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e Operating System ¥8S BIAT FANT T+ FaF |

° Wﬂ?’(ﬂ“}? Printer, Multimedia S7919d 3771 Accessories 1 YORT T4 ga |
Word Processor &1 JANT T STAYTaHAT HATEAR Documents T TH FF |
o Electronic Spreadsheet T T Data Processingﬁﬁ? T FF |

o  Software 4T Hardware Install/Unmstall 991 7§I§'4/C<Jnﬁgul'atiozi T AqF |
e Presentation € Graphics Designing Tra=ql qArg w5 T aie |
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| SN | No. of Questions . No.of Marks Time (Minutes)
o | Questions
1 Word Processing . ) _ V1 4 10
}:_ f\_ullectro_nic Spreadsﬁeef """" : H __ 1 4
3 | Presentation System 1 2
4 | Computer Networking 1 a 10
5 | Multimedia 1 2
6 | Basic Computer Repair and maintenance | 1 4
7 | Nepali Unicode Typing 1 5 o
8 |EnglishTyping 1 s
e 5 = 5 —

YANTICHSE UCETH] Typing Skills Test for fBfer:

9. Jredt 'ﬂﬁﬁ'ﬁg Typing Skill Test F1 T 300 IETFEHT UIAT Text%ﬁqﬁa T REM HUR
AF FEH TG
F YW TTET HH g 5% fe ﬁﬁ? (Correct Word Per Minute) &9d -0 ¥
WY oa ur weE g T 4o 9T ¥ 7 ET gt f=2 (Correct Word Per Minute)
I 9 AF




W o A A A T QY WS E ay 9 9y BN (Correct Word Per Minute)

aTT 3 HE
¥ QY H1E 9T 93T X 30 WRET FW YT 9 SR fIRE (Correct Word Per Minute)
g0 20 A1 9 weEl € T Yy uRE &9 9 9eE Ufd T (Correct Word Per Minute)
T ¥ HF

T3y AT Ar weEr gh 917 95¢ 9id FFE (Correct Word Per Minute) 198 ¥ 3%

<. English Typing Skill Test 1 #HT X% T5T86HT U Text ey T e aqew o
R IGRET

F) o T EH G 95T U T (Correct Word Per Minutey ST -0 3
[ - 1| {'" LAl E{?ﬁ T 9% ‘T—F’"’T TH I il ¥Tsa gxf:ﬁ ﬁﬁ?_' (Coneet Word Per Minute) =90 §

T Q& A A WET G T Ly W FH T 58 R FINE (Comect Word Per Minutey ETTT 3
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3. Farmula for calculation of correct word/minute
Correct words/minute= (Total Words Typed-wrong words)/5 (for Nepali Unicode Typing)

Correct words/minute= {Total Words Typed-wrong words)/5 (for English Typing)
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1. Ward Processing
o Concept of Word Processing
a Types of Word Processing
o Introduction to Word Processor
L Creating. Saving and Opening the documents
= Elements of Word Processing Environment (Menu, Toolbars, Status bar, Rulers,
Scrollbars, ete.)
= Copying.  Moving, Deleting and  Formatting  Text  (Font, Size,
Color, Alignment, line & paragraph spacing)
" Finding and Replacing Text
" Familiar with Devnagar Fonts
" Creating hists with Bullets and Numbering
. Creating and Manmpulating Tubley
. Borders and Shading
n Use of Indentation and Tab Setting
. Creating Newspaper Stvle Documents Using Column
" Inserting Header, Footer. Footnotes. Endnotes, Page Numbers, File, Page break, Section
break, Graphics, Pictures, Charts, Word Art. Symbols & Organization Chart
» Opemng & Saving different tyvpes of document
a Changing Default settings
» Mail Merge
" AutoCorrect, Spelling and Grammar Checking, and Thesaurus
. Customizing menu & toolbars
" Security Technique of Documents
" Master Document, Cross Reference, Index. Table of Content.
» Setung Page Layout, Previewing and Printing Documents
2. Electronic Spreadsheet

00

Concept of Electronic Spreadsheer
Types of Electronic Spreadsheet
Organization of Electronic Spreadsheet application (Cells, Rows, Columns, Worksheet,

Workbaok and Workspace)




o

K
o Introduction to spreadsheet application ' e
' Creating, Opening and Saving Work Book
. Elements of Electronic Spreadsheet Environment (Menu, Toolbars, Status bar,
Rulers, Scrollbars. etc.)
" Editing, Copying, Moving. Deleting Cell Contents
. Familiar with Devnagari Fonts
® Formatting Cells (Font, Border. Pattern, Alignment. Number and Protection)
. Formatting Rows, Column and Sheets
] Using Formula - Relative Cell and Ahsolute 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
J Customnizing Menu & Toolbars
. Importing from and Exporting into other Formats
. Pivot Table. Goal Seek. Scenario & Audit
L}

Page Setting, Previewing and Printing

3. Presentation System

Introduction to presentation application

Creating, Opening & Saving Slides

Formatting Slides

Shide Show

Animation .
Inserting Built-in picture, Picture, Table, Chart, Graphs, Organization Chart etc.

Computer Networking

Introduction to Networking
Types of Network (LAN, MAN, WAN etc.)

Concept of E-mail / Internet / Extrane! / Intranet, World Wide Web (WWW)
Familianty with internet browsers (example: Internet explorer, Firefox, Opera,
Satari, Google Chrome etc.)

Introduction to IP address, subnet mask and default gateway

Introduction to Network Media, Topology and Protocol

Setting Up Microsoft Network
Dial-Up Netwaorking




S. Typing

*  English
* Nepali (Romanized Unicode, Traditonal Umicode, Preeti)

6. Multimedia-2

= Setting and managing up audio device
*  Recording video
*  Normal video editing

7. Basic Computer Repair and Maintenance

Basic troubleshooting
Peripheral Devices
Adding devices and printers (Local and Networked) -
Understanding computer storage

Networking (Ethernet, MAC Address, IP address, ng}
® language Setup

= Power Management

e



