HERTSE Tod T IR¥e, qor

ATHHIT FIOTH TN TATOTTT qder BAaT 086
GCC-TBC 40 W.P.M.
(Government Certificate in Computer Typing Basic Course)

gdtareiardt adietaeat gduTeRor Arfed, g 9 e Arstern

T@EUT 3IUT - $00 (IS (Objective) yo + WicAfalh (Practical) 3o +
AT 3ART (Speed Passage) Q0
qdieT Fremat - o fAfae

fastmar ¢
GCC TBC %o e yfa ffacw #ircget srsamaswaATay maia
oA TFeT Te&T - T Yo (Framaeh 3 AfR)
g EC THOT 0T I gIUITETSY
AT I[oT (30%)
RS qEJfASS FReA ¢ fAfae Yo Y

THUT Y TEIATS (JiTeotardla) TgUATA 9=l I ciel. Fedsh SIS SRIETSr

IV HEA. R IS W fag@redenr mudgas/Ry ar e

HTYTAEY araar AdTd.

faamer 2
o PIFY YiFchHer THET : 0T 30 (Fremaeh o¢ AfR)
g 4% | THOT 9 RIoArETer fRHATe Ior
() | aror (50% T d)
1. A / Email o¢ o | AT cAleTgl TTATS! Uhiad TIfder
2. Business Letter qegdl e, FgUTSd AT diedar
forar Personal 30 v | uRAHEY  fRAgeT  fagaredten
Letter (Resume) A ¢9 0T fA@E @@ ar
3. dadr / Statement R0 o | faerdf ar fasmmAYy 9rE giga.
THOT 9¢ AfAe | 30
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ST 3

o A IART @ : JOTRe (Fremaeht o BFR)

wRe @ THOT AT | I QOIS AT or
(AfAemed) (50%FcAhT)
Yo LU.fA. I IART oly R0 T TATEY 9 glugrarer
/ 40 w.p.m. Speed $09%, P O] 90 aoT
Passage Aefdcaa ar  fagzredt  ar
TRATHET UTH gl
THOT b fafae R0

Tcdh TATHTST a{ATHTUT hIcael SuaTd ATelell 3118, 0TIl Hhistal adiel
35l arelen Timer f&@el. 9 Ml WA qUT FeAH HETAC HUAM FIAT
faearedien fGoer 3mg. W SR o wear  faRaa FAN d@ gl aw v
automatic submit 8. Yldcha TATHYS SHA, oleY 0T TeHe § T Tash
do3me quT S 3l o fae@dt W Tehal arge 83 kel G HIg el e
3T o1 G&Ed %el Ul Adhie. A s T4 AT RA@RA 967 goea 79
TAd. ¥z @ #ed SR R d7 0w/l fS aowsT g1 geed Fedr @
IRM TAF GoEd Feledl UGS Teh Hislell A3 Tedeh FHIWISN el o1 FHall
FIOGTT A5

SAA, UF, dadl d Il 3ANT HIURHRAT Ehied 9 Sredr de il
facard® $A HIUThRAT Ehiel aX 3oedT dlo[d SHTdl dd 8d Ul 3afad
3g. Letter dT 92 unformatted 38 FFUGIT YI contents TATHEY W
MBF Gacier. Feufiend el Yoar cuaieyd AT 93 d TeT JRwee
fgeredr ARG FIAEd HRITEATTATO OF 30T derdl § IOl Fhietal
35TedT Fe[H ST I e,
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WRATET Alfed! GrellayATo -
o AT ¢ PP IeATHFATER ITNRT A (Objective) T -

go I[UT (Frermadil 9 AMAC).

THUT Y FEIASS (3HTeotaId) TEUATAT TR IHHcilel. Tedeh SRS SIS
R IUT I, X aEISe e faemredien ATSSIS/REr ar e
HTNTHEY aradr Adre.

TEGATS GRATHEY FIET TR SR AT FIAATG eI SFAuard 3imel R
T fARIT BIFITaR AR feel ST

A : IEIASS TRATT WICT 0T X Yo + I IEAfASS YRATT THOT 0T
3WIFA FATER ISl 0T IYUITRIT eI AT STl YUliehd TR
UG A, RSN [AeTreaTer fava Jepragl 0T A rehdrd.

e TATRRAT Ycddh Y@l ¥ fohal 2 UATT HPUIR HRd.  ATdhr
QoY qAGIR [Feleh heeT  Gdlel 3ffeoioreld Ye=Alhs S 317¢. fdegmeara varer
YR HAIUT dled eI ol o &sadl Next Button el Yol WRel @St
Ael. W HAUT dCON YA dedl FAGd fdearedid gogr @sfaar Icfier.  wpor
Y YT AT HA Y YW WIS FAedAc H{AC FeoAral foeleh &ard.
AT deAaR [Foleh hedlelcR 3R deoldl JUR AN Il sl e, W SR
IT gAY AT Foe v AfAcE 3@ TS T W automatic submit

e

AHAT U%T -
1 You can create ......ccccueenennes. TYpe of file by using Word Processors.
A O Document
B C Worksheet
c © Database
D C Presentation

IT YT AT A T AT TR, 1A A TIITaR fFoler h%eT
Next Button gEIaar 37%.

Guidelines - GCC-TBC Exam 40 w.p.m. December 2016 Page 3



yfFchd qead
faameT 2 :

gt ¢ :

$-Ad

¢ 0T (Fremath ¢ fAfae)

Email question #Ed Left Side o Question fgder. af wremdla samar
Jar Type &Il 3. d A9l i file attachments fgeledT 3rAde. T attach

F&eT send AT FeATdR Feldh FA. Send Button Fasdh SR SHA WA HTHC

ECH
¢ | To 2 0T | WA Tk SR e ST Y 0T ASUIR ATEY.
2 | cc and bee ‘I IOT + | cc HIMOT bee IT FeAHTETST 37efl 07 3¢, ST id
o AT | AEA b BSel cArATSTET 3T 0T fABUIR TR
3 | Subject 2 qOT | TR T SR e ST dd [T AR ATE.
¥ | Body ¢ qoT | Wfelerll T gh ATl X T IOT FHAT hell
STSel. &l YohT oA 0T fABUIR =gl
s | Two File Ir OT + | G B 3T hedr ¥ IOT FABUIR ATEN.
Attachments A I
& | Send ? 0T | Send Button el FROT HETH 3§, gyl
90T TAGUTR AT
YT R 1 YA ThoEe

Business Letter OR Personal Letter (Resume) :-

0T 29 (Framadl 30 FHfAR)

q{atAey fagareater Business Letter 3701 Personal Letter (Resume) 3T
SR FHIUTARY Teh UF Asol. Letter o1 & 9 unformatted 318 FEUTT T3
contents WRATHES W& NAALY CHAS. T & FUIAMYAl JUAT: FeATFehel
feoiear gaell caaffud AASE EAredld. Ak 9T 8T F0AMH FHald FHal. T

EhicTaY STedT dTofell G8e. IRt 90T 15 3 & da5 30 fAfAe 3mg. gdemdia

3Tl Slofell 3THeledT Answer Sheet HEI &Tell fdoel Letter TdiaT IRWCehsgT
40 words per minutes T FNETHGHT ool ARGIAR Al Haeld FHed
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TS AT G, TS Xl AT SR HIET TohT el ) faeardi car gead
& Qehol.

IT gAETSr gar/Address 30T gR=ede/Paragraph JTETST AIA9TdAT 9eedl/Styles
RN SATATd. HTeegel AT glegl olekaTadeal Afgclea aTg .

Business Letter 3fOT Personal Letter (Resume) 3T glglaggard! ATfga!
GTelTeTIATOT

* Business Letter / FHTIAT AR Tha @ :

Typing = 7.5 marks Presentation = 7.5 marks

Uit @efrer SATOY :
o TRARTATS b9 AT :

UcAd THATS */z 0T HHAT FOATT J$el. FgUToT Fohiehl HE&AT ST 29 fahar
CATUET 3118 31T o 1.9 YT =g 0T [Acsce.

I AT 3 WA gH/eE TIBV/ATAT A T FOL,  IOT
cIfter, Per Missing/Omitting/Adding Words, Incomplete Typing.

o Business Letter / FTATerfle 99 Ysize=amdy b.y 0T

1. Heading ; 1 mark
2. Reference no. & Date : Y2 mark
3. Address of 2 Recipients
and Mail Merge : 1+1 mark

4. Subject & reference ; Y2 mark
5. Salutation ; Y2 mark
6. Paragraph + Style ; 2 mark
7. Complementary Close Y2 mark
8. Enclosure ; Y2 mark

O FrAefeT g § 9eufFed Gedr f@er @ d unformatted 38w, fagareds a
AFCAR FIATT ol heel ST FGAM 38, 9 F& FOAYEN TIHT:
TRAUTIRd Eeledl FaT cqafeyd A T, #cl UF TSY AU Foald
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a7 fSwoft e seanr 3Nfad 3@ QY gearHEed oo el g
feaer. Enter Key press &% 31& Scoltal.

TYUT 99 YUAd: oFC HISel TRY Fed T, qHAEed 5 5 Email fhar
Website address 3@l fdd & fHear ALY A3+ A Hyperlink &g 2rehd.
fagarediar & aefa Sardl. Email 3101 website T8 SMedTHdT lelal Tecd &hbod
Bottom Border &rdl. To/afd dd¥ UaT €39 &% Y. AT Mail Merge T Fields
insert FTIT 3R, WIcX CIBT I AT HGeTHh AT fSHhoft Enter I Tab
eI 30T HeR Formatting & &1, ARl Gde IREee deadsea’ feeiear
Exam Demo #:tel 3T X o grcafais 9grd.

. HUHAI T AT T AT : HYAS oI1d Bold T Blee TGS W HIMEAT. 3TAT
FUAT AT T UAT AT fohdT HIEISTAT TRITAT T dadT select &%l Center

Alignment apply hrdT.
Telefax, Email, Website : &Ui<dl 1d d YcATEISN THUMAT Telefax,
Email, Website 3@ sc AFE fhar Hiaigcar agra= @edc &&T Bold

FAd. TTdaY eledel Teel hvel Bottom Border awrar.

. A+ HATER T &AE : Bottom Border TIT Wrel SEAT Enter T &ar
Ref.No./SlTae hHATh ST el Ik Thgl TH o WSdr fFAT IR a1 Tab

Key cI9T fetieh q¢ =

3. Recipient List & Mail Merge : To JdX UAT 89 holell ARI. To AR
Mail Merge dT aTR &&T Recipient List &I 3¢, Menu #Hter Mailing Tab
o click &&= Select Recipient & click ®d. I¥ Tk New Address List =T
Dialogue Box f&&d. Uea@ed fdelel ald Recipients @ JY Entry HUIT 1L,
afgel Recipient Enter Tedray New Entry o click %« g@il entry FITdl. <89
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dhelel Recipient o s/@ qouT fd#Hel AT ¥ @ Navigation Key #efieT Left Arrow
press &« &gl qrg AT, Gleel entries M@y OK Button click &1d.  31TdT
To =IT @rell merge fields insert FIGIATY 3ed. IS To TAT W@rell click a1
nfor Ribbon #LY fead 3m@cedr Insert Merge Fields o click &d.
First_Name insert &h&el Tsh enter cIrdl, Address_Linel insert & Tsh enter
¢Jrdar, Address_Line2 insert %ol Teh enter Irdl.

» YAUfehd Address dTSr ST Style feelell 318 ITYHATOT Style apply &rdr.
Styles Segel ATl g‘& feolr 31g.

¥. Rwx 7 we : Subject select H&T I Bold FRME. AYS IHOTAT
matter oT click &% I underline A, JTYATOT Reference select &®eT

I Bold 4. cAMYe IHUTAT matter & click &« I1d underline &I1d.
geaqIchd URTITHATST St Style feelell 318e ITIATOT Style apply &rdl. Styles
Jege Aifedy g feelr 3.

* S YATHEY Paragraph o Block Style feeiell 3&e <&r 9Tl AW a sy
Margin o @eeTd &dmal. SR 9eAEd Paragraph o Indent Style feelelr 3rde

o1 g fasT @ "eet Margin 9rgel Teh ¢F <3l Y& Tl

9. Hf¥EES : AglGA/AGIGA/Dear SirMadam § HITSleTell oR[eTd 31Td.

€.  Paragraphs and Styles : wirdicr #slat e faearedi= 3medr
gAY Ahd WRIITHATST St Style feerell 3e am9ATOT Style apply &M@l Styles
degel Alfge Y& ool 38, AR #AFE fhar Hasear AR« W & g
fAu9EgsT Thanking you/tegare 9dd A 839 Tamher  Allignment
Justified &7 EITET.

b. Complementary Close : Yours faithfully far 3maerm faRany dax

gaar Fguraid Complimentary Close. 9=Taed complimentary close T position
el gifaigel 3mg aeff aard. 3e1. Right Hand Side f&ar Left Hand Side.
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*+ S Complimentary Close Left Hand Side & 8varg Hiffider 3{d dl cITell
3R Formatting &% 1. d dad Left hand Side o &drdr.

+ SR Complementary Close Right Hand Side & 89vaF @fdidel 3o &
3mael fearg/Yours Faithfully, 9 gel/Designation 9dd #3d fohar Hresear
HBIEAT selection &9 T Ruler dT a9 &&al Left Indent =IT TldlamaR Fos
#a T Left Indent 3.5 AT I drag +IMA. AT Selection T Center Alignment
apply Tdr.

¢. ®ad : |i9d / Enclosure ATfSTeTell oE[A left alignment Sardr.

ATAT merge field T preview drgrdr. SITETS Mailings Tab o click &

Preview Result o click &% 9T Preview Result @ click #3Id. 3Tl JH<
gAHEd To =TI Y& Recipients feache. cl=gl Recipients UgUAMETET Preview
Result @ click &% Previous / Next click @&e Sg RMehdl. IR Finish Mail
Merge < click &a.

U TEY AT SR HET gl el 3 X fdeareda car geed ada
T,

» Personal Letter (Resume) / SAfFdeTd YaTd chol @ :

Typing = 7.5 marks Presentation = 7.5 marks

ngIicho-l GTollel JHTOT :

o TRARTATS b.9 0T :

Tcdeh YIS /2 0T Al FI0AT ASel. FEUToTd Yhrdl HEIT SR 29 fehar
CATIET 3118 3T o b9 YT =g 0T [Acsce.

I Arar 3 AT g@/2eG JeTa0l/Adeel G TST N, O
crafder, Per Missing/Omitting/Adding Words, Incomplete Typing.
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« Personal Letter (Resume) / SAFAINT 99 ISHTAAATS b.9 0T :
1. Name & Address of Sender ; 2 mark
2. Address of 2 Recipients

and Mail Merge : 1+1 mark

3. Subject & reference ; 2 mark

4. Salutation : Y2 mark

5. Paragraph : Y2 mark

6. Style : Y2 mark

7. Personal Details : 1 mark

8. Table : 1 mark

9. Complementary Close : Y2 mark

10.Enclosure : Y2 mark
O IfFdad 99 § SReAuehd Holdl @ @ 9 unformatted 3r8d. fagared= d
AFCAR FIATET o HEel ST FEAMI 3Tg. TF F& FOAYE TUH:
TR Aehel [iedT FAT cFaEUT FH[ TN, Hck U Y FUAH F&ald
. ST SHON e gt BT IV AT TAHED e el =

f&ae. Enter Key press &%e 3ila sgolrdr.

TYUT 99 YUAd: oFC WIgSel TRU Feed =, gFAed f3 f3 Email fhar
Website address 3@l fd¥ ar fdear WmAET A3 @ Hyperlink &g 2rehd.
facared= dr aefer Sardr.

To/ufd dAdX Udl e3Y &F 4. T Mail Merge & Fields insert I 3.
ey TIBY dd HAdEATT 31ae9& a1 f&Hoft Enter a Tab gdm@dd 3for aaR
Formatting @& /. IRl 9lie gREee de@geay feeledr Exam Demo
afier afeded T grcafais ugia.

ool AT JATHENS Table o fahell columns @ Rows 3ied & & €41dd d
AYATYT Insert Table LY T3« Table Insert #Xd. @ contents Type &&eT
1.

¢Ie Well Teh Blank 3ila &g Jélel ¥4 matter 89 &&el €T,
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* U HAgeard! AT - Personal Letter HEY FIUTAG Blec AIEer fAgATA

2. AT T YAT  : YT YTSAUII™ ATd Bold &d. 317dl AT IFGIEIRE G
selection @1d 30T Ruler T a9y FTeT S3eeAT dlPATGY Feoad T T Left
Indent 3.5 9T T drag FI14.

2. Recipient List & Mail Merge : To X Udl BT el sTal. To AR
Mail Merge a7 a9 &« Recipient List &I 318, Menu #Eel Mailing Tab
o click & Select Recipient o click #Xd. 3% Th New Address List ar
Dialogue Box f¢de. Ue=HEY feelel g7 Recipients @ AT Entry AT 3.
afgel Recipient Enter TedraX New Entry o click &%« g@il entry rdl. <89
delel Recipient o s/d quT fddHel AT @¥ @ Navigation Key #efier Left Arrow
press ¥« JFEI UIg AHdT. aledl entries FTe@EX OK Button click .

31TaT To =IT Grell merge fields insert HAGATT Hgd. ITATST To TIAT Wlell
click &1d 3T0T Ribbon ALY fead 3rTeledr Insert Merge Fields & click &hra.
First_ Name insert &%« Ush enter cIrdl, Address_Linel insert & Tsh enter

¢J1dl, Address_Line2 insert &« Tsh enter cITdT.
* YeA9Ahd Address &S St Style feelell 318 IT9ATOT Style apply &rdl.
Styles Segel Alfgdr e feell 3Me.

3. fwa 7 wa : Subject select ®&T I Bold FRME. IYS IFFoUTAT
matter @ click &% <IIF underline F1d. ITYHTOTT Reference select &t
caTE Bold A, caMY¢ IHOUMAT matter o click #& I underline 4.

geAIAhd WIITHATST St Style f&erell 3 IT9ATOT Style apply &Imdl. Styles
* S 92ATHEY Paragraph @ Block Style ferell 3@el <am 9adia favT d HeH
Margin o oE[eTa daral. SN YRATHEY Paragraph o Indent Style fgetell 3rder

o1 gaTcdlel fasT @ @eet Margin 9igel Ueh F <3l Y& Tl
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¥. ffaes : AnASIGA/Respected Sir § AfSieTell SR 37HIC.

Y. AN, IHR/Y=gaE/FeE/Thanking you : Tl HSR  FATEA]
faearedia el geaAufFshd Wrammardt St Style fEelell 3« ca9#ATOr Style
apply ST, Styles Seger Aligcl Je feoll 3me.

QaCTAT WEAThacR AZH fohal HINSTAT WERAW IT@Nell HFelel R & gl

fdu9EsT Thanking you/tsgare 9dd fAFe 83«9 Gramwer  Allignment
Justified &I €ITAT.
IFRET THAHEY ARG Adk U Para 30K 3¢ d9d dol Adier Para

VIR 37TE. ATHD Sleerhs Styles apply FRIeIT AT,

€  Styles : YHEY feoledT Styles e argsd €A1 9 AT AT fohon
T apply FTedId. Styles degel Alfgal 9 el 31T

. fFaera aifgdt : Personal Details a1 &89 click &% Bold, Center
g Underline s&. sicR @R 3G Details Type aRd 3ddET o fageT
g (colon : ) 3MEd o UHT Wrell Teh Udiel AT G&TdT €M@Y, 3&l. Name sk
3 Tabs ¢3a1 faweT Reg gI@ 9 Ir@rel SRl fader Reg Ader IrgATr &
carad. faweT Riegrean srean arsfelr el Name 9rgel Qualification Tia<r Text

Bold &% ©I1d. 3¢l.Name, Address.......... Qualification.
Qualification R &l Tre EATA.

¢. eqd : o oAYy ReIfUieh AfRdr TIST helell 38, ool Format HIAreT.
TQUT 9l flelee &uar § «arE Center Allign Td. ITATSN SFer<dl S1edT STolel
&l 3rHelell Four Headed Arrow click &rar #gurel YUl eael feae gisa.
AR Tl Fierd g3 Bolae FHad g 7T Bold a9,
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Q. Complimentary Close : Yours faithfully fohar 3maen %Qqu-l‘\ JdX el

OIS ATd FguTatd Complimentary Close. 9aATHEY complimentary close
position Seff @ifdiaelr 3mg a2l &ardl. 3er. Right Hand Side f&har Left Hand
Side.

*+ S Complimentary Close Left Hand Side o gvam@ Hifdidelr 318e X cATell

3 Formatting &% 4. ol d@1d Left hand Side T &drdr.

* S Complementary Close Right Hand Side & 8vgrg #ifdldel 3™ X
3maer favaRy/Yours Faithfully, 9RET geT/Designation Tdid AISH fehar drsie=ar
HTBEIT selection &d I Ruler =T a9 &&aT Left Indent =aT TldlamaR Fas
#ad T Left Indent 3.5 AT I drag +IMA. AT Selection & Center Alignment
apply Tdr.

0. Hiad : HiSd / Enclosure AIfSTsTell oA left alignment &ardr.

3T merge field AT preview 9IgEl. <ITETS Mailings Tab o click &t

Preview Result o click &&eT q?Tocr Preview Result & click srd. 31Tdl qHAT
TAHEY To =IT J¢ Recipients face. clegl Recipients UgUAMATST Preview
Result o click & Previous / Next click &h&dd g *AehdT. IieTax Finish Mail

Merge o click &4,

U TEY AT SR HET ol Sedl 3 X fdeareda car geed ade
ETeATd.
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99ETér gal/Address 30T 9R=de/Paragraph JTETEr AMATSAT qeed)/Styles

3.F. | Style / Tegdar A U A Jregd Alfed! T Preview
1 Indent Style for To faar 9fd Margin & AR eRY G, AR TH
Address ¢d ¢34 Insert Merge Field =ar Recipient List #efer
First. Name g field inset @@l X Margin Mgt
&l ¢¥ &3 Insert Merge Field TaT Recipient List
#afir Address_Linel @ field insert @l Ader
Margin 9rgel ief ¢ &3+ Insert Merge Field =T
Recipient List #tffef Address_Line1 g field insert
ENIECT
Preivew @TellelyATOr feer
To :
Manager
State Bank of India,
Pune 411001
2 Indent Style for RIETHEIT FEATcllel Teh <o EITE.
Paragraph Preivew @relleTyATOT fe&er :

An Aeroplane is always safe at ground, but it is
not made for that. So always take some meaningful
risks in life to achieve great success in your aim!

3 Block Style Paragraph 81 Margin @ Wd[Td & T,

An Aeroplane is always safe at ground, but it is not
made for that. So always take some meaningful risks
in life to achieve great success in your aim!
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YR 3 : dFdl cHa@d (Statement Typing) :- 0T to (Framaet 20 fAfAR)

Typing = 5 marks Presentation = 5 marks

Tﬁar«rmaﬂarm:

o TRARATS o OT
Tcdedh THATST */z 0T HHAT FUATT J$el. FgUToT Fohiehl HEAT ST o fahar
cATIET 3118 AT R ¢ YT Y= 0T fAescle.

geh e 3 TACIaTHEY eh/2Use TITGUI/AHAAT e ST oy, Tehral
b BT YOI, HqUT er@f¥er, Per Missing/Omitting/Adding Words, Wrong
Number Typing, Incomplete Typing.

o WSIAFHTS 4 0T :

e Heading + Figures in Rs. : 1/2 Mark + 1/2 Mark
e Column Headings and Allignment : 1/2 Mark
e Other Cell Allignment : 1/2 Mark
e Column Width ', Mark
o Borders ; 1/2 Mark
e For Questions on Functions . 2 Marks

Ageard! FAAT @ Thredr Cell HEA Statement Fol dT A= AT
[GETICH

0 Statement Typing Guidelines

TRATHEY ST Cell Ael ALY TCHT FE el 3 Answersheet HIeT T
Cell LY TWHAT TEY #d.  3dl. B3. M AYUT WA BT Fead MG,
A} Formatting &1, IJMhRaT 96T IR dadaseay feelear Exam Demo
FHfier TeeHed wicafars Jgm.
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Serial Numbers déT Auto Fill command araT =it 3mg. Serial No. 1
<89 F1al. Ribbon #FYTEr 3o7diehswdl commands SEUITATST HITATd 3 cledl
Arrow & click &% Fill d¢sTell click &1d. #HIT series o click #1d. Th
Dialogue Box fedol. AT Series in - Column, Type - Linear, Step Value 1,
Stop Value 8 &&T OK button click #d. ¢ o ¢ Serial numbers fill ool
feaciTer.

Figures T89 &¥d 30T Thousand Separater gr@fauararédr keyboard adier
TIeUfAUH FEUT Comma 1 99T @l S8 1,510.00 a7 STeErdr qdieid
Formatting Tools €T MY % 4, I FIAT #Alg Tl
qaT AUS T B Aregww Rt ae )R WS 3F Iwdd @)
keyboard #EleT qwert =TIT X 3NWOMAT HHMET IUT Fed AT HF BT
FEAd. ST HF WA d¥ numaric keypad T I FET sl 3HF <BY
Fad.

SeAHEY aé IR Functions feelel 3Med. AeAtiel Formula Tab @ click
FET TATT FIRFTeIIATO &7 & Cell #EX AT d Function amawad RsTee
cdrdr.  Functions @&« STedm@X column  width GHEB Result view & gIaT g2r
(HiHH#H##) signs 3Tl T O THY SaTdd. A 0T HAT GV TGN,

AT Formatting & .

a. Serial No./37.%.=aT Column I Width I1e fadehr s&e €.

b. Particulars / fdaXorear Column @ Width I3 fadehr e €gmdT.

Leader Dot o Width Iieg fadehr s&eT €gmdr,

d. dgcTqT IR I@EGEr Width SI#ed Statistics 3d, IREN Il
THARET Width 30T 37dede 3E. IS IRl IR FgUTeld
Columns select &I EIAA d TS A AT width 9T faaedr
HEel TGN

e. Ribbon #ther 3s@®sTal commands TUUIATS! HITATd  JToledl
Arrow @ click ®d. 3Tar Main Heading Bold & Underline &Xa.
AR GYUT deFcard AEIARN Age IRM FHR selection &I Heading
Merge & Center command apply @@l @ Wiec d5sl 16 FEl. (Th
Hegcardl FAe - Main Heading afadRed SIOTATE! Wiee fdeameds dae]
. 3 HoAH IOT HeAT Gicliel AT aile EGTa.)

o
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31T Main Heading =T @rellel text 3 felell row select &&e AT text o
- Merge & Center command =IT drop down list #tlel Merge across
command apply s1dl § Tell right allignment SdT.

. 37T WTATAYHTOT formating &d

i. Serial Number @ car@reliel cell select &%l 1T Bold 3707 Merge
& Center aTa.

i. Particulars @ RIS T 30T AT Slgiear @reldl cells select
$&eT T Bold 30T Merge & Center ad.

iii. YICTAT IR THEAAES &l ald I fAgel T column
heading 31g. WIcAT&IHId GRATEITIHTOT AT &l ISP select FeeT
™ Bold 37107 Merge & Center aXId. #gUTSl 3Tl merge el
ald I I @l YAdI ald 39l FgUTAT  sub-columns
fadier. 3 & IR sub-columns select &%l I Bold a0 T
1" Center Allignment hrdl.

. 3T UedT TeHAcd T column headings select & «ara All
Border apply &<rd.

3ar 1 o 8 Serial No. select &dd d =T Center Alignment &%t
eg7dT,

ATAR particulars FHTT 9 ¢ items select & AT indent TeT
Step = dTedrd.

. 3T ARISRIe (&ATdid Leaders dot select &% <= Center
Alignment & €AY,

39edT TeHeedr Column Heading @rell 3rdclel §0T Efefeead select
@19 g Borders #eeT Outside Border o click &d. sk Particulars o ¢
items 31Tf0T Leaders Dots select &%sT Outside Border &Y.

. 37T AdeTH IR HicFad 37 select A 30T More Borders #HEX
S5+ inside vertical border < click .

. 9[der 3IToledT Functions TIT IR Cells AT select &% Atel All Borders
Far,
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0. Main Heading 9T HYUT WeHe fAoac oA T & vertical
allignment Middle dardl. Ribbon &l 3SdlsTaT  commands
JUUITATS! ShII=ITd 3T&TeledT Arrow o click 4.

p. Main Heading Wrgsl HYUT ¥eeHe fdelerc wUd 30T Home Tab Hefrer
Cells group Hlel Format command o7 99X sheed Row Height 25
ENE])

TCHT TLY AT SR PTG YT el e o [dehqIedsl a1 geed et
eqredid.

fasmer 3 @ yo AU.fA. a1t 3ART (40 w.p.m. Speed Passage) :-
IOT 0 (Fremmaddt v AfAC)
U THES! ‘/; TOT FHAT FOATT VS, (FITHIMHAET eh/Ase a0/

3AATd FHelST s TS 0N, Ol crafer, dwedd 3nforfhar f3foe & =r
R %A G&EN dhelell Tcdsh Asq  (Per Missing/Omitting/Adding  Words,

Incomplete Typing, Each corrected word using Backspace and/or delete key)
FGUISTT gehrdl HEAT SR 0 U&Tl 3Hi¥eh 3ol X faeznedi 3rqior gigel.

Tz 4 #ed Regrda 9o gaed % a3d. ¥z 9@e 73 SR g
dHEaa/fEele HISr aIET TH GIEd FoAT A GEET el Tods AT Th
ATell AF YeAF TR 3T o7 Folt FIoATT A

Il 3ART (Speed Passage) & BUATYEl 30 {FarT FIFCSFal TAAT
ThTaR fede. a1 i Asheredr FramEatid Idl 3ART €89 #dr AUIR AR, 30
¥Fg QT FATeAaX Speed Passage o1 b fAfAeHT eew @& e, am b
fafaerred Regrea™@ snver vz F@er ot FwEmr Imw.
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ATS Tor B Biee :

3¢ 3ffeFclay R0¢3 A fATRAFER &S Infor ey ardr gfashs yomelr
TAR Bhiec aTONTal 37 AT 3Ted. ATAR FTEEEN Chollal  Thadhelahlel

379 314 ISM - Unicode - Remington Marathi Harel I7 Hlecal dTaR .
RIS T BEY A1 glegr adeTardT & Font araRuard Jsd.

dUd AT BlecHLY YARIeg, 3¢RTdes, HE AT HIS 39y AR,
IMETS Switch Key @1 amoR 1dT oeTal.  fdearedien q&iear < §
HEUui g3 718 FEULT 3R el TRIEe TeTdedT Sicilel.

wdiglT ISM sede Font Settings fagameair FgaAeaasasd 3Uded Fiva
e SR 3mea. I Faa: ISM dradiaer Foragr dfdTeT Taeq 4.

o FIFPR AN YiFewa gdiem -
< Il 3ART T 99 TN HeHTd FIE FAATUROT FIAT1

1. YRSATATSr 3TaeTeh 3TeledT Page Setup, Line Spacing, Font Face I ster By
Default Geleam 3EUR 31ed.  fdearedfla c1d s & #14. Font Size #FEY Hard
el IRV GAedT FAATRATT deel Al IeAaRTS fHof Font Size
SETCATH 0T HAT glchel I wle €.

2. YA a1 qUT HTodTe] Thd T ATal.

3. Ry aey qUof FRuTRRAT €3 arRrEr, quifat@/Fullstop GATONT  Esgeer
ASETell AR Al dcqdl T &3 7.

3l $IRA Teh SEHT X

4. Letter AR FRAWTEY foiedT GooiwAOl T ARTGIAIR HEedr e FEe
ERICIH

5. Speed HeI Word Wrap Facility /e T HUedrar fullstop HcR Tehg! TIH
o7 OIsdr Enter Key grerdl. Line to Line Type && a3,

6. WEHLY TV ThHFaT Left Side & Question Paper @ Right side T
Answer Sheet 31HUIR 3Te.

7. d99 U9, WA T TS ALY sholed Toelarered @ell el faeareaihge gepet f3fore
813 ehd. fde@medien @ Wd Y a9 o] #7F FEULT HIEGIHALT IYcleY
3r@elell UNDO see=lt gfaem Quick Access Toolbar #EY 3Uelstl &hdal feell 31Me.

8. Tacaredier 9aTd HIUTcATEr Alche HIeTar IR FIAT JUIR ATeT.
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e T :-

3 ReErAeEd - 31y QAcIRAAT SIel chadd 3o AR WEE AcdTH
(7 dreh) U SHUIMST AW AU Mo RIGTT  fasrer
% WISl 2008/R313/(20/R00)HIRI-2, f&.20/20/R008 FTAR HIA foerell 31T
qaT 3 [AeARAT Hold areehle (Fedei) dlerd, e drdedleic’ o Tohielidd
UIH 3R RO Il oTalld O3 coholl@ad GBI faHeT 2 A8 (3T
3drn) b AfFeNgst 0 AfFeT oo 3 AR 3RARTT dz vaw e
AT oMoy RIEor AHET & @ &6lE 008/R3R0%/(8R0/008)TTRI-S,
f. 3¢ BER 200t FAR AT Rerelr 3.

& Tdeld TIUTh Coholel (ST SIS gABTATST FRIST / fgar / Sair Yo 2lsq
gfar fAfe ar fawarardr oreg e

I fAgurdieEd - 399 AR Sho@d  HiNeT  UItd  SHIUITHTS
3T IHUIAT HAFAHET FEUTST g1 fehal SIC ATHET Yo ToFah fehal caTge
3 PRAALTIEUT 3YIcd 3ol TSI d Slegl e Rfhcase (Segr
RAfcgar Toer) d@ yAOd Foor 3@ead 3o Uu.fA. o=l udewm ar
ChorgATTAT WIETAle Il SARAETST 99T 3HGaRT b [AfAetast o @Al
Fgulod 3 e AT daad cva s, e ReToT faeT, e Ao
oh. TUBTI-R024/5.35,YTHEN.R, fetieh 0 ey 026 FTHN HICT feetell 378,

& Tdeld HIUTh Chollel (SR ST GO8TaTer AT / BEY / SaUSh Yo 2leg
i fAfde ar fasarardT oy @

IR d/-

HERTSE T WIET IRYE,
qUI-¥¢ g 0o?
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