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1. Computer Fundamentals 10 1
2. Word processing 7
3. Electronic Spreadsheet 7 .
4. Presentation System 1
5. Database Management System 4
6. Operating System 4 .
7. Web Page Designing 2

Total 35 3
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S.N. Topics No. of Questions | Marks| Time (Minutes)
1 | Nepali (Unicode) Typing 1 15 10
2 | English Typing 1 5 5
3 | Operating System 1 4
4 | Word processing 1 7
5 | Electronic Spreadsheet 1 8 30
6 | Database Management System 1 5
7 | Presentation System 1 3
8 | Email, Internet 1 3
Total 8 50 45
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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
(MU) and it's type
1.2.2.4 Output Unit: - Monitor, Printer, etc.
1.2.2.5 Storage devices :- Primary & Auxiliary Memory (Floppy Disk, Hard Disk,
Compact Disk, DVD, Zip Disk, Cartridge tape, Flash Disk, etc.), Physical
Structure of a 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 Live ware
1.2.5 Firmware and Cache Memory
Concept of Multimedia
Introduction to ASCII and Unicode
ICT Policy, 2072 and Electronic Transaction Act, 2063
Number System: Introduction to Number Systems and their conversion
Security
1.7.1 Physical Security of Information Technology Infrastructure, Setting & Protection
of Computer Room and Computer
1.7.2 Digital security: Antivirus, Firewalls, Antispyware, User authentication types,
IPS/IDS
1.7.3 Common security threats, their remedies and protection: Social engineering,
Malware, Phishing, Spyware, Viruses, Worms, Trojans, Distributed Denial of
Services
Computer Networking
1.8.1 Introduction to Networking
1.8.2 Types of Network (LAN, MAN, WAN)
1.8.3 Concept of E-mail / Internet / Extranet / Intranet, world wide web (www)
1.8.4 Familiarity with internet browsers (Internet Explorer, 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

Introduction to Operating System

Types of Operating System

Functions of Operating Systems

File Management Basic

2.4.1 Concept of File and Folder

2.4.2 Types of files and file extensions



2.5

2.6
2.7

24.3

Wildcards and Pathname

Disk Operating System (DOS)

2.5.1
2.5.2
2.5.3
2.54
2.5.5
2.5.6

Introduction to DOS

Different Versions of DOS

System files of MS-DOS and their functions

Types of DOS commands

Use of common DOS commands

Creating and Using AUTOEXEC.BAT and CONFIG.SYS file

Introduction to GUI
Introduction of Windows Operating System

2.7.1
2.7.2
2.7.3
2.74

2.75
2.7.6
2.7.7

2.7.8
2.7.9

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

Creating shortcut (icons) on desktop

System tools: Scandisk, Disk Defragmenter, Disk Management, Backup, Restore,
Format

3. Word Processing

Concept of Word Processing
Use of Word Processing
Types of Word Processor
Introduction to MS Word
Using MS Word

3.1
3.2
3.3
3.4
3.5

351
3.5.2

353

354
3.55
3.5.6
3.5.7
3.5.8
3.5.9
3.5.10
3.5.11

3.5.12
3.5.13
3.5.14
3.5.15
3.5.16

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, 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



3.5.17 Security Techniques of Documents

3.5.18 Concept of OLE (Object Linking & Embedding)

3.5.19 Master Document, Cross Reference, Index, Table of Contents, Citation,
Bibliography, Caption

3.5.20 Setting Page Layout, Previewing and Printing Documents

4. Electronic Spreadsheet

4.1
4.2
4.3
4.4
4.5

Concept of Electronic Spreadsheet

Use of Electronic Spreadsheet

Types of Electronic Spreadsheet Applications

Introduction to MS-Excel

Using MS Excel

45.1 Organization of Excel (Cells, Rows, Columns, Worksheet, Workbook and
Workspace)

4.5.2 Creating, Opening and Saving Workbook

4.5.3 Elements of MS-Excel (Menu, Toolbars, Status bar, Rulers, Scrollbars, etc.)

4.5.4 Editing, Copying, Moving, Deleting Cell Contents

4.5.5 Familiarity with Devanagari Fonts

45.6 Formatting Cells (Font, Border, Pattern, Alignment, Number and Protection)

4.5.7 Formatting Rows, Columns and Sheets

4.5.8 Using Formula-Relative Cell and Absolute Cell Reference

4.5.9 Using basic Functions

4.5.10 Generating Series

4.5.11 Changing default option of MS-Excel

4.5.12 Sorting and Filtering Data

4.5.13 Summarizing Data with Sub Totals

4.5.14 Creating Chart

4.5.15 Inserting Header and Footer

4.5.16 Spell Checking

4.5.17 Customizing Menu & Toolbars

4.5.18 Importing from and Exporting into other Formats

4.5.19 Pivot Table, Goal Seek, Scenario & Audit

4.5.20 Page Setting, Previewing and Printing

5. Database System

5.1
5.2
5.3
5.4

Introduction to Data, Database and DBMS

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

Introduction to MS-Access

Using MS-Access

5.4.1 Data Types

5.4.2 Creating, Modifying & Deleting Tables and Formatting & Validating Field Data
5.4.3 Creating, Modifying, Deleting & Using Simple Queries

5.4.4 Creating, Modifying & Deleting Forms/Reports/Macros

6. Presentation System

6.1
6.2

Introduction to MS-PowerPoint

Using MS-PowerPoint

6.2.1 Creating, Opening & Saving Slides

6.2.2 Formatting Slides

6.2.3 Slide show and Slide Transition

6.2.4 Animation

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

7. Web Page Designing

7.1

Introduction to HTML



7.2 Tags

7.3 Skeleton & Flesh

7.3.1
7.3.2
7.3.3
7.3.4
7.3.5
7.3.6

Text
Hyperlinks
Images
Lists & Forms
Tables
Frames
---The end---



TEITA Fgdhfedd TRTIRT AHAT TRAES

(Sample gquestions of Multiple Choice Questions)

. The language that the computer can understand and execute is called
A. Machine language
B. Application software
C. System program
D. High Level Language
. Which of the following is an Operating System?
A. Windows NT
B. Page Maker
C. WinWord XP
D. Photoshop

. Which symbol is used to make absolute cell reference?

AS
B. *
C.%
D. &
(Sample Short Answer Questions)
. Define and differentiate Analog Computer and Digital Computer [5]
. What are the functions of an Operating System? Explain in brief. [1+4]
TANITcHAS qHETTHT THAT TUAES
(Sample questions of Practical Test)
Nepali (Unicode) Typing [15 373 ] (10 fAi@)

T fagUHT FUTAl Text ATE ATIR AT 22T T |

(FFIHT 400 EEEE AR ATl Text a2 1)

English Typing [5 @3] (5 fae)
qd fagUsl AUSH Text @TE ATGR AT 2129 THaF _ |

(FRIHAT 225 MEEEE TTH AU Text fG57g 1)

(9'9?#3,4,5,6,7,?8“’&W69’QW§| T STHAT) (30 fa=e)
Operating System [1+43=4 5]
Perform the following in operating system:

a) Show and print the list of installed fonts in given system.

b) Create a system user who is allocated to use the system 10am to 4pm Sunday to Thursday
and 10am to 3pm Friday only(i.e. only office hours)
7



Word processing [7 =T%]

Perform the following in MS Word: (1 mark each)

a) Copy and paste the text typed for English typing multiple time so as to make three pages of
text.

b) Insert any picture below the text.

C) Insert page number as footer in outside margin of mirrored pages for binding.

d) Set inner margin as 2 inches and outside margin as 1.5 inches.

e) Save the document with password '531'.

f) Insert watermark

g) Apply drop cap

Electronic Spreadsheet [3+4=7 &3]
Create following worksheet and complete it with suitable formula.

SN ITEM RATE QUANTITY AMOUNT DISCOUNT NET AMOUNT
Pen 56 45 ? ? ?
Copy 23 23 ? ? ?
Marker 55 12 ? ? ?
Total Amount

Where: discount = 5% of amount if quantity > = 50, otherwise no discount
Presentation System  [2+1=3 5]
Prepare a presentation about Nepal in two slides and apply slide transition
Database Management System [5 TE]

Create a database with a table having suitable fields that can store employee name, address
and salary. Create a form to insert employee's record also create a query to print name of
employee whose salary is more than twenty thousand and address is Surkhet.

Email and internet EEE]

---The end---



SSHT AT A9TeAT Typing Skill Test T ATRT fAere:-
1. WOTel Typing Skill Test &0 AT ¥0O0 Teagwehl TIAT Text [43g ¥ I8 ATEAR b Yo TRAE;-

97g 9Ts& 9id fH-e (Correct Words/Minute) qre+ &
@ Wl HH 9 9TeE 91 e gmad L]
@ 9T |1 94T ¢l T & 9l FH g 8 id fAee amad EES
R AT Hl AT Fel ¥ 99 9T & 9 9= 9iq e aad RS
Q9 1 &1 9= Q0 T 93 A1 FH g e’ ¥id fAee sud 3 ¥k
93 a1 |1 A_T 9T T ¥ WRT FH 9g R i e add ¥ e
Q¥ T &1 =T 96l ¥ 99 Wl A 9 9T 919 e aad Y P
Q9 o1 & AT g6l T 4R 9T BH E 9 9idq e amad RS
9% a1 |9=T del ¥ R\ 91 FH g e id fA-e arad © P
9 A1 Fr9T @l T I3 Wl BH E 9 i e FId ES
33 A1 VT Gl ¥ Y AT FH g ek 9iq (A sad 3
Y AT HIHRT F61 ¥ 9 9T FH 90§ 958 Yiq e arad 10 #®
9 AT HWET el ¥ %R W FH g R Uiq A amad 19
32 AT |IHwET 9l T 39 9wl FH 9g e Yid fHee add IR &P
3q 91 |91 Fel 7 33 YR FH g 9] 9iq A aaa 93 ¥®
33 91 HIHRT FQl T 3Y T A 908 9 9iq AHe arad 1% b
3Y a1 AT Fel 9 ores uiq fHee araa Y, b
2. English Typing Skill Test &I @TRT Y TEETH T3l Text (4516 ¥ @ ATAR Fb YaH

e -

1@ 91e2 9fd fA¥E (Correct Words/Minute) arsq Hb
¥ 9T FH 9 9 9iq fHe amd o F
¥ a1 |1 91T 96l ¥ & VRl HH F 95 Yiq (e arad 0.40 ¥®
S a1 1 =T 96l ¥ 9% T H g 9 9iq fHe S .00 F
QR AT AT AT Fqel T 9§ 9T FH F 9758 Yiq Fe amad .40 ¥®
9% AT |1 9T F&l T 0 9l FH g e Yidq - arad .00 ¥&®
R0 AT |1 9= del T ¥ Weal A F 9eF 9iq Hae aad .40 HF
¥ AT |1 AT 961 ¥ 5 9wl FH g e i e o 3.00 &
5 AT |1 WeaT el ¥ 3R Rl FH g e 9id fAee ama 340 ¥F
3 AT & =T 960 ¥ 3% W FH g 9S8 i [Aee arad ¥.00 3%
3% 9T F9wT 96l ¥ ¥0 Wl ®H g e Yidq fAve amaa ¥ .40 ¥F
¥0 97 H9=T a¢1 904 e’ 9iq e araa Y.00 &

3. A a7 ATl Typing AT [SZTHT Text ATE ATHR AT 2139 Tl Text T g = s
| fagusr SRS AT FUTEl Text W1 Jedifgd TOE FHINGH  GRIeTdese WFI\TTextFT
Punctuation 21T A<l ITSUHAT AFh[ ITEHT ITIHT LG} @Ff | Fea9=Ta ¥ Formula $3TT
LK qg R gfa fee(Correct words/minute) feTfers; |

Formula:
Correct words/minute = (Total words typed — Wrong words)/5 (For English Typing)
Correct words/minute) = (Total words typed — Wrong words)/10 (For Devanagari Typing)



