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Office Systems
Sub No : 01
Time : 02 Hours

Total Marks : 100

This paper shall be designed to test candidate’s basic
knowledge of office systems adopted in government offces and
practical use of that knowledge, proper understanding of
official documents and the ability of presenting the ideas /
observations in clear and brief minutes and ability of drafting a
letter according to an order given to the officer.

. BR® P
Secs gog: 02
IS S : 02

®sdem cen ;100

Seld WISWICIC LSy SC®» FF:O »m O0ed
SICHE D3® e e 2SO OC MIWLED O
CO@ D) HTDIODO SEAC (P YD e emed.

Accounting Systems

Sub No : 02

Time : 02 Hours

Total Marks : 100

It is expected to test candidate’s knowledge in accounting
systems adopted in government officers, functions of books
and records of controlling Accounts.

. 830 S3BEHS

S god : 03
DICH Sed: 1%

©®sdem Cen - ¢ 100

g3cODS @ 30D PP ©OTVews  SHD
D DO 3PS D30 @R S3WISeHel FSQEH
ed.

l. ecS; MTeeHed BE® w&FHDS B3SO

Il. “Bjetded” e®@emsnE® O

. emiCns p®edecs

V. s¢ o8e :

SC® HDNOY, DISBO PSS (€ DV, B¢ LILIDS T3
3@, e8¢ eBEIOEIDY, FWIS D3 3 Q€o®, eS¢
0TeDeOBY, @S BSHS D D3O, OB LS,
@S¢ et OB® O IDENSHE D3Q, FOIS
OBEIBE B DBWSE, Davems (Thesaurus), HSg
BRe @ D3O, SO WEe, eCad Leers B3I, DY
DSINF D3Q, eS¢ DS D3V, eMIP) DEYDIDS TS,
25C Imade 93, el o o@ D3@ (Working
with macros) «oiécs.

4




V. 825 ®@s»

SC® HDPND, DENHE D3Y, CILVSEIWE, DS D
B3I, FED D3, @ o, v 2o D3O,
5IMc Bé@enw H3®, Ve YIImSmaw (Function),
eIt wee o 3@ (Working with macros), ey
DEDNVSTHE IBECE.

VI. go98&HEs 01 8¢ D@

FIDSBICHE HCWDIC®, GC® HDND - DSE CN
DO, «©Oe, ISEVSEE, FYHR oo @ D3O,
030 MWD BDE@VEHE ) MO D3IQ, SHIOD
SO D3@.

3. Computer Test

Sub No : 03

Time : 1% Hours

Total Marks : 100

I. Basic concepts of Information Technology
I1. Windows Operating System
I11. Folder Management

IVV. Word Processing :

Basic skill, screen familiarization, editing texts, Aligning text,
Fonts and Attributes, Indenting, Paragraphs, Sub paragraphs,
Change of line spacing, Tab setting, Finding and replacing
text, Spelling and grammar, Thesaurus, Working with
columns, Page setup, Printing documents, Creating tables,
Sorting texts, File management, Mail merging, Working with
macros.

V. Spread Sheets :

Basic skills formatting editing colomns and ranges insertion
and deletion, sorting data, creating charts, printing, function,
working with macros, file management.

VI. Internet and Email

Introduction to internet, Basic skills — receiving mail, Sending
mail, Responding to mails, Working with attachments,
Creating and using nicknames, Composing messages.




