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g9 T fgcira o (Paper | & 11) :
a1 (Tt fauw) et ¥ S §

qeT (Partl) —

Service Related (Technical Subject)
gug (Section) — (A)

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, control unit , 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.)

1.2.2.6 Others: - network card, modem, sound card, etc.

1.2.3 Software
1.2.3.1 Definition & types of software
1.2.3.2 Programming language
1.24 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

Introduction to operating system
Types and functions of operating systems
File management basic
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23.1
2.3.2
2.3.3
234

qAHH
Physical structure of the disk

Concept of file and folder
Types of files and file extensions
Wildcards and Pathname

2.4 Disk Operating System (DOS)

24.1
2.4.2
2.4.3
244
2.4.5
2.4.6

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

2.5 Introduction to GUI
2.6 Introduction of windows operating system

2.6.1
2.6.2
2.6.3
2.6.4

2.6.5
2.6.6
2.6.7

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

2.6.7.1 Adding/removing programs

2.6.7.2 Clearing the contents of document menu

2.6.7.3 Customizing the taskbar

2.6.7.4 Control panel items

2.6.7.5 Creating shortcut (icons) on desktop

2.6.7.6 System tools; scandisk, disk defragmenter, disk management,
backup, restore, format

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
3.4.2
3.4.3

344

345
3.4.6
3.4.7
3438
3.4.9
3.4.10
3.4.11
3.4.12
3.4.13

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
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3.4.14
3.4.15
3.4.16
3.4.17
3.4.18
3.4.19
3.4.20
34.21
3.4.22

qAHH
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

Security techniques of documents

Concept of OLE (Object Linking & Embedding)

Master document, cross reference, index, table of content
Setting page layout, previewing and printing documents

gug (Section) — (B)

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
4.4.2

443
4.4.4
445
4.4.6
4.4.7

4.4.8

449

4.4.10
4411
4412
4.4.13
4.4.14
4.4.15
4.4.16
4.4.17
4.4.18
4.4.19
4.4.20
4421

Introduction to MS-Excel

Organization of Excel (cells, rows, columns, worksheet, workbook
and workspace)

Creating, opening and saving workbook

Elements of MS-Excel (menu, toolbars, status bar, rulers, scrollbars)
Editing, copying, moving, deleting cell contents

Familiarity with Devanagari fonts

Formatting cells (font, border, pattern, alignment, number and
protection)

Formatting row, column and sheets

Using formula-relative cell and absolute cell reference

Using basic functions

Generating series

Changing default option of the MS-Excel

Sorting and filtering data

Summarizing data with sub totals

Creating chart

Inserting header and footer

Spell checking

Customizing menu & toolbars

Importing from and exporting into other formats

Pivot table, goal seek, scenario & audit

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
5.3.2
5.3.3

5.34

Introduction to MS-Access

Data types

Creating, modifying & deleting tables and formatting & validating
field data

Creating, modifying, deleting & using simple queries
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5.3.5 Creating, modifying & deleting forms/reports/macros

Presentation System

6.1 Introduction to MS-PowerPoint

6.2 Creating, opening & saving slides

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 T HEER AT Alid, 050

AT (Part 1) —

Institutional Awareness
gug (Section) — (C)

JTT A

9.9  SOTSrHT TeAh! giaere ¥ fawr

9.3  HUTH ¥ FHA! [ATqagH 9=, TSATHS A=A, I¢9T T FHTI&TT

1.3 iifdqe qETER qAT ATATATT T, I AR, q9T Yo ey fatids ¥ e Hees
AR A qwd T qHaY

9.% T AT JUITeATeh! faiae Jeh
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9.% ¥ ITAATT JOITRAl ¥ =T ATATAT FOITSAT ara fqeAlr
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Y. Jeel fHTT, geAr (Weightage) ¥ dwdehr faawom

S. No. Topics No. of questions | Marks | Time
1. Devnagari Typing 1 10 5
2. English Typing 1 10 5
3. Word Processing 1 10
4. Electronic Spreadsheet 1 10
5. Database Management System 1 4 35
6. Presentation System 1 3
7. Webpage Designing 1 3

Total 7 50
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