AT FreXHIEH ATATAT [aehTe |TATT
fafqg daT, d8 Y, FFYIR AWK (TATF FETIAF) TGh! FITANTATCHE ISR TETFHH

T& T qrerar
TETHHD TRET  — T IIESIFHAB] ATARHAT [AFATTEAR =R TeT e
JIH =R~ fafga adver qUTF i~ 400
e == - () WERTHE quITs i~ Y0
(@) Fr=arar qUs :— R0
q. IIH =R : — fataq adeT qUig :— q00
T | faww qUiTE | IS T JTerr IRAEET X A3 T
FETT AgAHITF T 40 TT7 x 9 7T
T PRt qoo | %o (MCQs) | Ry
[EERRIS] 90 99 x ¥ &3

R. feia =/wr : — wARTeHe e T s=qardar

fowrr Uy | Sy T JTTerr IRAEET X HF T
(%) YARTICH® qo0em | YO WY JATCHE ¥y fave
(@) F=aarar Q0 - Hifg®

q. fafad Tlemesr Arerw aror 9Tl a7 S FEr 99l T S 39 g |
3. fafEd T IqEeTd MR 9edqee Qi |

. . No. of Questions
Course Unit Topics Objective | Subjective
1 Computer Fundamentals 10 2
2 Operating System 5 1
3 Word Processing 10 1
4 Electronic Spreadsheet 10 1
5 Database System 3 1
6 Presentation System 2 1
7 Webpage Design 2 1
8 IT in Nepal 3 1
9 General Awareness 5 1
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Topics No. of Questions | Marks Time (Minutes)

S.
N.

1 | Devnagari Typing 1 10 5

2 | English Typing 1 10 5

3 | Word Processing 1 10

4 | Electronic Spreadsheet 1 10

5 | Database System 1 4 35

6 | Presentation System 1 3

7 | Web Page Designing 1 3
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Computer Fundamentals
1.1  Computer: Definition, History, Generation, Characteristics, Types and 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, etc.
1.2.2.3 CPU: Arithmetic Logic Unit, Control Unit, Memory Unit
1.2.2.4 Output Unit: Monitor, Printer, etc.
1.2.2.5 Storage Devices: Primary and Auxiliary Memory like Floppy Disk,
Hard Disk, Compact Disk, DVD, Flash disk
1.2.2.6 Others: Network card, Modem, Sound card, etc.
1.2.3  Software
1.2.3.1 Definition and Types of Software
1.2.3.2 Programming Language
1.2.4 Liveware
1.2.5 Firmware and Cache Memory
1.3 Setting and 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 Computer Networking
1.6.1 Introduction to Networking
1.6.2 Types of Network - LAN, MAN, WAN
1.6.3 Concept of E-mail / Internet / Extranet / Intranet, World Wide Web
1.7 Introduction to ASCII and Unicode standards

Operating System
2.1 Introduction to Operating System
2.2 Types of Operating System
2.3 Functions of Operating Systems
2.4 Disk Operating System (DOS)
2.4.1 Introduction to DOS
2.4.2 Physical Structure of the disk
2.4.3 Types of DOS commands
2.4.4 Concept of File and Directory
2.4.5 System files of Ms-DOS and their functions
2.4.6 Creating and Using AUTOEXEC.BAT and CONFIG.SYS files
2.5 Windows
2.5.1 Introduction to Windows Operating System
2.5.1.1 Basic Windows Elements - Desktop, Taskbar, My Computer,
Recycle Bin,
2.5.1.2 Booting up and shutting down Windows
2.5.1.3 File Management with Windows Explorer
2.5.1.4 Windows applications - Control Panel, Character Map, Paint, etc.
2.5.1.5 Finding files of folders and saving the result
2.5.1.6 Starting a program by command line operation
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2.5.1.7 Changing Window settings
2.5.1.7.1 Adding/Removing programs to/from Start Menu
2.5.1.7.2 Clearing the contents of document menu
2.5.1.7.3 Customizing the taskbar
2.5.1.7.4 Control panel items : Date and Time, Keyboard, Mouse,

Multimedia, Fonts, Display, Printer, Modem

2.5.1.8 Creating shortcut (icons) on desktop

2.5.1.9 System tools: disk scanning, disk defragmenter, backup, restore,
format

3. Word Processing

3.1
3.2
3.3

4.1
4.2
4.3

4.4

Concept of Word Processing

Types of Word Processing

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 and Paragraph spacing)

3.3.4 Finding and Replacing Text

3.3.5 Familiar with Devnagari 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 and
Organization Chart

3.3.12 Opening and Saving different types of document

3.3.13 Changing Default settings

3.3.14 Mail Merge

3.3.15 AutoCorrect, Spelling and Grammar Checking, and Thesaurus

3.3.16 Customizing Menu and toolbars

3.3.17 Security Technique of Documents

3.3.18 Master Document, Cross Reference, Index, Table of Content, Bibligraphy

3.3.19 Setting Page, Layout, Previewing and Printing Documents

Electronic Spreadsheet

Concept of Electronic Spreadsheet

Types of Electronic Spreadsheet

Organization of Electronic Spreadsheet applications (Cells, Rows, Columns,

Worksheet, Workbook and Workspace)

Introduction to Spreadsheet application

4.4.1 Creating, Opening and Saving Work Book

4.4.2 FElements of Electronic Spreadsheet Environment (Menu, Toolbars, Status
bar, Rulers, Scrollbars, etc.)

4.4.3 Editing, Copying, Moving, Deleting Cell Contents

4.4.4 Formatting Cells (Font, Border, Pattern, Alignment, Number & Protection)

4.4.5 Formatting Rows, Column and Sheets
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4.4.6 Using Formula - Relative Cell and Absolute Cell Reference
4.4.7 Using basic Functions

4.4.8 Generating Series

4.49 Changing default options

4.4.10 Sorting and Filtering Data

4.4.11 Summarizing Data with Sub Totals

4.4.12 Creating Chart

4.4.13 Inserting Header and Footer

4.4.14 Spell Checking

4.4.15 Customizing Menu and Toolbars

4.4.16 Importing from and Exporting into other Formats
4.4.17 Page Setting, Previewing and Printing

4.4.18 Goal seek, Pivot table, Scenario

Database Management System

5.1 Database System

5.2 Introduction to Data and Database

5.3 Basic Concept of Tables, Fields and Records

5.4 Table Relationship

5.5 Introduction to Ms-Access

5.6 Creating, Modifying and Deleting Tables and Formatting and Validating Fields Data
5.7 Creating, Modifying, Deleting and Using Simple Queries

Presentation System

6.1 Creating, Opening and Saving Slides

6.2 Formatting Slides

6.3 Slide Show, Slide layout, Slide transition, Animation

6.4 Inserting Clip Art, Picture, Table, Chart Graphs, Organization Chart, etc.

Web page Designing
7.1 Introduction to Web page, WWW
7.2 Introduction to HTML

IT in Nepal and Related Legislation

8.1 History of IT in Nepal

8.2  Current IT Policy of Nepal

8.3  Copyright Act, 2059

8.4 Electronic Transaction Act, 2063

8.5 Uses of Computers and Software Development

General Awareness (JTHT )
9.1 WUTeleh! Aieres, UfqaTiae, WA, TS~ T ATH ATLAT A SATAH

9.2 ity ¥ y=RIMTT Aecasl THATAIIE TAT AT FAAAAH MATATIes

9.3 FUTH FraxHISH ATATATT [qehre AT FF=dl AT

9.4 HUTA graxHIed ATATATT faehra Qtafer wH=RT 4T (o7d) faamadr, 04
9.5 WIAATHIAG! FAgfataed garl Ud, 053




