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Course Unit Topics No. of Questions
1 Computer Fundamental 10
2 Operating System 5
3 Word processing 10
4 Electronic Spreadsheet 8
5 Database Management System 5
6 Presentation System 3
7 Web Page Designing 3
8 Periodic plan 2
9 English 2
10 Nepali 2

Total: 50
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SN Topics No. of Questions Marks Time(Minutes)
1 | Nepali Unicode Typing* 1 15 10
2 | English Typing 1 5 5
3 | Word processing 1 10
4 | Electronic Spreadsheet 1 10
5 | Database Management System 1 4 30
6 | Presentation System 1 3
7 | Web Page Desigining 3
Total:- 6 50 45

T TGAHeTH TAEEH! Tal 97X [GTAT Gcish Té SR ad R 9% YA ARAG O Terd
IR RUAT Y¥F Tad IO A9 R0 WA AT B MY | 98 IO ARUAT A F9q AT
feew 97 T o Far 9 TRA G |

. e whemene ge T SFHEAREEATS WA Aeadiai QA e |

. WARTCHS THET T Aeqdidt aaeeE U 3 ey | e wlemn st g ahedee
A A AT TQETRT WHTE WIS AIATERE HER TOETh YRR g |

. ITETHH AN TAfd- R0u6l0R12R




eI Aleh el ATIART, SRTHAT Ye9T
it ot fafEy o | ot deebr HEUeT qIET uEh

FAARIATCHS TIETTRT TETHH

1. Computer Fundamentals
1.1. Computer: - Definition, Generation, Classification, Types & Applications.
1.2. Overview of a computer system:-
1.2.1. Data and data processing
1.2.2. Hardware
1.2.2.1.  Definition of Hardware
1.2.2.2.  Input Unit: - Keyboard, Mouse, Scanner, BCR, OCR, MICR, QR code reader
1.2.2.3.  CPU:- Arithmetic Logic Unit (ALU), Control Unit (CU), Memory Unit (MU)
1.2.2.4.  Output Unit: - Monitor, Printer, etc.
1.2.25. Storage devices:- Primary & Auxiliary Memory (Floppy Disk, Hard Disk,
Compact Disk, DVD, Flash disk etc.), cloud storage
1.2.26.  Others: - Network card, Modem, Sound card, etc.
1.2.3. Software
1.2.3.1.  Definition & Types of Software
1.2.3.2.  Genuine and pirated software
1.2.4. Liveware
1.2.5. Firmware and Cache Memory

1.3. Setting & Protection of Computer Room and Computer
1.4. Concept of Computer related threats (virus, worms, Trojan, phishing etc) remedies and
protection
1.5. Concept of Multimedia
1.6. File Management basic:
1.6.1. Physical Structure of the Disk
1.6.2. Concept of File and folder
1.6.3. Wildcards and Pathname
1.6.4. Type of files and file extensions
1.7. Computer Networking
1.7.1. Introduction to Networking
1.7.2. Types of Network (LAN, MAN, WAN, wireless)
1.7.3. Concept of E-mail / Internet / Extranet / Intranet, World Wide Web (WWW)
1.7.4. Familiarity with internet browsers (e.g. Internet explorer, Firefox, Opera, Safari,
Google Chrome etc.)
1.7.5. Introduction to IP address, subnet mask and default gateway
1.7.6. Introduction to Network Media, Topology and Protocol
1.7.7. Setting Up Microsoft Network
1.7.8. Fiber optic Network
1.8. IT policy of Nepal
1.9. Electronic Transaction Act 2008
2. Operating System
2.1. Introduction to Operating System
2.2. Types of Operating System (MSDOS, linux, ios, windows)
2.3. Functions of Operating Systems
2.4. Command line operation (e.g. copy command, move command, command to view and set
different file attributes etc.)
2.5. Windows
2.5.1. Introduction to GUI
2.5.2. Introduction of Windows Operating System
2.5.2.1.  Basic Windows Elements - Desktop, Taskbar, My Computer, Recycle Bin, etc.
2.5.2.2.  Starting and shutting down Windows
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2.5.2.3.  File Management with Windows Explorer
2.5.2.4.  Windows fundamental applications: (e.g. Control Panel, Recycle bin, Paint etc.)

2.5.2.5.  Finding files of folders and saving the result
2.5.2.6.  Starting a program by command line operation
2.5.2.7.  Changing window settings
2.5.2.7.1. Adding/Removing software/hardware
2.5.2.7.2. Clearing the contents of document menu
2.5.2.7.3. Customizing the taskbar
2.5.2.7.4. Control panel items
2.5.2.8.  Creating shortcut (icons) on desktop
2.5.29.  System tools:- disk scanning, disk defragmenter, backup, restore, format
3. Word Processing
3.1. Concept of Word Processing
3.2. Types of Word Processing
3.3. Introduction to Word Processor
3.3.1. Creating, Saving and Opening the documents
3.3.2. Elements of Word Processing Environment (Menu, Toolbars, Status bar, Rulers,
Scrollbars, etc.)
3.3.3. Copying, Moving, Deleting and Formatting Text (Font, Size, Color,
Alignment, line & paragraph spacing)
3.3.4. Finding and Replacing Text
3.3.5. Familiar with Devanagari Fonts and Nepali Unicode fonts
3.3.6. Creating lists with Bullets and Numbering
3.3.7. Creating and Manipulating Tables
3.3.8. Borders and Shading
3.3.9. Use of Indentation and Tab Setting
3.3.10. Creating Newspaper Style Documents Using Column
3.3.11. Inserting Header, Footer, Footnotes, Endnotes, Page Numbers, File, Page break,
Section break, Graphics, Pictures, Charts, Word Art, Symbols & Organization Chart
3.3.12. Opening & Saving different types of document
3.3.13. Changing Default settings
3.3.14. Mail Merge, Math's equations, linkage of other documents
3.3.15. AutoCorrect, Spelling and Grammar Checking, and Thesaurus
3.3.16. Customizing menu & toolbars
3.3.17. Security Technique of Documents
3.3.18. Master Document, Cross Reference, Index, Table of Content
3.3.19. Setting Page Layout, Previewing and Printing Documents
4. Electronic Spreadsheet (Worksheet)
4.1. Concept of Electronic Spreadsheet
4.2. Types of Electronic Spreadsheet
4.3. Organization of Electronic Spreadsheet application (Cells, Rows, Columns, Worksheet,
Workbook and Workspace)
4.4. Introduction to spreadsheet application
4.4.1. Creating, Opening and Saving Work Book
4.4.2. Elements of Electronic Spreadsheet Environment (Menu, Toolbars, Status bar, Rulers,
Scrollbars, etc.)
4.4.3. Editing, Copying, Moving, Deleting Cell Contents
4.4.4. Familiar with Devanagari Fonts and Nepali Unicode fonts
4.4.5. Formatting Cells (Font, Border, Pattern, Alignment, Number and Protection)

4.4.6. Formatting Rows, Column and Sheets
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4.4.7. Using Formula - Relative Cell and Absolute Cell Reference

4.4.8. Using basic Functions
4.4.9. Generating Series

4.4.10. Changing default options
4.4.11. Sorting and Filtering Data
4.4.12. Summarizing Data with Sub Totals
4.4.13. Creating Chart
4.4.14. Inserting Header and Footer
4.4.15. Spell Checking
4.4.16. Customizing Menu & Toolbars
4.4.17. Importing from and Exporting into other Formats
4.4.18. Pivot Table, Goal seek, Scenario & Audit
4.4.19. Page Setting, Previewing and Printing
Database System
5.1. Introduction to Data, Database and DBMS
5.2. Basic Concept of Tables, Fields, Records, Relationships and Indexing
5.3. Introduction to database application
5.3.1. Data Types
5.3.2. Creating, Modifying & Deleting Tables and Formatting & Validating Field Data
5.3.3. Creating, Modifying, Deleting & Using Simple Queries
5.3.4. Creating, Modifying & Deleting Forms/Reports/Macros
Presentation System
6.1. Introduction to presentation application
6.1.1. Creating, Opening & Saving Slides
6.1.2. Formatting Slides
6.1.3. Slide Show
6.1.4. Animation
6.1.5. Inserting Built-in picture, Picture, Table, Chart, Graphs, and Organization Chart etc.
. Web Page Designing
7.1. Introduction to Web Page and CMS (Content Management)
7.2. Introduction to HTML
7.2.1. HTML document

7.2.2. Tags

7.2.3. Skeleton & Flesh
7.2.3.1. Text
7.2.3.2. Hyperlinks
7.2.3.3. Images
7.2.3.4. Lists & Forms
7.2.3.5. Tables

7.2.3.6. Frames
Periodic plan of Bagamati Province(Related to Information and communication)

IS Knowledge on writing correct English sentence, letter, and report according to English
grammar based on the following syntactic functions:
a. Part of Speech:

i. Noun

ii. Pronoun
iii. Adjective
iv. Determiner
v. Verb
vi. Adverb
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vii. Preposition
viii. Conjunction and
ix. Interjection
b. Infinitive and gerund, reported speech and tense

10. ATEAT: OISR AT EA0T AEGABT AN ATETH T SAH A€ FT g T s | TqH]
AT T o e whfead T

a. AUEAT, YFEFd, W, A, FRame, e, #r, 9, gee, AEiond e,
BRF T foileh, o=, T, forg, Ieal @9 13T 9reg, YAEEEl 9ee, qoaw Wes, aEd
¥ER, ANAH Y67, ST aANR [ 9eae®, T AR A qeae®, JAE I
T wesee, i W MR weseE, ge9 9, 9, U, § qhas] SAEONT U8
STETATAT Hiegd faree it Jurel e A

---The end---
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g qemeRr Typing Skill Test #r afir fdames:-

9. English Typing Skill Test &I &TNT Y TEETH T3l Text 42748 T @ AR A®

gaT ;-

5 w1 %9 978 9% ufq fa=e (Correct Words/Minute) amaa - 0 H&
S AT IR 961 ¥ 9§ 91 ®H g e gfq faae (Correct Words/Minute) amaa -9 uF
9% a1 AHRET Gl T ¥ Wl HH g ek viq e (Correct Words/Minutejaraa - R A®
% 91 GINRET Gl ¥ 3R ARl FH g wie gia e (Correct Words/Minute)araa - 3 %%
33 AT GIVRT FET ¥ Yo W % g e’ yia faee (Correct Words/Minute)araa - ¥ ¥F
¥o 91 drvwaT der 918 o= uta fAee (Correct Words/Minute) araa - Y ¥E

2. TEEIT Typing Skill Test &1 @TRT ¥00 Teqe%ehT TSl Text (4378 T T6Td AR Heh

JaT ;-

FFF 99 9T FH 97 == gt faae (Correct Words/Minute) araa - 0 F
99 a7 "rHRET T ¥ 93 Wl FA g ek giq e (Correct Words/Minute) ataa - 3 9%
93 a1 "9 96T ¥ 94 9T & 918 o= gid fAee (Correct Words/Minute) amaa - % ¥®
¥ a7 HIF=T 96T ? QO 9T % g == gia e (Correct Words/Minut) araa - 4 ¥F
9@ 9T F9=T el ¥ 9% 9T FH qg e giq tAqe (Correct Words/Minute) amaa - % ¥E
92 AT |91 @6l ¥ }q Wl %9 978 e wiq e (Correct Words/Minute) araa -9 IF
Y AT EIHRT 967 ¥ 3 9T FH g 9 giq fae (Correct Words/Minute) araa -5 ¥®
3 a7 HI9=T 9¢r ¥ Y AT FH g = giq tee (Correct Words/Minute) ataa - R @
Y AT FI9=ET el ¥ 9 AT #H 9 9es viq fae (Correct Words/Minute) ada - qo &
9 3T A=l del T IR 9wl &6 g ek uiq free (Correct Words/Minute) ataq - 99 %
%, AT EIWRT 967 ¥ 3 a1 H g eR gia faee (Correct Words/Minute) araa - R #P
39 a1 |r9=T F@ ¥ 33 9T A 9g ek iq fAee (Correct Words/Minute) amaa - 93 ¥F
33 a1 IR T T 34 AT 9 ek wia fAee (Correct Words/Minute) amaa - 9% P
3 a1 grA=er Jl g 9= viq e (Correct Words/Minute) arma - Y oF

3. Formula for calculation of correct word/minute:-

Correct words/minute = (Total words typed - wrong words)/10 (for Nepali Unicode typing)

Correct words/minute = (Total words typed - wrong words)/5 (for English typing)

Note:- a@rsir a1 Za=mrer Typing Skill Test @1 @RT a<ramaT feguar Text g ATaR A1 218
THT Text T T8 =i TvHs | ae=na /T Iettga Criteria aHIfH 2w fogqe
| feguerr =Rt a1 Faamrr Text #T Joitad 1= THITTH Giendigsd hAr Text @
Punctuation 2Ts9 T ITSUAT AHeh! THT AT TR S |




