
 
d{kk ckjgoha Theory 

fo”k; O.S.S. English 
f}rh; leSLVj&1 vDrwcj ls 31 ekpZ rd 

ekl iqLrd 
dk uke 
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vDrwcj  
 
 
 
 

Short-Note on- Telephone 
Directory, Post office guide 
book 
use of circle Sand Z in Short 
hand 
M.S. ward start and create any 
document, save in file 
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Short-Note on-Railway time-
table, C.C.T.V, 
use of stroke sand Z in Short-
hand. 
Option of file and Edit Menu of 
M.S. ward. 
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Practice of circle and stroke 
sand Z , 
Use of  Insert menu in M.S. 
ward 
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‘khrdkyhu vodk’k 22 fnlEcj ls 31 fnlEcj 

tuojh 
Unit 

Test-II 
15-23 

  

 
 
 
 
 
 

Meaning and function of 
Secretary/P.A./Stenographer 
large, circle SS,SZ,SW,   
used in short-hand. 
use of format  menu in M.S. 
ward. 
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 Quality & Qualification of a 
Secretary/P.A./Stenographer 
Stand STR Loop use in short-
hand 
Insert table, check spelling and 
use of macros in mail merge.  
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d{kk ckjgoha   Practical 
fo”k; O.S.S. English  

f}rh; leSLVj&1 vDrwcj ls 31 ekpZ rd 

ekl iqLrd 
dk uke 

fo”k; oLrq f’k{k.k ds 
ihfj;M 

nksgjkbZ 
ds 

ihfj;M 

iz;ksxkRed 
dk;Z  

vDrwcj  
 
 
 
 

Make a Telephone Directory. 
Practice of circle sand Z  
Create a document and use file 
menu commands  

   
 
8 

uoEcj 
Unit 

Test-I 
17-25 

 
 

 
 
 
 
 

Make a Railway Time-Table 
Practice of Circle and Stroke 
Sand Z 
use Edit Menu Commands on 
the Created document  
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Visit a place Where any 
C.C.T.V. is installed  
Practical of Circle and Stroke 
sand Z  
use insert Menu Commands on 
the document 
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‘khrdkyhu vodk’k 22 fnlEcj ls 31 fnlEcj 

tuojh 
Unit 

Test-II 
15-23 

  

 
 
 
 
 
 

Practice of Large circle SW,SS, 
SZ used in Eng. Short hand. 
use Format menu commands on 
the document  
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 Practice of Secretanal Duties. 

 
Practice of Loop ST & STR in 
shorthand. 
use the table insertion, check 
spelling and mail merge.   
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