JE9T Wb AT ATART, 39T 7.3
roTfafes (qeE FaT), wfaeed AT dEhT G qAT AR YT FTATNTATCHE TEATHT TSI

fafea odrer - fgdra =R (Second Phase)
' fadirer o= o e
o XA Section (A) - 10 Marks x 3 Questions = 30 Marks

.9  QTHAH ATIRYT THET . ATIRI, T2 T faervares
9. QTR TSR TAT TN TH G

1.3 gEATH EF T TRERIAT
9.% e fqwIor ¥ e fAwTr
Q.4 AITART qTHA JOITAT

1.5 QT qRET AT @ AR, & T TAAHT AMT FREATHT [aaHT qaees
Q.9 FEEANRT MGH T TATA © AATATE ST, A THTSTHT AMEH, T TEA, TEbTIAHAE
oA, SATIHTIE AMHA T FIAT IALHH
V.5 ar=E gurer, Hared =6, MarEm g&war T MarEae biag 9eee
1.4 drda T AU
Section (B) - 10 Marks x 2 Questions = 20 Marks

Gfaear T ®rA

Ry gfggree
] AUTTH] FaHTh [ahrd
3 TAUTAHT FaHTH Eiadr

39 HAT I9ATEs, FRAUTAHT, ATLATTHT T AT AR

3.} Hifa® ge, e fagr=a T = Hifaes

3.3 FAdTHeE TaT FA AT (Hepraesesr &4 ua fqmer e
¥ HEE ATIHR
Y ANIRE =TT, TAATRT Faed ¥ [TEHANES

& HEAAH HAEE TAT TATAH] HTAA [HHITH TOHAT
RS FHEAHT A, ArFAAF Hed I AT, TATALET, FHAAITE GAqmiaed qa7 FhRIcH®
EEES

Section (C) - 10 Marks x 3 Questions = 30 Marks
ATaSTE JaT AT QTS eI
39  AESE HATHT ATIRN, FE, fq9roar ¥ qiaer
3R e JAT yaTe
3.3 AAlAe JIIAT, Faagdr, TR ¥ JaRarnad
3.¥ AT PRl FEIAN, AR T e
3Y  GrEAAHE G, [STEdT 4T ¥ FHERaA
3% e |t At utear T faeemr
3.8 grEAHE AT TETIH

35 faEaE med

Section (D) - 10 Marks x 2 Questions = 20 Marks
AT SHFFLATIT T AT

¥q U #Hd FaeOd - g, fqere, IIIRT T R
¥} QrEAAHE faq SqaImaq  {UTAdT ST T el FIred
¥.3 FUTTHT IRBRT @l JUTeAl T AGTa<IeTe Jorredl

¥ ¥ fa<da Sgaeqmad ¥ qrATee Iavanad

¥ Y o AET ¥ A At drsTer

¥ %  HEHTNTarHA® qrerdr 2 faeprg

PSC/Page 1



&7 Aleh AT AN, JaeT 7.%

roTfafes (qeE FaT), wfaeed AT dEhT G qAT AR YT FTATNTATCHE TEATHT TSI

JATT T FHAH R [
Section (A) - 10 Marks x 3 Questions = 30 Marks

q. IHIS® ATHATES
9.9 grHETSE faarg qar 35
9.} ITHITSE =TT qIT FHEAT
1.3 HTATS® T HER(qh SR
9.% ST/ GIIAE SR [FaROTAT =TT AHHAAT T AR (TTRTeR, TSI, «iises, ATHI0

9.4
1.5
9.9
.5

1.9

qAT 9TER)

AT GIETT /=13, AHISh GRET qI1 AHISh [TrarT

AIp(ceh fafaear T ATHmad I

TAHET (THTETY, TSRS, TETH, Uraraedr, sRundy, fazenfaq s=raem)

ST AU (@RI A9 (cyber crime), S=a@d, (AA®AT  (cartelling) /
THTTIRTE(Monopoly), ATTFATE, TT=X T AT TR FAHEATRT

QT GRS T R

Section (B) - 10 Marks x 2 Questions = 20 Marks

R. i AitHeTES

R9
R
Rz
Y
Y
R&
R\
RS
QR

ity afg Tar e faera
wTTep farehTererT To@ Jeqes : i, IR, AR, TIaH, JafTeh AR qar | Gema
AT faehTHT ATEASIh &, (Sl &7 ¥ FEhrl &bl i
FINTE AT T A=ARTT FEATT
2T I GIERITTan T geae
grafy eedr=ar (Sifgs Twafa Afaer T8d)
MR, AR T 5T IR
AT F FHaAra
AT T ARTSRT
Section (C) - 10 Marks x 3 Questions = 30 Marks

3. faraa grag miiaares

ER|
3R
3.3
3%
ERY
3%
3.9
ERS
ERS

GIEERCEaK]

qareR faera

fait faepra (|fF, ST q91 YTekidqer =g @ a1 Fo AT ? faery Aifd)
forepT GfRaTHT AT T AT ATehHT STTH AfHH

oI ¥ 37§ TFIRALA [

forebmaeheur q9T T W qra

forepTa AT ARTRFHT FATAAT

AN [Tt qIT FHITIHT AT e

fepTEdT FEAT-T=AR qiatder e

390 favgeamdieor T fq@ma
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&7 Aleh AT AN, JaeT 7.%
roTfafes (qeE FaT), wfaeed AT dEhT G qAT AR YT FTATNTATCHE TEATHT TSI

Section (D) - 10 Marks x 2 Questions = 20 Marks

¥, ATATARIRT F¥eIg HAITHATE®
¥q riefeafas goredr
¥.3  SAfaqer fafaear qor e
¥3 WA qiRadd T HEd TR
¥.¥  FrarEaRud g
¥4 AT
¥ % e /AU e
¥.\9  FrarERer ¥ faerd
¥.5 AT Febd TAT IAT FRET
¥.8 YUY qAT BEX-HAT HaLAIT
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a7 Aleh AT ATART, JaoT .3
oTfafees (TeMEE ¥ A@radE &), wfred ardr deshl gar GiaaiTdTeRs e TEahe

FIqF TT- FAT FHE FET 0T

gus (A) —30 93

TSIk AL

1.9 ATESE FEREATIAER qR=T T BT

R BT AT fafqer qeres: THoady damer avifeo, a1, 3re, fafd, qeearam, g,
JoAd FfaeT, ISR, i (qehTa, FTATFET HATRA T ATH1

9.3 HUST: ATGRM, Gohicl, TebR T HISATCHE (b1

9.%  |rEsTAe FEErI=HT aed, M=, qeEE, [ atean, A9, a9y, afaer gerdsT
¥ T&Tqor, qURAE, ATTHT qAT Hediehd

Q.4 AR TSR TR (TehTash ™, AR =T, (9T9dT, e Yard ud JHies

1.% I IR0

1.9 FFEIIERAT, ATAEA T AAR-Afedr

9.5 ARREATE WA FTAEEH! Tl : ArEsiie qaarg, ATHISE G0, ATl Te
T AT 987 el

1. HESE ATEITH T4 G (Tes

9.90 |TESIE JAT YATRHT FFHIR, Trecde, ATHINE FouTd, aa-G=ar Faidel TART, qa97
T FAAES

9.99 9&9T FSHAT FaT UH, 085 T YT F.R HT AR FALITAT I FFAead T qgT aq

9.9% 99T Wlp AT TH, 09 TIT YT @l FaT AIHTEAT, 095

gug (B) — R0 o3
NEECRC IR
A YR e HTAYUTAr qAT Fore fAvior ytRar
RR @R AR T (g
.3 GENME AT, ATASATE I I ATaAeh TRl AT
R.Y¥ TAATAHT FR UMl aqHE T@ed I FAFIIAR qaedl (AT ATalg &, AT, dAeh, HAR
HEGd, T FR JIT A HED)
Y e =i eX Ryl ¥ A9e dighis
& afaew Hifq, fadrr Sifa T qifge Sifa
.9 Fole =h: el (AHIT, FATEAT T TeATsT
.5 FE9T 7.3, AT JMEAGT Head UA, HaHes

gug (C) —30 I3

THEN AMIF FRARST T@Tg T Fqaad (ROF)

39 N ATfIE FRER - gREy, GUar, #RER [Feewer, gRiNTe @3, @rdardr giane ¥
giqaeT qeedl Saen

3R TERT @l YIS, 7978 T GIEHTATAT AT @l Foredr

3.3 @rdar ¥= (Charts of Accounts), Tebd @1l & (TSA), CGAS, SUTRA 9T Isi&
LTI AT YOl (RMIS) FeaedT SiTeeprer

3% FrEsie Frar, fT=T qur gRidr o

33U FESIE AP T@THT T ATTIE FrATad A=A FFaedl FIAAT AT

3% AENE GUE FAIMAA T T FEI=AT AT Ta€dT

3.9 YE9T 7.3, YR WHRH U, fHuHes

35 yeur s Frafaty qur faxia SORaTiace Il e
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a7 Aleh AT ATART, JaoT .3
oTfafees (TeMEE ¥ A@radE &), wfred ardr deshl gar GiaaiTdTeRs e TEahe

TGTIETIT JOITeAT qo¥s)
¥.q  AEIRIETTR] 9=, I, TR ¥ AR (g

¥.R  TIHRT qIT S & A@TII&TT-HH

¥.3 U T IS HHAIE qEERT HawT

¥.¥ TH YT T WM qehl AGTINE qIT qTeolideh FEITT @I &T0T

¥ Y HETedl qdieTeh ¥ @Iaeeu] qeaedl Al aeaedr

¥ % ST avEe ated a9 srited @=aes (ICAN, INTOSAIL ASOSAI)

gug (D) —Ro %

FEET URAT T I GO

Y9 I qUe ¥ A9TeHT deerar

Y.} Y, YE9T T T TEeT Areehl [aefderl deaeavaed

Y.3 TR I A qAT AT FrAfarg 3 B (HH0T 9ot

Y.¥  giaitg qar ¥ Aied Tl AT R

WY EEe, g9 9iafa T gauntae Heraes @ daaray

Y%  HHLT URIIRRI, ST 3 T HYIHT ATaeThl A

4.9 FlEErad e 9T gaedrdd AH{qe A

Y.© Y, Y& T T TeAT ALHNT JaT J=Tad el Aaid gl ¥ e
Y.2 g ? fartad Saatafafaese! smaR-gfedn, Sema, =R T Ataewdr
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a7 Aleh AT ATART, JaoT .3

oTfafees (TeMEE ¥ A@radE &), wfred ardr deshl gar GiaaiTdTeRs e TEahe

Afray =T - AT wRer, qratee gaeror T a=aarar (Skill Test, Group Test & Interview)

fororr- g yiafy Fa 9<reror (Information Technology Skill Test)

TANTeHe a¥rer arsAn (Practical Examination Scheme)

fearerr quITS [EEPEESENEES a3 LR
Devanagari Typing Y AF Y e
English Typing R4 AF Y e
=T gfafy Sa gferr Word processing R IF
(TT Skill Test) 10 Electronic Spreadsheet q 9% N
. 10 fave
Presentation System q 495
Windows basic, Email and Internet q 95
Sikaill 0 ¥ R0 e

1.

2.

3.

Contents

Windows basic, Email and Internet

Introduction to Graphical User Interface
Use & Update of Antivirus
Concept of virus, worm, spam etc.

Starting and shutting down Windows
Basic Windows elements - Desktop, Taskbar, My Computer, Recycle Bin, etc.
Concept of file, folder, menu, toolbar
Searching files and folders

Internet browsing & searching the content in the web
Creating Email ID, Using email and mail client tools

Basic Network troubleshooting (checking network & internet connectivity)

Word processing
Creating, saving and opening documents
Typing in Devanagari and English

Copying, Moving, Deleting and Formatting Text
Paragraph formatting (alignment, indentation, spacing etc.)

Creating lists with Bullets and Numbering
Creating and Manipulating Tables
Borders and Shading

Creating Newspaper Style Documents Using Column

Security Techniques of Document
Inserting header, footer, page number, Graphics, Pictures, Symbols

Page setting, previewing and printing of documents

Mail merge
Presentation System

Introduction to presentation application
Creating, Opening & Saving Slides

Formatting Slides, Slide design, Inserting header & footer

Slide Show
Animation
Inserting Built-in picture, Picture, Table, Chart, Graphs, and Organization Chart etc.
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a7 Aleh AT ATART, JaoT .3
oTfafees (TeMEE ¥ A@radE &), wfred ardr deshl gar GiaaiTdTeRs e TEahe

Electronic Spreadsheet

Organization of Electronic Spreadsheet applications (Cells, Rows, Columns, Worksheet,
Workbook and Workspace)

Creating, Opening and Saving Work Book

Editing, Copying, Moving, Deleting Cell Contents
Formatting Cells (Font, Border, Pattern, Alignment, Number , Protection, Margins and
text wrap)

Formatting Rows, Column and Sheets

Using Formula with Relative and Absolute Cell Reference

Using Basic Functions (IF, SUM, MAX, MIN, AVERAGE etc)

Sorting and Filtering Data

Inserting Header and Footer

Page Setting, Previewing and Printing

PSC/Page 7



a7 Aleh AT ATART, JaoT .3
oTfafees (TeMEE ¥ A@radE &), wfred ardr deshl gar GiaaiTdTeRs e TEahe

S a1 TR Typing Skill Test @1 i fAeer:-

Typing Skill Test &1 @RT 940 TededdT T3l Text fagg ¥ @d ATAR dF Y&
;-

~

91g 91e% 9iq =g (Correct Words/Minute) arST A
Y 9T FH 9F 9eE 9iq fHee amd o A&
Y AT |1 AT del T Y R B g o] Uid A s 0.40 ¥
©.Y 9T A TR 96T ¥ 90 9l FH 9F 95 Yiq He arad 0.9 ek
Q0 AT |1 HRRT Fel T .4 Wl HH g Mk Yiq (A amad .00 ¥®
QR.Y AT AT AT FEl T % AT FH g T8 Ui fAee araq q.]4 AF
Y AT |1 ARRT 9@l T Q9Y AT FHH 9E 9% id fAee arad 9.40
Q.Y a1 | AT Fel T 0 Wl HH g U 9id fHee ama q.94 ¥fh
0 9T |1 AT Fel T .Y, W= FH G Uk Yidq e arad .00 #®
QY AT FFRT FEl T Y TRT FH g R 9iq (Hee add Y e
Y AT |1 AT 96l 908 9Tes 9iq fHee araq .40 ¥

English Typing Skill Test &1 @NT 00 T@esd! T Text G378 ¥ @A FEOR d@F Y&
M-

973 ¥Te= viq fawe (Correct Words/Minute) arsq b
& A FH g TR i Hae amaq o ¥F
& A1 A1 =T 96l ¥ % Weal % g ek 9fq (A smaq 0.40 ¥F
R 9T {1 &l d¢l ¥ 9% W=l %H g 92 9iq fAve amad 0.9y ¥H
R AT FT 9T Fel T 94 AT FHH g 98 qid fAve amad q.00 H®
¥ T |1 9= 96l T 45 9aT HH g R 9iq fHe aad q.]4 P
95 AT |1 9w=T 961 T 9 W=l &H g ek Hiq i amad q.40 b
Y AT |1 9= Sl ¥ ¥ AR FHH G TR Uid fAee saa .94 3k
¥ AT | AT 96T T 8 Wl FH F R Uid fAee ama .00 ¥
9 97 AT 96l ¥ 30 Wl HH g es Uid fAee arad Y HF
30 91 91 9T ¢l 908 ek 9iq fae aaa .40 Hp

SIS AT TEAETT Typing AT faguest Text @1 &R HHT 2189 TXhT Text T feTE = 1w, |
faguert AUSH a1 TEANT Text U7 IJeddt@d T FHITTH qerendiess arh+r Text AT Punctuation
TS FYHT qTSTHT T AT VAT A @ | qeae=nd 7+ Formula T 7 918 9158 9fq
e (Correct words/minute) Tt |

Formula:

Total words ed — Wron g words

973 ¥Te= ¥id fAWe (Correct words/minute) = c

PSC/Page 8


mailto:@%25
mailto:@%25
mailto:@%25
mailto:@%25
mailto:@%25
mailto:@!
mailto:@!
mailto:@!
mailto:@$
mailto:@$
mailto:@&
mailto:@%25

a7 Aleh AT ATART, JaoT .3
oTfafees (TeMEE ¥ A@radE &), wfred ardr deshl gar GiaaiTdTeRs e TEahe

qrgfes T4 (Group Test)

AHEF qAETT Alched qaew (Personality Test) &1 Uk o7 &1 | fASIrHdl Jarer &7 faar qur
F Ugid aadd T SR TraTHT AT GRPRE A, AT, FTIH e Ay fa=m-faned, s
T fATeRT ek FET AR TAT FTATHAT TFT FHTET IEeaTg TEImeHT JFHGAESHT awdT fg=m
T TG TR qA TH 21 | TGl AN FAwdl, faame-fawet 7y afefeafq avm ga, o fewy, Strarers
Prareie ey, foa gehreH, Muivd @&T 9AR #H TH/ RIS, AT FHET AN of@d  &THdTH

ATIATY TUEATATE TATIURP G = T o, AT, R, dehariehedl I ATaedepdT I6s; |
PRaTefradT, e, THET TR 79T, 90 &Hdl, T Aadrad q97 SAheadT U q=T UEEH!

Ao FATT TR T HATSA THHN AN SFHIAREEATS %l THATHIF 97 / FaTel / THEATHT qrfesh

FAR T FATIHRNT T HATEIT TART GHTITT [Hebed e |

aHfe® Sawa (Group Discussion)

T GATSTAHT AT AR TEHEAT 0 quiTg T 30 A afgshl gg S Adraied ardfesd Sahd
(Leaderless Group Discussion) =T TTHT aer®a e | fagusr Te7 a1 Topic =T faeaaT qrerarera T
faffs Twafy aaed= Sawd T4 yAF IEARW AR d y&afd (Individual Presentation) T
TS |
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