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qMieg Eﬁm qET (Verbal Intelligence Test)
o IET IV YU&T (Word Knowledge Test)

o 9Tfeges ARTHL (Verbal Classification)
o fouftared®, AT (Antonyms, Synonyms)
o 9Teae ISTAB® (Verbal Puzzles)




o TR &WAT (Mathematical Ability)

o U T YUEATEE (Series Problems )

o TN I9@EE (Mathematical Puzzles)

o HAHT T'ﬁ'ar"{qT'_'T, w1 T U (Profit, Loss, Time &Work)

o iAW T SIS (Percentage & Ratio)

o TEITY TAEAT, AT T YHIUIHT (Data checking, Data
interpretation & Verification )

o TN Al T (Spatial Reasoning Skill)

o TE] e (Object Assembly)

o UT Thd/ HILT (Digital Symbol Coding)

o HicFw RAME (Matrix Reasoning)
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1. Windows Basic:

e Windows Operating System, Basic Windows Elements: Desktop, Taskbar, My
Computer, and Recycle bin etc.

2. Word Processing:
e (Creating, saving, and opening documents
e Typing in Devanagari and English
e Text formatting (font, size, color, underline, italic, bold etc.) and paragraph
formation (alignment, indentation, spacing)



Inserting table, picture, shapes, chart, header, footer, page number, equation
and symbol

Page setting (margin, page size, orientation), previewing and printing of
documents.

3. Microsoft-Excel

Introduction to Excel: (Excel Interface, (Ribbon, Workbook, Worksheet) Cell,
Row, Column, Data types (text, number date) open and save work book

Basic Data Entry and Editing: (Data entry and edit, cut, copy, paste, auto fill,
insert and delete rows and columns

Basic Formulas and Functions: Arithmetic Formulas (Addition, Subtraction,
Multiplication, Division) SUM, AVERAGE, MIN, MAX, COUNT, If and its
variations etc.

Working with Data: (Sorting, Filter, Find and Replace)

Page Setup and Printing: (Page Layout, Orientation, Margins, Print Preview,
Print Area Set)

4. Microsoft PowerPoint

Introduction to PowerPoint: PowerPoint Interface (Ribbon, Tabs, Slides, Pane)
Creating a new presentation and Saving and Opening Files

Creating New Slides: Design new slide, slide layout, duplicate slide, delete slide,
slide order

Text and Formatting: Insert Text box, Font, Size, Color, Alignment, Bullet and
Numbering, Use of Word Art

Insert Menu Works: Picture, Shapes, Icons, SmartArt, Table, Chart, Screenshot,
Online Pictures

Design and Themes: Use of Themes and Variants, Background Format (Solid,
Gradient, Picture)

Transitions: Slide to Slide Change Effects, Duration Set, Custom and all apply
Animations: Entrance, Emphasis, Exit Animations, Motion Path, Use of
Animation Pane, Timing and Sequence

Multimedia: Audio Insert (Music/Voice), Video Insert, Video trimming,
playback options

Slide Show: From Beginning/Current Slide, Presenter View, Slide Show Setup,
Rehearse Timing
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