg0f{o / lg0f{o n]vg . 
6. sfof{no ;xfossf] sfd st{Jo, c;n sfof{no ;xfossf u'0fx?  . 
7. kqJojxf/÷lrÝLkq,hg;Dks{ – kl/ro, p2]Zo,  k|sf/M, k|of]u / k|fyldstf  . 

8. btf{, rnfgL, kmfOln« ,k+lhsf l6Kk0fL n]vg– kl/ro / k|of]u ;DjGwL Jojxfl/s 1fg  . 

 

-v_= lhG;L tyf n]vf ;DjGwL  hfgsf/L       $) c+s 

1. g]kfnsf] ;/sf/L jh]6 k|0ffnL . 

2. n]vf / n]vfk/LIf0fsf] cy{, p2]Zo / dxTj . 

3. bf]xf]/f] n]vf k|0ffnL, ;/sf/L n]vf k|0ffnL, gub / k|f]befjLdf cfwfl/t n]vf k|0ffnL . 

4. uf]Zjf/f ef}r/, a+}s gubL lstfj / ah]6 ;L6– kl/ro / k|of]u . 

5. /fh:j, vr{sf] kmfF6af/L / k|ltj]bg . 

6. jt{dfg lhG;L ;|]:tf k|0ffnL  ;DjGwL 1fg . 

7. ;fj{hlgs vl/b ;DaGwL ;fdfGo hfgsf/L . 

8. lhG;L Joj:yfkgsf] kl/ro, lhG;L clen]v, lgl/If0f tyf k|ltj]bg . 
9. dfu kmf/fd, vl/b cfb]z, bflvnf l/kf]6{, vr{ eP/ hfg], ghfg] j:t'sf] lhG;L 

Joj:yfkg, ef}lts kl/If0f, k|ltj]bg .  

10. lhG;L ;fdfgx?sf] e08f/0f tyf uf]bfd Jo:jyfkg . 

11. Vfl/b ljlw,k|ltt kq, 7]Ssf, 6]08/, sf]6]zg ;DjGwL ;fdfGo hfgsf/L . 

12. r]ssf k|sf/, a}s cf]e/8«fkm\6, j}s Uof/]06L, ljlgdokq ;DaGwL ;fdfGo hfgsf/L . 

13. ;fj{hlgs ;]jf k|jfx ;DaGwL ;fdfGo hfgsf/L . 

 

-u_=;+ljwfg, ;]jf / ;f];Fu ;DjlGwt ljifox?       @)  c+s 

1. g]kfnsf] ;+j}wflgs ljsf;s|d /  g]kfnsf] ;+ljwfgsf] efu -! b]lv % ;DDf _ . 

2.  e|i6frf/ lgjf/0f P]g, @)%( -s;'/ / ;hfo_ . 

#  k|fljlws lzIff tyf Jofj;flos tfnLd kl/ifb\ P]g, @)$% / lgodfjnL, @)%! . 

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

% 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, 

@)^@ . 

..;dfKt .. 
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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÷n]vf ;d"x 

;xfos:t/ låtLo >]0fL sfof{no ;xfos÷;xn]vfkfn 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. 

..;dfKt.. 


