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S.N. Topics No. of Questions Marks Time (Minutes)
1 Devnagari Typing 1 10 5
2 English Typing 1 5 5
3 Word processing 1 12 35
4 Electronic Spreadsheet 1 12
5 Database Management System 1 6
6 Presentation Systém 1 5
Total 6 50 45
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1. Q9% s9aeqq (Public Management)

1.1 HEAT SIEadT (Office Management)
1.1.1 e 9, ecd, B T YHR
.12 HE& HHANHT B T e
1.1.3 T Fid 9qree (Office Resources ): TRET T UK
.14 <o sqaedme a9 i afera
1.1.5 AT HEEE (Office Procedure) T STAEIT (Correspondence ), =T T =T (Registration

& Dispatch ), AT (Circular), e AT (Order), TTrunft <r@=

1.1.6 &M@ sIa€I9+ (Record Management)

1.2 ot Tar U9 T Fawaei|r qusT et caaede
1.2.1 TSTAA Fa, 997 [t #ar T e 9 qarehl 18, 929fd
1.2.2  HHAGH! Fich, T, wga, feer, fFria asm T sesbnr
T RS e U

1.3 BT o0(E, @l T @O et Guiell qeedl Jmea ey

1.4 WESHE FaT YaTe, WAl Yae = Haod, aiwT T ATeaHe s

1.5 QEsi+® SETA (Public Charter), AEca T AT

1.6 Grdsie @RE U, R0&3 T HIWEel, 08 YT das-e @ie g¥aral q39T
IEREIE | MTelt]

2 Computer Fundamentals
2.1 Definition, History, Generation, Characteristics, Types & Applications of Computers
2.2 Overview of a computer system
2.2.1 Data and data processing
2.2.2 Hardware: Definition; Input Unit, CPU, Output Unit; Storage devices: Primary &
Auxiliary Memory
2.2.3 Software: Definition; Types of Software; Programming Language& its types
2.2.4 Firmware and Cache Memory
2.3 Concept of Multimedia
2.4 File Management
2.4.1 Physical Structure of the disk
2.4.2 Concept of File and folder
2.4.3 Type of files and file extensions
2.5 Introduction to ASCII and Unicode standards
3 Operating System
3.1 Introduction to Operating System
3.2 Types of Operating System
3.3 Functions of Operating Systems
3.4 Command Line operation (e.g., copy command, move command, command to view and set
different file attributes, etc.)
3.5 Windows Operating System
3.5.1 Introduction to Graphical User Interface (GUI)
3.5.2 Basic Windows Elements - Desktop, Taskbar, My Computer, Recycle Bin,
3.5.3 Starting and shutting down Windows
3.5.4 File Management with Windows Explorer
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3.5.5 Windows applications: (Control Panel, Character Map, Paint)

3.5.6 Finding files of folders and saving the result

3.5.7 Starting a program by command line operation

3.5.8 Changing window settings: Adding/Removing programs; Clearing the contents of

document menu; Customizing the taskbar; Control panel items

3.5.9 Creating shortcut (icons) on desktop
3.5.10 System tools: disk scanning, disk defragmenter, backup, restore, format
4 Word Processing

4.1
42
43
4.4

4.5
4.6
4.7
4.8

4.9

4.10
4.11
4.12

Concept of Word Processing

Creating, Saving, Opening, Previewing and Printing documents; Changing Default settings
Elements of Word Processing Environment (Menu, Toolbars, Status bar, Rulers, Scrollbars)
Copying, Moving, Deleting and Formatting text (Font, Size, Color, Alignment, line &
paragraph spacing); Finding and Replacing text; Setting Page Layout

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

Mail Merge

AutoCorrect, Spelling and Grammar Checking, and Thesaurus

Security Technique of Documents

Familiarity with Devanagari fonts

S Electronic Spreadsheet

5.1
5.2

53

54

5.5

5.6
5.7
5.8
59
5.10
5.11
5.12
5.13

Concept of Electronic Spreadsheet

Organization of Electronic Spreadsheet application (Cells, Rows, Columns, Worksheet,
Workbook and Workspace)

Creating, Opening, Saving, Page Setting, Previewing and Printing Work Book; Changing
default options

Elements of Electronic Spreadsheet Environment (Menu, Toolbars, Status bar, Rulers,
Scrollbars)

Editing, Copying, Moving, Deleting Cell Contents; 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; Sorting and Filtering Data; Summarizing Data with Sub Totals
Creating Charts

Inserting Header and Footer

Spell Checking

Importing data from and exporting into other formats

Familiarity with Devanagari fonts

6 Database System

6.1
6.2
6.3

Introduction to Data, Database and DBMS
Basic Concept of Tables, Fields, Records, Relationships and Indexing
Introduction to database application

6.3.1 Data Types

6.3.2 Creating, Modifying & Deleting Tables

6.3.3 Establishing relationships among tables

6.3.4 Formatting and validating field data

6.3.5 Inserting, Modifying, and deleting data

6.3.6 Creating, Modifying, Deleting and Using simple Queries / Forms/ Reports
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7 Presentation System
7.1 Introduction to presentation application
7.2 Creating, Opening & Saving Slides
7.3 Formatting Slides
7.4 Slide Show
7.5 Animation
7.6 Inserting Built-in picture, Picture, Table, Chart, Graphs, and Organization Chart etc.
8 Computer Network
8.1 Basic Networking: definition, types, and topologies
8.2 Connectivity and media: Network cables and connectors
8.3 Introduction to Network Devices (Hub, Switch, Router, Gateway etc.)
8.4 Network cabling and cable testing
8.5 Familiarity with IP Addressing, subnet mask, gateway, DNS, static and dynamic address
assignment
8.6 Application of Network utilities (e.g., [PCONFIG, PING, TRACERT, NSLOOKUP)
8.7 Concept of E-mail / Internet / Extranet/Intranet, World Wide Web (WWW)
8.8 Familiarity with internet browsers (Internet explorer, Firefox, Opera, Safari, Google Chrome,
etc.)
8.9 Introduction to cloud computing
9 Cyber Security
9.1 Introduction to Cyber Security
9.2 Common security threats: Social engineering; Distributed Denial of Services; Malwares:
Phishing, Spyware, Viruses, Worms, Trojans, etc.
9.3 Security Mechanisms
9.3.1 Identity and Access Control
9.3.2 Use of Firewalls, IDS and IPS
9.3.3 Email Filtering
9.3.4 Use of antivirus software
10 Relevant Legislations and Institutions
10.1 Major objectives and goals of ICT Policy, 2072 and Digital Nepal Framework
10.2 Introduction and important provisions of Electronic Transaction Act, 2063
10.2.1 Preamble
10.2.2 Provisions relating to Controller and Certifying Authority
10.2.3 Electronic records and Government use of Digital Signature
10.2.4 Offence Relating to Computer
10.3 Roles of related Institutions:
10.3.1 Ministry of Communication and Information Technology
10.3.2 Department of Information technology
10.3.3 National Information Technology Center / Government Integrated Data Center
10.3.4 Suchana tatha sanchaar prawidhi pratisthan, Lumbini Pradesh
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S.no. Topics No. of Marks Time (Minutes)
Questions
1 Devnagari Typing 1 10 5
2 English Typing 1 5 5
3 Word processing 1 12
4 Electronic Spreadsheet 1 12 35
5 Database Management System 1 6
6 Presentation System 1 5
Total: - 7 50 45
FUSH a1 AT Typing Skill Test @7 AMRT g9~
9. @RI Typing Skill Test &I AT 00 eTe@ewdl TZel Text G878 ¥ | AR AF Y
UG
913 9Te% vid fA9e (Correct Words/Minute) a3+ Heb
.9
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