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!= k|yd r/0fM lnlvt kl/Iffsf] of]hgf (Examination scheme) 

kq ljifo Kf|Zg ;+Vof 

*c+sef/ 

Kfl/Iff k|0ffnL ;do k'0ff{Í plt0ff{Í 

k|yd 

kq 

;]jf ;DaGwL 
%)*@=!)) 

a:t'ut 

ax'pQ/ 

! 306f !)) $) 

 

@= låtLo r/0fM cGt/jf{tf{sf] of]hgf  

ljifo k'0ff{Í pQL0ff{Í k/LIffk|0ffnL ;do 

s)k|of]ufTds 

kl/Iff 

%) @% k|of]ufTds $% ldg]6 

Vf)JoflQmut 

cGt/jftf{ 

@) - Dff}lvs - 

 

b|i6Ao M pDd]bjf/x?n] Wofglbg'kg]{ s'/fx? 

!= lnlvt k/LIffsf] dfWod g]kfnL jf cu]|hL b'j} x'g ;Sg]5 . 

@= k|yd r/0fsf] lnlvt k/LIffaf6 5gf}6 ePsf pDd]bf/x? dfq = låtLo r/0fsf] k/LIffdf ;lDdlnt x'g kfpg]5g\ .  

#= k|of]ufTds k/LIffsf k|Zg ;+Vof lgDgfg';f/ x'g]5g\ . 

S.N Topics No. of Questions Marks Time 
(minutes) 

1 Devnagari typing 1 15 10 

2 Word processing÷English Typing 1 5 5 

3 Electronic spreadsheet 1 10  

4 Presentation system 1 3  

5 Database Management system  1 8 30 

6 Networking 1 6  

7 Web page Designing 1 3  

 Total 7 50 45 

** b]agfu/L typing clgjfo{ ug'{kg]{5 . 

$= kf7oqmddf ePsf oyf ;Dej ;a} kf7of+zx?jf6 k|Zg ;f]lwg]5 . kf7oqmdsf OsfO{x? af6 ;f]lwg] k|Zgx?sf] ;+Vof ;DalGwt 

OsfO{x?d} pNn]v ul/Psf] 5 . 

%= o; kf7\oqmddf h];'s} n]lvPsf] ePtfklg kf7\oqmddf k/]sf P]g, lgodx? k/LIffsf] ldlteGbf # dlxgf cufl8 ;+zf]wg ePsf jf 

;+zf]wg eO{ x6fO{Psf jf yk u/L ;+zf]wg eO{ sfod /x]sfnfO{ o; kf7\oqmddf k/]sf] ;Demg' kb{5 . 

^= o; eGbf cufl8 nfu' ePsf] dfly pNN]flvt ;d'xsf] kf7\oqmd vf/]h ul/Psf] 5 . 

&= kf7\qmd nfu' ldlt @)&^ df3 . 
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1. Computer Fundamentals           ( 12✕2 = 24) 

1.1. Computer: - Definition, History, Generation, Characteristics, 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, etc 

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.) 

1.2.2.6. Others:- Network card, Modem, Sound card, etc. 

1.2.2.7. Software 

1.2.2.8. Definition & Types of Software 

1.2.2.9. Programming Language 

1.2.3. Liveware 

1.2.4. Firmware and Cache Memory 

1.3. Setting & protection of Computer Room and Computer 

1.4. Concept of Computer related threats (virus, worms, Trojan, phishing etc) remedies and 

protection 

1.5. Concept of Multimedia  

1.6. File Management basic: 

1.6.1. Physical Structure of the disk 

1.6.2. Concept of File and Folder 

1.6.3. Wildcards and Pathname 

1.6.4. Type of files and file extensions 

1.7. Number Systems 

1.7.1. Introduction to binary, octal, decimal and hexadecimal number systems  

1.8. Concept of MIS 

1.8.1. Introduction and Definition 

1.8.2. Components and Roles of MIS 

1.8.3. Objectives and Need of MIS 

1.8.4. Types of Information System: TPS, DSS and Pyramid Diagram 

1.9. Introduction to ASCII and Unicode standards 

1.10. Legislation and IT in Nepal 

1.10.1. History of IT in Nepal 

1.10.2. IT Policy of Nepal, 2072 B.S. 

1.10.3. Electronic Transaction Act, 2063 B.S. 

 

2. Operating System            ( 8✕2 = 16) 
2.1. Introduction to Operating System 

2.2. Types of Operating System 

2.3. Functions of Operating Systems 
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2.4. Command line operation (e.g. copy command, move command, command to view and set 

different file attributes etc) 

2.5. Disk Operating System (DOS) 

2.5.1. Introduction to DOS 

2.5.2. Different versions of DOS 

2.5.3. Physical Structure of the disk 

2.5.4. Types of DOS commands 

2.5.5. Use of common DOS commands 

2.5.6. Concept of File and Directory 

2.5.7. Wildcards and Pathname 

2.5.8. System files of MS-DOS and their function 

2.5.9. Using AUTOEXEC.BAT and CONFIG.SYS File 

2.6. Windows 

2.5.1. Introduction to GUI 

2.5.2. Introduction of Windows Operating System 

2.5.2.1. Basic Windows Elements - Desktop, Taskbar, My Computer, Recycle Bin 

2.5.2.2. Starting and shutting down Windows 

2.5.2.3. File Management with Windows Explorer 

2.5.2.4. Windows applications: (e.g. Control Panel, Character Map, Paint etc) 

2.5.2.5. Finding files of folders and saving the result 

2.5.2.6. Starting a program by command line operation 

2.5.2.7. Changing window settings 

2.5.2.7.1. Adding/Removing programs 

2.5.2.7.2. Clearing the contents of document menu 

2.5.2.7.3. Customizing the taskbar 

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 De-Fragmenter, Backup, Restore, Format 

 

3. Word Processing            ( 7✕2 = 14) 
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, Tool bars, Status bar, Rulers, Scrollbars) 

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 

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 
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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 

3.3.15. Auto Correct, Spelling and Grammar Checking, and Thesaurus 

3.3.16. Customizing menu & Toolbars 

3.3.17. Security Technique of Documents 

3.3.18. Master Document, Cross Reference, Index, Table of Content 

3.3.19. Setting Page Layout, Previewing and Printing Documents 

 

4. Electronic Spreadsheet             ( 5✕2 = 10) 
4.1. Concept of Electronic Spreadsheet 

4.2. Types of Electronic Spreadsheet 

4.3. Organization of Electronic Spreadsheet application (Cells, Rows, Columns, Worksheet, 

Workbook and Workspace) 

4.4. Introduction to spreadsheet application 

4.4.1. Creating, Opening and Saving Work Book 

4.4.2. Elements of Electronic Spreadsheet Environment (Menu, Toolbars, Status bar, Rulers, 

Scrollbars) 

4.4.3. Editing, Copying, Moving, Deleting Cell Contents 

4.4.4. Familiar with Devnagari 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. Customizing Menu & Toolbars 

4.4.17. Importing from and Exporting into other Formats 

4.4.18. Pivot Table, Goal Seek, Scenario & Audit 

4.4.19. Page Setting, Previewing and Printing 

 

5. Database System              ( 8✕2 = 16) 
5.1. Introduction to Data, Database and DBMS 

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

5.3. Introduction to Database application 

5.3.1. Data Types 

5.3.2. Creating, Modifying & Deleting Tables and Formatting & Validating Field Data 
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5.3.3. Creating, Modifying, Deleting & Using Simple Queries 

5.3.4. Creating, Modifying & Deleting Forms/Reports/Macros 

 

6. Presentation System               ( 2✕2 = 4) 
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-in picture, Picture, Table, Chart, Graphs, Organization Chart 

 

7. Internet and Web page Designing            ( 5✕2 = 10) 
7.1. Web Page Designing 

7.1.1. Introduction to Web Page and CMS (Content Management System) 

7.1.2. Introduction to HTML 

7.1.2.1. HTML document 

7.1.2.2. Tags 

7.1.2.3. Skeleton & Flash Text 

7.1.2.3.1. Hyperlink 

7.1.2.3.2. Images 

7.1.2.3.3. Lists & forms 

7.1.2.3.4. Tables 

7.1.2.3.5. Frames 

7.2. Internet 

7.2.1. Concept of Internet 

7.2.2. Web Searching Technique 

7.2.3. Advantage of information available on we and its application 
 

8. Computer Networking               ( 3✕2 = 6) 
8.1. Introduction to Networking 

8.2. Types of Network (LAN, MAN, WAN etc.) 

8.3. Concept of E-mail / Internet / Extranet, World Wide Web (WWW) 

8.4. Familiarity with internet browser (example: Internet explorer, Chrome, Firefox, Opera, Safari 

etc.) 

8.5. Introduction to IP address, Subnet ask and default gateway 

8.6. Introduction to Network Media, Topology and Protocol 

8.7. Setting Up Microsoft Network 

8.8. Dial-Up Networking 
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k|of]ufTds k/LIffsf] typing skill test sf] nfuL lgb]{zgx? M 

 

!= English Typing Skill Test sf] nfuL @@% zAbx?sf Pp6f test lbOg]5 / b]xfocg';f/ c+s k|bfg ul/g]5 . 

!! eGbf sd z'4 zJb k|lt ldg]6 correct words per minute afkt   -) c+s 

!! jf ;f]eGbf j9L / !^ eGbf sd z'4  zAb k|lt ldg]6 correct words per minute jfkt -! c+s 

!^ jf ;f]eGbf j9L / @$ eGbf sd z'4  zAb k|lt ldg]6 correct words per minute jfkt -@ c+s 

@$ jf ;f]eGbf j9L / #@ eGbf sd z'4  zAb k|lt ldg]6 correct words per minute jfkt    -# c+s 

#@ jf ;f]eGbf j9L / $) eGbf  sd z'4  zAb k|lt ldg]6 correct words per minute jfkt  -$ c+s 

$) jf ;f]eGbf j9L z'4   zAb k|lt ldg]6 correct words per minute jfkt  -% c+s 

 

@=b]jgfu/L Typing skill test sf] nfuL zAbx?sf] Pp6f text lbOg]5 / b]xfo cg';f/ c+s k|bfg ul/g]5 . 

!! eGbf sd z'4 zAbk|lt ldg]6 correct word per minute afkt   -) c+s 

!! jf ;f] eGb j9L / !# eGbf sd z'4 zAb k|lt ldg]6 correct word per minute afkt -# c+s 

!# jf ;f] eGbf j9L / !% eGbf sd z'4 zAb k|lt ldg]6 correct word per minute afkt  -$ c+s 

!% jf ;f] eGbf j9L / !& eGbf sd z'4 zAb k|lt ldg]6 correct word per minute afkt -% c+s 

!& jf ;f] eGbf j9L / !( eGbf sd z'4 zAb k|lt ldg]6 correct word per minute afkt -^ c+s 

!( jf ;f] eGbf a9L  / @! eGbf sd z'4 zAb k|lt ldg]6 correct word per minute afkt -& c+s 

@! jf ;f] eGbf j9L / @# eGbf sd z'4 zAb k|lt ldg]6 correct word per minute afkt  -* c+s 

@# jf ;f] eGbf j9L / @% eGbf sd z'4 zAb k|lt ldg]6 correct word per minute afkt  -( c+s 

@% jf ;f] eGbf j9L / @& eGbf sd z'4 zAb k|lt ldg]6 correct word per minute afkt  -!) c+s 

@& jf ;f] eGbf j9L / @( eGbf sd z'4 zAb k|lt ldg]6 correct word per minute afkt -!! c+s 

@( jf ;f] eGbf j9L / #! eGbf sd z'4 zAb k|lt ldg]6 correct word per minute afkt -!@ c+s 

#! jf ;f] eGbf j9L / ## eGbf sd z'4 zAb k|lt ldg]6 correct word per minute afkt -!# c+s 

## jf ;f] eGbf j9L / #% eGbf sd z'4 zAb k|lt ldg]6 correct word per minute afkt  -!$ c+s 

#% jf ;f] eGbf j9L  z'4 zAb k|lt ldg]6 correct word per minute    afkt   -!% c+s 

 

#=formula for calculation of correct word / per minute :  

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

words/minute=total words typed-wrong words)5 for English typing) 

 

Note: cu]|hL jf b]jgfu/L typing skill test sf] nfuL kl/Iffdf lbOPsf] text nfO{ cfwf/ dfgL 6fOk u/]sf] text ;Fu le8fO{ r]s ul/g]5 . 

tTkZrft dfly pNn]lvt criteria adf]lhd c+s lbOg]5 . lbOPsf] cu]|hL jf b]jgfu/L text df pNN]lvt :yfg adf]lhd k/LIffyL{x?n] cfKfmgf] text 

df punctuation 6fOk gu/]sf] kfOPsf]df To;sf] ZfAbdf u0fgf ul/g] 5}g . 
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