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jktLFkku deZpkjh p;u cksMZ] t;iqj 
 

dj lgk;d lh/kh HkrhZ ijh{kk 2018 ds ikVZ-IIa ^^Computer	Proficiency	Test** ijh{kk ds 
laca/k esa fn’kk&funsZ’k 

 
dj lgk;d lh/kh HkrhZ ijh{kk 2018 ds ikVZ‐II  dh ijh{kk fnukad 16-10-2019 dks 

Computer Proficiency Test (Typing speed test and MS Excel efficiency test) 
vkWuykbu vk;ksftr dh tk jgh gSA Computer Proficiency Test gsrq O;ogkfjdrk ,oa ,d:irk 
cuk;s j[kus dh n`f"V ls vH;FkhZ dks ijh{kk esa cksMZ }kjk dEI;wVj miyC/k djk;k tk;sxk] ftldh 
,ot esa fu/kkZfjr Js.khokj fuEukuqlkj dEI;wVj 'kqYd fy;k tk;sxk%& 
¼d½ lkekU; oxZ ds vH;FkhZ o vU; fiNMk oxZ@vfr fiNMk oxZ ds Øhehys;j Js.kh ds vH;FkhZ gsrq% :i;s 450@& 
¼[k½ jktLFkku ds vU; fiNMk oxZ@vfr fiNMk oxZ ds ukWu Øhehys;j Js.kh ds vH;FkhZ gsrq% :i;s 350@& 
¼x½ jktLFkku ds vuqlwfpr tkfr@vuqlwfpr tutkfr ds vH;FkhZ gsrq% :i;s 250@& 

  

vH;FkhZ }kjk Computer Proficiency Test gsrq mijksDrkuqlkj dEI;wVj 'kqYd bZ&fe= 
fd;ksLd ds ek/;e ls vFkok Lo;a dh SSO	 ID ij miyC/k dj lgk;d lh/kh HkrhZ ijh{kk 2018 ds 
Admit	Card	Section ij tkdj vkWuykbu tek djk;k tk ldrk gS ftldh lwpuk i`Fkd ls nh 
tk;sxhA 'kqYd tek ugha djkus dh fLFkfr esa vH;FkhZ viuk bZ&izos'k i= MkmuyksM ugha dj ldsaxsA  

 
1- vH;FkhZ xfr@n{krk ijh{k.k ijh{kk izkjEHk gksus ds fu/kkZfjr le; ls 01 ?k.Vk 30 feuV iwoZ ijh{kk 

LFky ij viuh mifLFkfr nsosaA 
2- mDr ijh{kk gsrq ekWd VsLV dk fyad vyx ls cksMZ dh osclkbV ij miyC/k djk;k tk;sxk] ftldk 

vH;FkhZ vko';d :i ls Vªk;y dj ysosaA 
3- dj lgk;d ijh{kk ds ikVZ‐I esa mÙkh.kZ vH;fFkZ;ksa dks ikVZ‐II Computer Proficiency Test esa 

dEI;wVj vk/kkfjr ijh{kk ds vUrxZr fuEukuqlkj 3 Hkkxksa esa djok;h tk;sxh %& 
 

iz'u 
i= la- 

fo"k; le; vad 

1 fgUnh Vad.k xfr ijh{k.k 15 feuV 30 
2 vaxzth Vad.k xfr ijh{k.k 15 feuV 30 
3 MS Excel efficiency test 15 feuV 40 

dqy vad 100 

 
4- nksuksa Hkk"kkvksa ¼fgUnh ,oa vaxszth½ esa izR;sd vH;FkhZ dks U;wure Vad.k xfr 20 'kCn izfr feuV izkIr 

djuk vfuok;Z gS vU;Fkk og vuqÙkhZ.kZ ekuk tk;sxkA 
5- dj lgk;d ijh{kk ds ikVZ‐II Computer Proficiency Test  ds 3 Hkkxksa ds fy;s dqy 100 

vad fu/kkZfjr gS ftlesa ls ikl gksus ds fy;s izR;sd vH;FkhZ dks U;wure 40 vad ykus gksaxsA  
6- ijh{kk ds laca/k esa lkekU; fu;e] iz’u i= ds Lo:i] ijh{kk dh izfØ;k] ewY;kadu laca/kh ekunaM] 

vH;fFkZ;ksa ds fy;s fn’kk&funsZ’k fuEukuqlkj gksaxs%& 
 

 
 
 



Page | 3  
 

d & xfr ijh{k.k ¼Speed Test½ 
 

 nksuksa Hkk"kkvksa ¼fgUnh ,oa vaxszth½ dk izR;sd Hkkx 30 vadksa dk gksxk ,oa izR;sd Hkkx ds fy;s 15 
feuV dk le; fn;k tk;sxkA  

 vH;fFkZ;ksa dks nksuksa Hkk"kkvksa ¼fgUnh ,oa vaxszth½ dk iz’u i= ifjPNsn ¼Paragraph½ ds :i esa 
iznf’kZr fd;k tkosxkA vaxzsth ,oa fgUnh esa ifjPNsn 750 'kCnksa dk gksxkA 

 vaxzsth rFkk fgUnh esa izR;sd lgh 'kCn ij 0.04 vad fu/kkZfjr gksaxsA 
 nksuksa Hkk"kkvksa ¼fgUnh ,oa vaxszth½ esa izR;sd vH;FkhZ dks U;wure Vad.k xfr 20 'kCn izfr feuV 

izkIr djuk vfuok;Z gS vU;Fkk og vuqÙkhZ.kZ ekuk tk;sxkA     
 vH;fFkZ;ksa }kjk fd;s x;s Vad.k xfr dk;Z ds ewY;kadu gsrq vadksa dh x.kuk izfØ;k esa fuEukafdr 

=qfV;ksa ds vad ugha fn;s tkosxsa %& 
 xyr o.kZ] 'kCn ;k vad fy[kuk  
 o.kksZa] 'kCnksa ;k vadksa dk NwVuk 
 o.kksZa] 'kCnksa] vadksa ;k iafDr dh iqujko`fÙk djuk 
 fojke fpàksa dk ;Fkkor iz;ksx ugha djuk 
 'kCn&varjky esa =qfV djuk  
 vaxszth esa dSfiVy ,oa Leky ysVj dk ;Fkkor iz;ksx ugha djuk 
 fgUnh esa ek=kvksa dk ;Fkkor iz;ksx ugha djuk 
 ek=kvksa esa dh x;h vuko’;d vkorhZ tks fd fn[kusa esa utj ugha vkrh fdUrq dEI;wVj 

xyr crkrk gSA mnkgj.k%& 
1- dsoy = dsoy 
2- dsssssoy = dsssssoy 

blesa dsoy = dsoy dks gh lgh ekuk tk;sxkA   
 o.kksZa dk Vad.k mfpr izdkj ls ugha djukA mnkgj.k%& 

1- i = i 
2- Ik = Ik 

                          blesa i = i dks gh lgh ekuk tk;sxkA  

[k & MS	Excel	efficiency	test 

 n{krk ijh{k.k MS Excel 2007 esa fgUnh ,oa vaxszth esa djk;h tk;sxh ftlesa Vscy ls lacaf/kr 
iz'u fn;s tk;saxsA mnkgj.k%& Sum, Average, Min, Max, Count, Round, Left, If, Header, Footer, 
Font, Border, Spacing, Find, Replace etc. 

 n{krk ijh{k.k dk iz'u i= vH;fFkZ;ksa dks ijh{kk ds le; vyx ls fn;k tk;sxkA  
 fgUnh ,oa vaxszth esa n{krk 40 vadksa dk gksxk ,oa blds fy;s 15 feuV dk le; fn;k tk;sxkA  
 n{krk ijh{kk ds nkSjku dEI;wVj dh dV&dkWih&isLV (Cut-Copy-Paste), jkbZV ekml fDyd 

(Right Mouse Click), Select All, lHkh QaD'ku&dh (Function Keys) ds vykok lHkh Keys dk;Z 
djsaxhA   

 izR;sd lgh dk;Z dk ewY;kadu iz'u i= esa vkoafVr vadksa ds vk/kkj ij fd;k tk;sxkA  
 iz'uksa esa fo'ks"kr% iwNs x;s Vscy QksjesfVax (Table Formatting) ds vfrfjDr vU; dksbZ QksjesfVax 

o ,fMfVax ugha djas vU;Fkk fd;s x;s dk;Z ds fy;s dksbZ vad iznku ugha fd;s tkosaxsA  
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 ijh{kk lekIr gksus ds i'pkr~ izR;sd vH;FkhZ iz'ui= ds uhps of.kZr izek.ki= ij gLrk{kj djds 
oh{kd (Invigilator) dks okfil ykSVk;sxkA  

 iz'u ftuds mÙkj fn;s tkus gS] ls lacaf/kr vko';d lkexzh (Table, Text etc.) dEI;wVj LØhu 
ij igys ls gh (By Default) miyC/k gS] ftl ij gh iz'uksa dks gy djuk gSA  

 

&vU; fn’kk&funsZ’k& 
vaxsth VkbZi ds fy, izpfyr QksaV dk iz;ksx fd;k tk;sxk rFkk fgUnh VkbZfiax ds fy, 
Standard dh&cksMZ ,oa DevLys 010 QksaV dk iz;ksx fd;k tk;sxkA 

 
 
uksV%& ;g dh&cksMZ dsoy n`"Vkar :i gS] bls DevLys 010 QksaV ds vuq:i pSd dj ysosaA 
dh&cksMZ ¼ Keyboard½ dh dqN Keys DevLys 010 QksaV ds vuq:i n`"Vkar ls fHkUu 
(Different) gks ldrh gSA mDr dh&cksMZ ¼ Keyboard½ ,d mnkgj.k gsrq mi;ksx esa fy;k x;k 
gS] vH;FkhZ dks DevLys 010 fgUnh QksaV gh fgUnh ijh{kk gsrq mi;ksx djuk gSA  
 

1- vH;FkhZ dks nksuks Hkk"kkvksa dh Vad.k xfr U;wure 20 'kCn izkIr djuk ,oa rhuksa iz'u i= ¼nksuks 
Hkk"kkvksa dh Vad.k xfr o MS Excel efficiency test½ ijh{kk nsuk rFkk mÙkh.kZ gsrq U;wure vgZrk 
vad 40 izkIr djuk vfuok;Z gS vU;Fkk og vuqÙkh.kZ ekuk tk;sxkA   

2- ijh{kk 'kq: gksus ls igys vH;FkhZ dks fn;s x;s funsZ’kksa dks /;kuiqoZd v/;;u dj ysuk pkfg;s 
rFkk viuh vko’;d lwpukvksa dh izfof"V dEI;wVj ij /;kuiwoZd djsaA 

3- vH;FkhZ ijh{kk gkWy esa viuh txg ij cSBus ds i'pkr~ dEI;wVj ij Login djds vH;kl ijh{k.k 
(Pratice Test) esa vius dh&cksMZ ,oa ekml dk ijh{k.k djds lqfuf’pr dj ysosa fd dh&cksMZ 
,oa ekml Hkh iw.kZ :i ls lgh dk;Z dj jgsa gSa vFkok ugha rFkk ;g Hkh lqfuf'pr dj ysos fd 
dEI;wVj lgh <+ax ls dk;Z dj jgk gS vFkok ughaA ijh{kk 'kq: gksus ds iwoZ mijksDr ds ckjs esa 
vfHktkxj dks lwfpr ugha djus dh n’kk esa lEiw.kZ ftEEksnkjh Lo;a vH;FkhZ dh gksxhA 

4- Vad.k xfr ,oa MS Excel efficiency test gsrq fo’ks"k :i ls cuk;s x;s lkW¶Vos;j dk gh mi;ksx 
fd;k tk;sxkA 

5- vH;FkhZ }kjk ,d ckj VsLV 'kq: djus ds ckn o lh/kk iw.kZ le; gksus ds ckn gh :dsxk] vr% 
vH;FkhZ bl ckr dk /;ku j[ksa fd le; dks u"V fd;s cXkSj fn;s x;s iz’u i= dks iw.kZ :i ls 
lgh VkbZi@izfof"V;k¡ djus dh dksf’k’k djsaA 

6- ijh{kk ds nkSjku fdlh Hkh izdkj ds bysDVªkWfud midj.k] eksckby Qksu bR;kfn dk iz;ksx oftZr 
jgsxkA 

7- vH;FkhZ viuk dksbzZ dh&cksMZ ,oa dksbZ dh&cksMZ LVhxj lkFk ysdj ugha vkosaA ijh+{kk esa fdlh Hkh 
izdkj ds dh&cksMZ LVhxj dh vuqefr ugha gSA 
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8- dEI;wVj ij vkWuykbu ijh{kk ls iwoZ vFkok ijh{kk le; esa ijh{kk lkW¶Vos;j ds vfrfjDr fdlh 
vU; lkW¶Vos;j dks ugha [kksysa vU;Fkk blls gksus okyh leL;k ds vki Lo;a ftEesnkj gksxsaA 

9- ijh{kk ds nkSjku Alt ,oa Control Key dk mi;ksx ugha djsaA  
10- Vad.k xfr ijh{k.k esa ;fn vH;FkhZ us fdlh 'kCn dks xyr Vafdr dj fn;k gS vkSj og mlesa 

lq/kkj djuk pkgrk gS rks Back-Space dk mi;ksx dj mls rc rd lq/kkj ldrk gS] tc rd 
mlus vxyk 'kCn Vkbi djus ds fy, Enter/Space-Bar dk mi;ksx ugha fd;k gSA ,d ckj 
Enter/ Space-Bar dk mi;ksx dj fy;s tkus ij Back-Space dke ugha djsxkA  

11- MS Excel efficiency test esa vko';drkuqlkj Back-Space dk mi;ksx fd;k tk ldrk gSA 
12- ijh{kk esa fdlh 'kkWVZdV&dh dk iz;ksx ugha djsaA 
13- iwjh Vad.k xfr ,oa MS Excel efficiency test ijh{kk esa ekml dk mi;ksx vko’;drk gksus ij 

fd;k tk ldrk gSA 
14- ;fn fdlh dkj.k ls gkMZos;j ;k lkW¶Vos;j esa leL;k vk jgh gS rks vfHktkxj dks rqjUr lwfpr 

djsaA 
 

 
 

Vad.k xfr ,oa MS Excel efficiency test ds laca/k esa vkWuykbu ijh{kk dh izfØ;k fups fn;k x;sLØhu 
'kkWV~l ls le>k tk ldrk gS%& 
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