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kf7\oqmdsf] ?k/]vf   M— o; kf7\oqmdsf] cfwf/df lgDgfg';f/ r/0fdf k/LIff lnOg] 5 M 

k|yd r/0f  M—  lnlvt k/LIff      k"0ff{Í M— !%) 

låtLo r/0f M—  -s_ k|of]ufTds k/LIff      k"0ff{Í M— %) 

  -v_ cGtjf{tf{      k"0ff{Í M— #) 

 

k/LIff of]hgf (Examination Scheme) 

!= k|yd r/0f M — lnlvt k/LIff        k"0ff{Í M— !%) 

  kq        ljifo    k"0ff{Í ptL0ff{Í k/LIff k|0ffnL k|Zg;+Vof  cÍ ;do 

k|yd 
;fdfGo 1fg 

/ ;]jf ;DjGwL   

100 40 j:t'ut ax'j}slNks k|Zg 

(MCQs) 
%) k|Zg × @ cÍ $% ldg]6 

låtLo 50 20 ljifout  5f]6f] pQ/ !) k|Zg × % cÍ 
! 306f 

#) ldg]6 

 

@= låtLo r/0f M — k|of]ufTds k/LIff  / cGtjf{tf{   

ljifo k"0ff{Í ptL0ff{Í k/LIff k|0ffnL ;do 

-s_ k|of]ufTds k/LIff 50 25 k|of]ufTds $% ldg]6 

-v_ cGtjf{tf{ 30 – df}lvs   
b|i6Jo M 

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

2. k|yd / låtLo kqsf] nflu kf7\oj:t' Pp6} x'g]5 . 

3. k|yd / låtLo kqsf] lnlvt k/LIff 5'§f5'§} x'g]5 .   

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

5. j:t'ut ax'j}slNks (Multiple Choice) k|Zgx?sf] unt pQ/ lbPdf k|To]s unt pQ/ afkt @) 

k|ltzt cÍ s§f ul/g]5 . t/ pQ/ glbPdf To; afkt cÍ lbOg] 5}g / cÍ s§f klg ul/g] 5}g . 

6. j:t'ut ax'j}slNks 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} ;ª\s]t u/]sf] eP ;a} 

pQ/k'l:tsf /2 x'g]5 .  

7. ax'j}slNks k|Zgx¿ x'g] k/LIffdf s'g} k|sf/sf] SofNs'n]6/ (Calculator)  k|of]u ug{ kfOg] 5}g .  

8. k/LIffdf ;f]lwg] k|Zg;+Vof, cª\s / cª\sef/ oyf;Dej ;DalGwt kq ÷ljifodf lbOP cg';f/ x'g]5 . 

9. 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 .  

10. o; kf7\oqmd of]hgf cGtu{tsf kq÷ljifosf ljifoj:t''df h];'s} n]lvPsf] eP tfklg kf7\oqmddf 

k/]sf sfg"g, P]g, lgod, ljlgod tyf gLltx¿ k/LIffsf] ldlt eGbf # dlxgf cufl8 -;+zf]wg ePsf 

jf ;+zf]wg eO{ x6fO{Psf jf yk u/L ;+zf]wg eO{_ sfod /x]sfnfO{ o; kf7\qmddf k/]sf] ;Demg''' 

kb{5 . 

11. k|yd r/0fsf] k/LIffaf6 5gf}6 ePsf pDd]bjf/nfO{ dfq låtLo r/0fsf] k/LIffdf ;lDdlnt u/fOg]5 . 

12. k|yd r/0fsf] lnlvt k/LIffdf 5gf]6 ePsf pDd]bjf/x¿sf] k|fKtfÍ tyf låtLo r/0fsf] k|of]ufTds 

k/LIff / cGt/jftf{sf] s'n cª\s of]usf cfwf/df clGtd k/LIffkmn k|sfzg ul/g]5 .  

13. kf7\oqmd :jLs[t ldlt M– @)*)÷)*÷!! 
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k|yd kq M— ;fdfGo 1fg / ;]jf ;DaGwL 

efu -c_ – ;fdfGo 1fg  

1. ;fdfGo 1fg  

1.1 Gf]kfnsf] e"uf]n –w/ftlno :j?k, lsl;d, ljz]iftf, hnjfo', xfjfkfgL / hghLjg 

1.2 Gf]kfnsf k|fs[lts ;|f]t / ;fwgx? ;DjGwL hfgsf/L  

1.3 Gf]kfnsf] O{ltxf;– g]kfnsf] O{ltxf;sf dxTjk"0f{ 36gfx¿  

1.4 g]kfnL ;dfhsf k/Dk/f, ;fdflhs d"No / dfGotf, wd{, hfthflt / efiff 

1.5 Gf]kfnsf] /fhg}lts ljefhg, ;+3 k|b]z / :YffgLo tx ;DjGwL ;fdfGo hfgsf/L  

1.6 g]kfnsf] ;+ljwfg -efu ! / # _  

1.7 lj1fgsf dxTjk"0f{ pknlAwx¿ ;DaGwL ;fdfGo hfgsf/L  

1.8 /fli6«o tyf cGt/f{li6«o dxTjk"0f{ ;d;fdlos 36gfx¿  

1.9 ljleGg cfwf/e"t j}1flgs kl/df0f / ltgsf] dfkg (Measurement) CGS, MKS, 

FPS, SI System,  OTofbL ;DaGwL 1fg  

 

2. ;fwf/0f ul0ft  

2.1 hf]8, 36fp, u'0fg, efu, k|ltzt, gfkmf gf]S;fg 

 

3. ;+:yfut 1fg    

2.2 g]kfn cfon lgudsf]] kl/ro, p2]Zo / sfo{If]q  

2.3 g]kfn cfon lgud lnld6]8 k|aGwkq tyf lgodfjnL  

2.4 g]kfn cfon lgud lnld6]8sf] sd{rf/L k|zf;g ;DjGwL ljlgodsf] ljbf, cfr/0f 

/ ljefuLo sf/jfxL ;DjGwL ljifo  

2.5 k]6«f]lnod kbfYf{, vl/b, e08f/0f, u'0f:t/ k/LIf0f, nf]l8ª, cgnf]l8ª, ljs|L 

ljt/0f, 6}s, 6«s nlsª k|0ffnL ;DjGwL ;fdfGo hfgsf/L  

 

efu -cf_ – ;]jf ;DaGwL 

 
1. Computer Fundamentals 

 1.1 Introduction to Computer 

 1.2 Computer Peripherals (Input, Output and Storage Devices-Primary and Auxiliary) 

 1.3 Central Processing Unit and its components 

 1.4 Computer Software and its types 

  1.4.1 Operating System and Microsoft Windows Environment 

  1.4.2 Utility Software. 

  1.4.3 Packaged Software and Tailored Software 

 

2. Internet and its Services 

 2.1 Introduction to Computer Network 

 2.2 Communication Media (Guided and Unguided) 
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 2.2 Network Topologies (LAN, MAN, WAN, PAN) 

 2.3 WWW and its services 

 2.4 Fundamentals of Email 

 2.5 Introduction to Network Devices (Hub, Switch, Router, Gateway etc.) 

 

3. Computer Security 

 3.1 Introduction to Computer Virus 

 3.2 Symptoms of Infection by Computer Virus 

 3.3 Introduction to Antivirus 

 3.4 Physical Security and environment of a computer room 

 

4. Word Processing (MS-WORD) 

 4.1 Opening, Creating and Saving documents in different formats 

 4.2 Elements of MS Word (Menu Bar, Tool Bars, Status Bars, Rulers) 

 4.3 Copying, Moving, Deleting and Formatting Text (Font, Color, Size, Alignment) 

 4.4 Printing and Password Protection of Word Documents 

 4.5 Working with Tables 

 4.6 Customizing documents (Bullet and Numbering, Header and Footer, Footnotes and 

Endnotes, Page Number, Page Break, Section Break, Word Art, Organization Chart, 

Inserting Picture and Symbols, Creating Columns, Printing Area) 

 

5. Electronic Spreadsheet (MS-EXCEL) 

 5.1 Creating, Opening and Saving Workbooks 

 5.2 Elements of MS-Excel environment (Cell, Rows, Columns, Menu Bar, Tool Bars, 

Status Bars, Rulers etc.) 

 5.3 Copying, Moving, Deleting Cell Elements (Font, Color, Size, Alignment) 

 5.4 Formatting Cell Elements (Font, Border, Pattern, Alignment, Number, Protection) 

 5.5 Formatting Row and Columns 

 5.6 Using Formula and basic functions 

 5.7 Generating Series, sorting and filtering 

 5.8 Creating Charts 

 5.9 Printing and Password Protection of Excel Worksheets 

 

6. Database Management System (MS-ACCESS) 

 6.1 Introduction to data, database and DBMS 

 6.2 Basic Concept of tables, forms, query 

 6.3 Data Types of MS-ACCESS 

 6.4 Creating Modifying and Deleting Tables/Forms/Reports 

 

7. Presentation System (MS-Powerpoint) 

 7.1 Creating, Opening and Saving Powerpoint Slides 

 7.2 Adding, Editing or Deleting riew/existing slides 

 7.3 Slideshow and Animation 

 7.4 Inserting Clip arts, Pictures, Tables, Charts, Graphs, Organization Charts etc. 
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k|yd kq / låtLo kqsf] nflu oyf;Dej lgDgfg';f/ k|Zgx¿ ;f]lwg] 5 . 

k|yd kq -j:t'ut_ 

efu  ljifo k/LIff k|0ffnL cÍef/ k|Zg ;+Vof   

-c_ 

;fdfGo 1fg 

j:t'ut ax'j}slNks 

k|Zg  (MCQ) 

@) !) k|Zg × @ cÍ = @) 

;fwf/0f ul0ft !) % k|Zg × @ cÍ = !) 

;+:yfut 1fg @) !) k|Zg × @ cÍ = @) 

-cf_ ;]jf ;DjGwL %) @% k|Zg × @ cÍ = %) 

 

låtLo kq -ljifout_ 

 

efu  ljifo k/LIff k|0ffnL cÍef/ k|Zg ;+Vof   

-cf_ ;]jf ;DjGwL ljifout  5f]6f] pQ/ %) !) k|Zg × % cÍ = %) 

 

k|of]ufTds k/LIff of]hgf  

!= ;do M $% ldg]6 

@= k|Zg ;+Vof M ^ j6f -;a} clgjfo{_ 

#= k"0ff{Í M %) 

$= pQL0ff{Í M @% 

%= k|Zgsf] lgdf{0f, k|Zgef/ (Weightage)  / ;dosf] ljj/0f 

 
S. No. Topics No. of questions Marks Time 

1.  Devnagari Typing 1 10 5 

2.  English Typing 1 10 5 

3.  Word Processing (Ms-Word) 1 12 

35 
4.  Electronic Spreadsheet (Ms-Excel) 1 12 

5.  Database Management System (Ms-Access) 1 3 

6.  Presentation System (Ms-Powerpoint) 1 3 

 Total 6 50  

 


