A& T = g B
iR Y, HFL GedH (S qE) TEH

Gl Fiaidcas TQemsh! TMEsahH
METHH ASATATS (FATTARDT T5 AXH Ao TRUHT 3 -
TIH T Tolgd aQEn Tlig:-R00
IR I R PRI 3 ol D S e e o qUiTE:-50
& A (Examination Scheme)
9. WIW I Tl & (Written Examination) EPTT?:-‘{ 00
LEl o s | SIS T JoTTedt T eI XAF T
qEQIT
JIH 900 | Yo N Yo T x R A% | ¥y Fe
FFAER TEABITE T (MCQ)
JE=dT R Ul
o 300 | YO AT T (Subjective) | 90 T x 90 T
30 fime
R. e =)oT: WA T =qatal (Practical & Interview) — qUIg:-GO
oo Ty | Sy TOET Jer T
FANTCHSE TUET ( Practical w0 2y mﬁmm vy fie
Test) (Practical)
Feqarar (Interview) 30 - At (Oral)

X X WP

FEe:

ferfer TQarRT HeE AT STl o S g weEr Al ¥ S g9 g Wy |
gaw ¥ fdw e erEE el g |
oW 3 i v ffed 1@ gags g |

. e wlam aifes Tde X SR aeEed vatad 97/ G5 a9ER gy |

ERWIR q@mﬂ?qoh (Multiple Choice) T=e%aH! Tdd Ia¥ fGUAT Y& Tad Ia add 0 Uaerd A5
T MG | T IO AT G A9 a7 g G T A7 bl A ARA G |

TE TEAHIeT G TAEATH qhardfer 3¢ <reat ST gell @& (Capital letter) A,B,C,D ¥ 9@a-g
| G FEE (Small letter) a,b,c,d SEHT a1 977 F T3d THT WY T JORARAHT G g |

9, TEABICTE THEE G TIEAA F UHRHT FAehe (Calculator) WIRT T qrgw G |
o. TN WHERE! TR USAT Wl WA AT UIS YHHT §F AT g8 WAl SEl |NT (Two or more parts of a

single question) aT TIET W A=Rid g5 a1 g8 el [eTqUie® (short notes) ATe AT g |
frerTe w1 g wo,/ BT g wuedt i geigs SaiRaset gige | el weds @ueh
THHT S Ale] WUSH! JAIRAHE o T |

Q0. 79 UETHH AT FAeaiiaht T/ e FHaedar 97 g% U] HUar TeTHaar G B,

A, Fow R qur Aifdee wQarer [l awer 3 AR ol (Feles Ut a1 e 9E §eTsusT
0 gY T WM W) BAR WHTAS TH TEHAAT Wbl ] Tag |

99. TIW THT THEAEE GAlE HUHT IFHEARATE W A SR T aiad e |
9. WeTHH Wga i j050/9r/30

Page 1 of 7




FaT T FHt e By
iR o, HTYR GEESH (A ) T
Gl Fiaidcas TQemsh! TMEsahH
Jad T fadlT o - HFgex gFedr

e (&) — (o % 3F)

1. Computer Fundamentals

11
1.2

13
1.4

1.5
1.6
1.7

1.8

Computer :- Definition, History, Generation, Characteristics, Types & Applications
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 (ALU), Control Unit (CU), Memory
Unit
1.2.2.4 Output Unit: - Monitor, Printer, etc.
1.2.25 Storage devices :- Primary & Auxiliary Memory (Floppy Disk, Hard
Disk, Compact Disk, DVD, Super Disks, Zip Disks, Cartridge tape,
Flash Disks, etc.)
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 Programming Language
124 Live ware
1.25 Firmware and Cache Memory
Setting & Protection of Computer Room and Computer
Concept of Computer related threats (Viruses, worms, Trojan, phishing etc.),their
Remedies and protection
Concept of Multimedia
Introduction to ASCII and Unicode
Number System: Number Systems (Binary, Octal, Decimal, hexadecimal) and their
conversation
Computer Networking
1.8.1 Introduction to Networking
1.8.2 Types of Network like LAN, MAN, WAN
1.8.3 Concept about E-mail / Internet / Extranet / Intranet
1.8.4 Familiarity with internet browsers (IE, Firefox, Opera, Safari, Google
Chrome etc.)
1.8.5 Introduction to Network Media, Topology and Protocol
1.8.6 Introduction to IP address, Subnet mask and default gateway
1.8.7 Setting Up Microsoft Network
1.8.8 Dial-Up Networking

2. Operating System

2.1
2.2
2.3
2.4

2.5

Introduction to Operating System

Types of Operating System.

Functions of Operating Systems

File Management Basic

2.4.1 Physical Structure of the disk
2.4.2 Concept of File and Folder

2.4.3 Types of files and file extensions
2.4.4 Wildcards and Pathname

Disk Operating System (DOS)

Page 2 of 7



2.5.1
2.5.2
2.5.3
254
2.5.5
2.5.6
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Introduction to DOS

Different Versions of DOS

Types of DOS commands

Use of common DOS commands

System files of MS-DOS and their functions

Creating and Using AUTOEXEC.BAT and CONFIG.SYS file

2.6 Introduction to GUI
2.7 Introduction of Windows Operating System

2.7.1
2.7.2
2.7.3
274

2.7.5
2.7.6
2.17.7

Basic Windows Elements - Desktop, Taskbar, My Computer, Recycle Bin

Starting and shutting down Windows

File Management with Windows Explorer

Windows applications: Notepad, WordPad, MS Paint, MS-DOS Prompt,

Calculator, Character Map, Control Panel, etc.

Finding files of folders and saving the result

Starting a program by using the Run command

Changing window settings

2.7.7.1 Adding/Removing Programs

2.7.7.2  Clearing the contents of document menu

2.7.7.3 Customizing the taskbar

2.7.7.4 Control panel items

2.7.7.5 Creating shortcut (icons) on desktop

2.7.7.6 System tools; Scandisk, Disk Defragmenter, Disk Management,
Backup, Restore, Format

3. Word Processing
3.1 Concept of Word Processing
3.2 Use of Word Processing
3.3 Types of Word Processor
3.4 Using MS Word

34.1
34.2
3.4.3

3.4.4

3.4.5
3.4.6
3.4.7
3.4.8
3.4.9
3.4.10
3.4.11
3.4.12
3.4.13

3.4.14
3.4.15
3.4.16
3.4.17
3.4.18

Introduction to MS Word

Creating, Saving and Opening the documents

Elements of MS-Word Environment (Menu, Toolbars, Status bar, Rulers,
Scrollbars, etc.)

Copying, Moving, Deleting and Formatting Text (Font, Size, Color,
Alignment, Line & paragraph spacing)

Finding and Replacing Text

Familiarity with Devanagari Fonts

Creating lists with Bullets and Numbering

Creating and Manipulating Tables

Boarders and Shading

Use of Indentation and Tab Setting

Creating Newspaper Style Documents using Column

Inserting Header, Footer, Footnotes, Endnotes and Page Numbers,

File, Page break, Section break, Graphics, Pictures, Charts, Word Art,
Symbols & Organization Chart

Opening & Saving different types of documents

Changing Default setting of the MS-Word

Mail Merge

AutoCorrect, Spelling and Grammar Checking, and Thesaurus

Customizing Menu and Toolbars
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3.4.19 Security Technigues of Documents

3.4.20 Concept of OLE (Object Linking & Embedding)

3.4.21 Master Document, Cross Reference, Index, Table of Content
3.4.22 Setting Page Layout, Previewing and Printing Documents

e (@) — (40 % IF)

4. Electronic Spreadsheet
4.1 Concept of Electronic Spreadsheet
4.2 Use of Electronic Spreadsheet
4.3 Types of Electronic Spreadsheet Applications
4.4 Using MS Excel
441  Introduction to MS-Excel
4.4.2  Organization of Excel (Cells, Rows, Columns, Worksheet,
Workbook and Workspace)
4.4.3  Creating, Opening and Saving Workbook
4.4.4 Elements of MS-Excel (Menu, Toolbars, Status bar, Rulers, Scrollbars,
etc.)
445  Editing, Copying, Moving, Deleting Cell Contents
4.4.6 Familiarity with Devanagari Fonts
4.4.7  Formatting Cells (Font, Border, Pattern, Alignment, Number and
Protection)
448  Formatting Row, Column and Sheets
4.4.9 Using Formula-Relative Cell and Absolute Cell Reference
4.4.10 Using basic Functions
4.4.11 Generating Series
4.4.12 Changing default option of the MS-Excel
4.4.13  Sorting and Filtering Data
4.4.14  Summarizing Data with Sub Totals
4.4.15 Creating Chart
4416 Inserting Header and Footer
4.4.17  Spell Checking
4.4.18 Customizing Menu & Toolbars
4.4.19 Importing from and Exporting into other Formats
4420 Pivot Table, Goal Seek, Scenario & Audit
4421 Page Setting, Previewing and Printing

5. Database System

5.1 Introduction to Data, Database and DBMS

5.2 Basic Concept of Tables, Fields, Records, Relationships and Indexing

5.3 Using MS-Access
5.3.1 Introduction to MS-Access
5.3.2 Data Types
5.3.3 Creating, Modifying & Deleting Tables and Formatting & validating Field Data
5.3.4 Creating, Modifying, Deleting & Using Simple Queries
5.3.5 Creating, Modifying & Deleting Forms/Reports/Macros

6. Presentation System
6.1 Introduction to MS-PowerPoint
6.2 Creating, Opening & Saving Slides
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6.3 Formatting Slides

6.4 Slide show and Slide Transition

6.5 Animation

6.6 Inserting Clip Art, Picture, Table, Chart, Graphs, Organization Chart

. IT in Nepal, Policy and Laws

7.1 History of IT in Nepal

7.2 Nepali Unicode, Nepali Fonts

7.3 ICT Policy, 2072 B.S.

7.4 Electronic Transaction Act, 2063 B.S.

7.5 & q9r Fol AT BT UA, 3003
7.6 T&ET T FHS LA BT HHA T, I Yl [@gHmEed, 00y

7.7 UM WEeR L& i, 2050
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1. Computer Fundamentals 1XxRX=XY ¥xq0=x0
2. Operating System IxX=90 Ixq0=30
3. Word Processing q0xX=R0 9xq0=90
4. Electronic Spreadsheet q0xX=R0 91xq90=90
5. Database Management System ExR=19R 9xq0=90
6. Presentation System IXR=5& 9xq90=90
7. | IT in Nepal, Policy and Laws ¥XR=5 *xq0=R0

STFAT qo0 qo00

) WANTCHE qAEATHT T e FFTar gig |
: No. of Time

SN. Topics Questions Marks (Minutes)
1. | Devnagari Typing 1 5 5
2. | English Typing 1 5 5
3. | Operating System 1 5
4. | Word Processing 1 10
5. | Electronic Spreadsheet 1 10
6. Database Management System 1 10 35
7. | Presentation System 1 5

Total 7 50 45
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@ w58 id e (Correct Words/Minute) IS o
& 97ET HH Y 8 Uid e = o &
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. English Typing Skill Test I TR LY ITeGETHT Text X378 T ™ ERCIECAEHE TR -
Y@ 58 Ui FFE (Correct Words/Minute) I3 3%
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Q& @ A WaT et T Y R HH YF wed id e A R b
RY AT Al AT AG T IR AT BH E ed Wid FHE s 3 U%
3R AT A WRRT AT T YO WRl HH Y[F wed Yid e A MEED
YO a1 |l A7l ¢l g Wed Wid fee = Y qF

3. SN AT SN Typing AT G2UHT Text @5 ATIR AT T2 T Text T SR =6 Mg |
TTSUST FAUSH a7 AT Text AT Jodidd €A FHIGH JOeTdiged ATHT Text T Punctuation
ST DT TEYAT AWHT TET@ AT ARA HH | qcamnd FE Formula VR T g 9fd
e (Correct words/Minute) ey |
g7 (Formula) :

>

(Total Words typed—Wrong Words)
5

Pa Wex gia fme (Correct words/ Minute) =
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