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® HFIYETH! Printer, CD-ROM, Multimedia @I S Accessories P TN T T |
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® Computer related threats ¢ Computer Accessories TIT Software H & T T |
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SN Topics No.of Questions Marks Time (Minutes)
1 Hardware Recognize 1 5 5
2 Hardware Assemble 1 10 5
3 Network Cable Clamp 1 5
4 Nepali Unicode typing 1 5
5 English Typing 1 5 35
6 Trouble Shoot 1 5
7 OS installation 1 10
8 Add remove Program 1 5
Total:- 8 50 45
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1. Institutional Know- How and General Knowledge (@& ¥%a=l qrH=1 S q1
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1. General knowledge on Geographical Structure of Nepal and its feature (Faraer wifas
FAEE TG [ATAT T ATHT SR
2. General knowledge about Nepals Federal, Province and Local Level @wreer 5w, gaer ¥
AT 8 qeavdl G STHHR)
3. General knowledge about Kathamndu Metropolitan City (T39St HeTaedfaesT qwa=r G )
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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 codereader
1.2.2.3. CPU:- Arithmetic Logic Unit (ALU),Control Unit (CU), Memory Unit (MU)
1.2.2.4. Output Unit: -Monitor, Printer,etc.
1.2.2.5.  Storage devices:-Primary & Auxiliary Memory (Floppy Disk, Hard Disk,
Compact Disk, DVD, Flash disk etc.), cloud storage
1.2.2.6. 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. Live ware
1.2.5. Firm ware and Cache Memory
1.3. Concept of Computer related threats (virus, worms, Trojan, phishing etc) remedies and
protection
1.4. Concept of Multimedia
1.5. File Management basic:
1.5.1. Concept of File and folder with pathname
1.5.2. Type of files and file extensions
1.6. Computer Networking
1.6.1. Introduction to Networking
1.6.2. Types of Network (LAN, MAN, WAN, wireless)
1.6.3. Concept of E-mail/Internet/Extranet/Intranet,World Wide Web(WWW)
1.6.4. Familiarity with internet browsers (e.g.Internet explorer, Firefox,Opera, Safari,
Google Chrome etc.)
1.7. ElectronicTransaction Act & Regulation
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
2.5.2.

Introductionto GUI
Introduction of Windows Operating System

2.5.2.1.  Basic Windows Elements-Desktop, Taskbar, My Computer, Recyclebin etc.
2.5.22.  Starting and shutting down Windows

2.5.23.  File Management with Windows Explorer

2.52.4.  Windows fundamental applications: (e.g.Control Panel,Recyclebin, Paint etc.)

2.5.2.5.  Finding files of folders and saving theresult
2.5.2.6. Starting aprogram by command line operation
2.5.2.7.  Changing window settings

2.5.2.7.1. Adding/Removing software/hard ware
25.2.7.2. Clearing the contents of document menu
2.5.2.73. Customizing the task bar

2.5.2.74. Control panel items

2.5.2.8.  Creating shortcut (icons) on desktop
2.5.2.9. System tools:-disk scanning, disk defrag menter, 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.
3.3.2.

3.3.3.

3.34.
3.3.5.
3.3.6.
3.3.7.
3.3.8.
3.3.9.

3.3.10.
3.3.11.

3.3.12.
3.3.13.
3.3.14.
3.3.15.
3.3.16.
3.3.17.

Creating, Saving and Opening the documents

Elements of Word Processing Environment (Menu, Toolbars, Statusbar, Rulers,
Scrollbars, etc.)

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

Finding and Replacing Text

Familiar with Devanagari Fonts and Nepali Unicode fonts

Creating lists with Bullets and Numbering

Creating and Manipulating Tables

Borders and Shading

Use of Indentation and Tab Setting

Creating Newspaper Style Documents Using Column

Inserting Header, Footer, Footnotes, Endnotes, Page Numbers, File, Page break,
Section break, Graphics, Pictures, Charts, Word Art, Symbols & Organization
Chart

Opening & Saving different types of document

Changing Default settings

Mail Merge, Math'sequations, linkage of other documents

Auto Correct, Spelling and Grammar Checking and Thesaurus

Security Technique of Documents

Setting Page Layout, Previewing and Printing Documents

4.  Electronic Spread sheet(Worksheet)
4.1. Concept of Electronic Spread sheet
4.2. Types of Electronic Spread sheet
4.3. Organization of Electronic Spread sheet application (Cells, Rows, Columns, Worksheet,
Work book and Work space)
4.4. Introduction to spread sheet application

4.4.1.

Creating, Opening and Saving Work Book

4.4.2. Elements of Electronic Spread sheet Environment (Menu, Toolbars, Statusbar, Rulers,



4.43.
4.4.4.
4.4.5.
4.4.6.
4.4.7.

4.4.28.
4.4.9.

4.4.10.
4.4.11.
4.4.12.
4.4.13.
4.4.14.
4.4.15.
4.4.16.
4.4.17.

Scrollbars etc.)

Editing, Copying, Moving, Deleting Cell Contents

Familiar with Devanagari Fonts and Nepali Unicode fonts

Formatting Cells (Font, Border, Pattern, Alignment, Number and Protection)
Formatting Rows, Column and Sheets

Using Formula -Relative Cell and Absolute Cell Reference

Using basic Functions
Generating Series
Changing default options
Sorting and Filtering Data
Summarizing Data with Sub Totals
Creating Chart
Inserting Header and Footer
Spell Checking
Importing from and Exporting into other Formats
Page Setting, Previewing and Printing

5. Data base management System
5.1. Introduction to Data, Data base and DBMS
5.2. Basic Concept of Tables, Fields, Records, Relationships and Indexing
5.3. Introduction to data base application

5.3.1.
5.3.2.
5.3.3.

Data Types
Creating,
Modifying & Deleting Tables/Forms/Repots

6. Presentation System
6.1. Introduction to presentation application

6.1.1.
6.1.2.
6.1.3.
6.14.
6.1.5.

Creating, Opening & Saving Slides

Formatting Slides

Slide Show

Animation

Inserting Built-inpicture, Picture, Table, Chart, Graphs and Organization Chart etc.

7. ICT related general issues in Kathmandu Metropolitan City.

7.1
7.2.
7.3.
7.4.
7.5.
7.6.

Softwares used in Kathmandu Metropolitan City.
Revenue
EBPS
SUTRA
Attendance
VERS-MIS.
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9. English Typing Skill Test I ATNT I YKREEDHI TIAT Text (€37 G T I8 ATAR
qSF S TR G -

S 9T %Y g 958 IIATHAE (Correct Words/Minute) AT - 0 ATF

S a1 |iewar J¢l T 9% Heal &H g ed YidiH=e (Correct Words/Minute) aT9d - q A3H

9% AT JII=aT TEI T ¥ IwaT HH qg qex JIAta=e (Correct Words/Minute) 39T - R EER?

¥ 91 HF=T el T 3R ARl FH g T8 JIArAqe (Correct Words/Minute)dTqd - 3 33

3 AT AT Fel ¥ ¥0 Hwal FH 9g 9eg YfATHAE (Correct Words/Minute) a9 - ¥ A3F

¥0 a7 FFwT J¢l g 9758 TAH=e (Correct Words/Minute) ST - 4 ATH

3. IFANRI Typing Skill Test & ATNT 00 TREEH TFT Text K87 G ¥ FWEWTAATAR AgH T
MR -

Y VRl H G 958 YidHAE (Correct Words/Minute) STad - 0 AIH

Y AT F9waT g6l T 99 AT HH g T’ GIATA-E (Correct Words/Minute) aT9d - § 3w

99 AT HIHwRT 967 T 9% 9RT BH E 9058 YA (Correct Words/Minute) aTAd - R e

9% a1 F9=T gl T R0 9l HH g 9758 YIATHAE (Correct Words/Minute) STId - 3 gk
R0 AT WIF=T ¢l T ¥ A FHH G 97 IafAaa(Correct Words/Minute) I -¥ A3H

¥ 9 H9=T el 9F R YiafAe (Correct Words/Minute) SITI - 4 dSH

3 Formula for calculation of correct word/minute:-

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

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