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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.

STF  DINOULSBBIGENG MSBWTHMLIILH  U(hBIGTD S TIdLI

urL Be : 03

GCryw : 1%
woewllg Sluimevmicen

GorgsLr yeiaflser : 100

2. saGSLH (PODDIOSBET SISHEGHSB6 WPMID SLHUUTLE® Ldgsnmiseaier OFwupLim®
uppl  epilmaiyp  Lflbaeniameuud erellL  BlgerTed
urL Qe : 02 aBFUTFS SRS S).
Gy : 02 |
LoemTlg eI e
GorgsLi yeiraflseir : 100
2. Accounting Systems It is expected to test candidate’»s knowledge in accounting
. systems adopted in government?officers, functions of books
Sub No : 02 and records of controlling Accounts.
Time : 02 Hours
Total Marks : 100
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3. Computer Test

Sub No : 03
Time : 1% Hours

Total Marks : 100

I. Basic concepts of Information Technology
I1. Windows Operating System
I1I. Folder Management

IV. 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, Seading
mail, Responding to mails, Working with attachments,
Creating and using nicknames, Composing messages.




