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kf7\oqmdsf] ?k/]vf M o; kf7\oqmdsf] cfwf/df lgDgfg';f/ r/0fdf k/LIff lnOg] 5M 

 

k|yd r/0f M lnlvt k/LIff      k"0ff{ÍM–%) 

låtLo r/0f M -s_ k|of]ufTds     k"0ff{ÍM–%) 

  -v_ cGtjf{tf{      k"0ff{ÍM–@) 

 

k|yd r/0fM lnlvt k/LIff of]hgf (Examination Scheme) 

 

ljifo k"0ff{Í pQL0ff{Í k/LIff k|0ffnL k|Zg ;ª\Vof 

/ cª\s ef/ 

;do 

;fdfGo 1fg /  

sDKयु6/ 
;DaGwL 

%) @) j:t'ut ax'a}slNks 

(Multiple Choice) 

%)x!=%) $% ldg]6 

 

låtLo r/0f M 

 

ljifo k"0ff{Í pQL0ff{Í k/LIff k|0ffnL ;do 

-s_ k|of]ufTds k/LIff %) @% k|of]ufTds $% ldg]6 

-v_ cGtjf{tf{ @) – df}lvs – 

 

kf7\oqmdsf] p2]Zo M–  

• b]jgfu/L / cª\u|]hLdf bIftfk"j{s sDKo'6/ 6fOlkË ug{ ;Sg] . 

• Operating System sf] /fd|f] 1fg eO{ ;xh ¿kdf k|of]u ug{ ;Sg] .  

• File Pj+ Disk Management ;DaGwL sfo{ ug{ ;Sg] . 

• sDKo"6/sf] Printer, CD-ROM, Multimedia nufot cGo Accessories sf] k|of]u ug{ ;Sg] . 

• Word Processor sf] k|of]u u/L cfjZostf cg';f/ Documents tof/ ug{ ;Sg]  

• Electronic Spreadsheet  tof/ u/L Data Processing ;d]t ug{ ;Sg] . 

• Software Installation Pj+ Customization ug{ ;Sg] . 

• Computer related threats af6 Computer Accessories tyf Software sf] ;'/Iff ug{ ;Sg] .  

• Database / Presentation ;DaGwL ;fdfGo sfo{ ug{ ;Sg] . 
b|i6JoM 

!= j:t'ut ax'j}slNks x'g] k/LIffdf k/LIffyL{n] pQ/ n]Vbf c+u|]hLdf 7'nf] cIf/ (Capital Letter)  
A,B,C,D n]Vg' kg]{ 5 . ;fgf] cIf/ (Small Letter) a,b,c,d n]v]sf] jf cGo s'g} ;+s]t u/]sf] eP 

;a} pQ/k'l:tsf /4 x'g]5 . 

@= s'g} klg k|sf/sf] Sofns'n]6/ (Calculator) / ljB'tLo pks/0fx¿ (Electronic devices) k/LIff 

xndf n}hfg / k/LIffdf k|of]u ug{ kfOg] 5}g .  



 

 

#=  kf7oqmddf /x]sf ;a} kf7\of+zx¿af6 lgDgfg';f/ k|Zgx¿ ;f]lwg] 5 . 

Course Unit Topics No. of Questions 

1 Institutional Knowledge 20 

1 Computer Fundamentals 4 

2 Operating System 2 

3 Word Processing 11 

4 Electronic Spread sheet 9 

5 Database Management System 2 

6 Presentation System 2 

 Total: 50 

 

$= k|of]ufTds k/LIffsf k|Zg ;ª\Vof lgDgfg';f/ x'g]5 M 

 

%= k|yd r/0fsf] lnlvt k/LIffaf6 5gf}6 ePsf pDd]bjf/x¿nfO{ dfq l4tLo r/0fsf] k|of]ufTds k/LIff / cGtjf{tf{df       

;lDdlnt u/fOg] 5 .   

 

 

 

 

 

 

 

 

 

 

SN Topics No.of Questions Marks Time (Minutes) 

1 Nepali Typing 1 15 10 

2 English Typing 1 5 5 

3 Word processing 1 12  

30 
4 Electronic Spreadsheet 1 12 

5 Database Management System 1 3 

6 Presentation System 1 3 
 Total:- 6 50 45 
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;fdfGo 1fg    

1.      Institutional Knowledge- How and General Knowledge -;+:yf ;DjGwL ;fdfGo hfgsf/L tyf              

;fdfGo 1fg_                                                       

1. General knowledge on Geographical Structure of Nepal and its feature -g]kfnsf] ef}uf]lns                        

agfj6 tyf ljz]iftf ;DjGwL ;fdfGo hfgsf/L_ 

2. General knowledge about Nepals Federal, Province and Local Level -g]kfnsf] ;+3, k|b]z /        

:yfgLo tx ;DjGwL ;fdfGo hfgsf/L_ 

3. General knowledge about Kathamndu Metropolitan City -sf7df08f} dxfgu/klnsf ;DjGwL 

;fdfGo 1fg_  

4. :yfgLo ;]jf -u7g tyf ;+rfng_ P]g, @)&(   

5. :yfgLo ;/sf/ ;+rfng P]g, @)&$ 

       6.         Softwares used in Kathmandu Metropolitan City. 

             7.       Revenue 

             8.        EBPS 

             9.        SUTRA 

             10.      Attendance 

             11.     VERS-MIS. 
 

                                     ;]jf ;DaGwL 

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. Introductionto GUI 

2.5.2. Introduction of Windows Operating System 

2.5.2.1. Basic Windows Elements-Desktop, Taskbar, My Computer, Recyclebin etc. 

2.5.2.2. Starting and shutting down Windows 

2.5.2.3. File Management with Windows Explorer 

2.5.2.4. 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 

2.5.2.7.2. Clearing the contents of document menu 

2.5.2.7.3. Customizing the task bar 

2.5.2.7.4. 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. Creating, Saving and Opening the documents 

3.3.2. Elements of Word Processing  Environment (Menu, Toolbars, Statusbar, 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'sequations, linkage of other documents 

3.3.15. Auto Correct, Spelling and Grammar Checking and Thesaurus 

3.3.16. Security Technique of Documents 

3.3.17. 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, 

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 

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. Importing from and  Exporting into other Formats 

4.4.17. 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. Data Types 

5.3.2. Creating,  

5.3.3. Modifying & Deleting Tables/Forms/Repots 

6. 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-inpicture, Picture, Table, Chart, Graphs and Organization Chart etc. 
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k|of]ufTds k/LIffsf] Typing Skill Test sf] nflu lgb]{zgx¿M– 

 

!= English Typing Skill Test sf] nflu @@% zAbx¿sf] Pp6f Text  lbOg] 5 / b]xfo cg';f/ 

cª\s k|bfg ul/g] 5 M–  

* eGbf sd z'4 zAb k|ltldg]6 (Correct Words/Minute) afkt            – ) cª\s 

* jf ;f]eGbf a9L / !^ eGbf sd z'4 zAb k|ltldg]6 (Correct Words/Minute)  afkt   – ! cª\s 

!^ jf ;f]eGbf a9L / @$ eGbf sd z'4 zAb k|ltldg]6 (Correct Words/Minute)  afkt  – @ cª\s 

@$ jf ;f]eGbf a9L / #@ eGbf sd z'4 zAb k|ltldg]6 -Correct Words/Minute_afkt – ३ cª\s 

#@ jf ;f]eGbf a9L / $) eGbf sd z'4 zAb k|ltldg]6 -Correct Words/Minute_ afkt – ४ cª\s 

$) jf ;f]eGbf a9L z'4 zAb k|ltldg]6 -Correct Words/Minute_  afkt             – % cª\s 

 

@=  b]jgfu/L Typing Skill Test sf] nflu $)) zAbx?sf] Pp6f Text  lbOg] 5 / b]xfocg';f/ 

cª\s k|bfg ul/g] 5 M–  

!! eGbf sd z'4 zAb k|ltldg]6 -Correct Words/Minute_ afkt       – ) cª\s 

!! jf ;f]eGbf a9L / !# eGbf sd z'4 zAb k|ltldg]6 -Correct Words/Minute_ afkt – # cª\s 

!# jf ;f]eGbf a9L / !% eGbf sd z'4 zAb k|ltldg]6-Correct Words/Minute_ afkt – $ cª\s 

!% jf ;f]eGbf a9L / !& eGbf sd z'4 zAb k|ltldg]6 -Correct Words/Minute_ afkt  – % cª\s 

!& jf ;f]eGbf a9L / !( eGbf sd z'4 zAb k|ltldg]6-Correct Words/Minute_ afkt – ^ cª\s 

!( jf ;f]eGbf a9L / @! eGbf sd z'4 zAb k|ltldg]6 -Correct Words/Minute_afkt – & cª\s 

@! jf ;f]eGbf a9L / @# eGbf sd z'4 zAb k|ltldg]6 -Correct Words/Minute_afkt – * cª\s 

@# jf ;f]eGbf a9L / @% eGbf sd z'4 zAb k|ltldg]6 -Correct Words/Minute_jfkt – ( cª\s 

@% jf ;f]eGbf a9L / @& eGbf sd z'4 zAb k|ltldg]6 -Correct Words/Minute_afkt – !) cª\s 

@& jf ;f]eGbf a9L / @( eGbf sd z'4 zAb k|ltldg]6 -Correct Words/Minute_afkt –!! cª\s 



@( jf ;f]eGbf a9L / #! eGbf sd z'4 zAb k|ltldg]6 -Correct Words/Minute_afkt –!@ cª\s 

#! jf ;f]eGbf a9L / ## eGbf sd z'4 zAb k|ltldg]6 -Correct Words/Minute_afkt – !# cª\s 

## jf ;f]eGbf a9L / #% eGbf sd z'4 zAb k|ltldg]6-Correct Words/Minute_ afkt –!$cª\s 

#% jf ;f]eGbf a9L z'4 zAb k|ltldg]6 -Correct Words/Minute_ afkt              – !% cª\s 

 

#= Formula for calculation of correct word/minute:- 

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

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

Note:- cª\u|]hL jf b]jgfu/L Typing Skill Test sf] nflu k/LIffdf lbOPsf] Text nfO{ cfwf/ dfgL 

6fOk u/]sf] Text ;Fu le8fO{ r]s ul/g] 5 . tTkZrft dfly plNnlvt Criteria adf]lhd cª\s 

lbOg] 5 . lbOPsf] cª\u|]hL jf b]jgfu/L Text df plNnlvt :yfgadf]lhd k/LIffyL{x¿n] cfkmgf] 

Text df Punctuation 6fOk gu/]sf] kfOPdf To;sf] zAbdf u0fgf ul/g] 5}g . 

 

 


