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पाठ्यक्रमको रूपरेखााः यस पाठ्यक्रमको आिारमा धिम्पिािसुार चरणमा परीक्षा धलइि ेछाः  

 

प्रथम चरणाः÷ धलखखत परीक्षा      पूणाफङ्काः÷ ५० 

द्वितीय चरण÷ (क) प्रयोगात्मक      पूणाफङ्काः  ५० 

(ख) अन्तवाफताफ      पूणाफङ्काः  २०  

प्रथम चरण÷ धलखखत परीक्षा योजिा (Examination Scheme) 

 

ववषय पूणाफङ्क उत्तीणाफङ्क परीक्षा प्रणाली प्रश्न सङ्ख्या x अङ्कभार समय 

कम्प्यटुर 
सम्पबन्िी  

५०  २०  

वस्तगुत बहवैुकखपपक 

(Multiple Choice) 
५० x १Ö ५० ४५ धमिेट  

 

 

द्वितीय चरण÷    

 

ववषय पूणाफङ्क उत्तीणाफङ्क परीक्षा प्रणाली समय 

(क) प्रयोगात्मक परीक्षा  ५० २५ प्रयोगात्मक ४५ धमिेट 

(ख) अन्तवाफताफ २० 
– मौखखक  

– 

 

kf7\oqmdsf] p2]ZoM– 

 b]jgfu/L / अङ्ग्रजेी df bIftf k"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] .

 

द्रष्टव्याः 
१.  वस्तगुत बहवैुकखपपक (Multiple Choice)  प्रश्नहरूको गलत उत्तर द्वदएमा प्रत्येक गलत उत्तर बापत २० 

प्रधतशत अङ्क कट्टा गररिेछ। तर उत्तर िद्वदएमा त्यस बापत अङ्क द्वदइिे छैि र अङ्क कट्टा पधि गररिे छैि। 

२.  कुिै पधि प्रकारको क्यापकुलेटर (Calculator) र ववद्यतुीय उपकरणहरू (Electronic devices)  परीक्षा हलमा 
लैजाि र परीक्षामा प्रयोग गिफ पाइिे छैि। 
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३. पाठ्यक्रममा रहेका पाठ्याांशहरूबाट देहाय अिसुार प्रश्नहरू सोधििे छाः 
 

Course Unit Topics No. of Questions 

1 Computer Fundamental 9 

2 Operating System 5 

3 Word processing 14 

4 Electronic Spreadsheet 12 

5 Database Management System 3 

6 Presentation System 2 

7 Periodic plan  1 

8 English 2 

9 Nepali 2 
 Total: 50 

 

४. प्रयोगात्मक परीक्षाका प्रश्नसङ्ग्ख्या धिम्पिािसुार हिुछेाः 
 

SN Topics No. of Questions Marks Time(Minutes) 

1 Nepali Unicode 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 

 

५. प्रथम चरणको धलखखत परीक्षाबाट छिौट भएका उम्पमेदवारहरूलाई मात्र द्वितीय चरणको अन्तवाफताफमा सखम्पमधलत 
गराइिेछ। 

६. पाठ्यक्रम लागू धमधताः- 
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पत्र/ववषयाः  सेवा सम्पबन्िी 

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 code reader 

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. Liveware 

1.2.5. Firmware 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. Electronic Transaction 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. Introduction to GUI 

2.5.2. Introduction of Windows Operating System 

2.5.2.1. Basic Windows Elements - Desktop, Taskbar, My Computer, Recycle Bin, 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, Recycle bin, Paint etc.) 
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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 software/hardware 

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 defragmenter, 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, Status bar, 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's equations, linkage of other documents 

3.3.15. AutoCorrect, 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 Spreadsheet (Worksheet) 

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, 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 
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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. Database System 

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/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-in picture, Picture, Table, Chart, Graphs, and Organization Chart etc. 

 

7. Periodic plan of Bagamati Province(Related to Information and communication) 

 

8. अङ्ग्रजेी : Knowledge on writing correct English sentence, letter, and report according to English 

grammar based on the following syntactic functions: 
a. Parts of Speech:  

i. Noun 

ii. Pronoun   

iii. Adjective     

iv. Determiner   

v. Verb   

vi. Adverb     

vii. Preposition   

viii. Conjunction and   

ix. Interjection 
b. Infinitive and gerund, reported speech and tense 

 

9. िपेाली: िेपाली भाषामा स्तरीय लेखिको लाधग आवश्यक पिे व्याकरण अिरुूप शदु्धा शवुद्ध बिाउिे । यसका 
लाधग धिम्पि ववषयमा ध्याि केखन्द्रत गिे: 

वणफववन्यास, पदसङ्गधत, िाम, सवफिाम, वक्रयापद, ववशेषण, काल, वाच्य, पदवगफ, अिकुरणात्मक शब्द, 
कारक र ववभखि, वचि, परुुष, धलङ्ग, उपटो अथफ आउिे शब्द, पयाफयवाची शब्द, तत्सम शब्द, तद्भव 
शब्द, आगन्तकु शब्द, उपसगफ लागेर धिधमफत शब्दहरू, प्रत्यय लागेर धिधमफत शब्दहरू, समास भएर धिधमफत 
शब्दहरू, द्वित्व भएर धिधमफत शब्दहरू, ह्रस्व दीर्फ, श, ष, स लगायतका व्याकरणगत शदु्ध लेखिशैलीमा 
केखन्द्रत ववषयहरू सवहतको िेपाली शदु्धाशवुद्धको ज्ञाि। 

 

---The end--- 
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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/ c+s 

k|bfg ul/g]5M– 

* eGbf sd z'4 zAb k|lt ldg]6 -Correct Words/Minute_ jfkt – ) c+s 

* jf ;f]eGbf a9L / !^ eGbf sd z'4 zAb k|lt ldg]6 -Correct Words/Minute_ jfkt – ! c+s 

!^ jf ;f]eGbf a9L / @$ eGbf sd z'4 zAb k|lt ldg]6 -Correct Words/Minute_jfkt – @ c+s 

@$ jf ;f]eGbf a9L / #@ eGbf sd z'4 zAb k|lt ldg]6 -Correct Words/Minute_jfkt – # c+s 

#@ jf ;f]eGbf a9L / $) eGbf sd z'4 zAb k|lt ldg]6 -Correct Words/Minute_jfkt – $ c+s 

$) jf ;f]eGbf a9L z'4 zAb k|lt ldg]6 -Correct Words/Minute_ jfkt – % c+s 

 

@= b]jgfu/L Typing Skill Test sf] nflu $)) zAbx?sf Pp6f Text  lbOg]5 / b]xfo cg';f/ c+s 

k|bfg ul/g]5M– 

!! eGbf sd z'4 zAb k|lt ldg]6 -Correct Words/Minute_ jfkt – ) c+s 

!! jf ;f]eGbf a9L / !# eGbf sd z'4 zAb k|lt ldg]6 -Correct Words/Minute_ jfkt – # c+s 

!# jf ;f]eGbf a9L / !% eGbf sd z'4 zAb k|lt ldg]6 -Correct Words/Minute_ jfkt – $ c+s 

!% jf ;f]eGbf a9L / !& eGbf sd z'4 zAb k|lt ldg]6 -Correct Words/Minut_ jfkt – % c+s 

!& jf ;f]eGbf a9L / !( eGbf sd z'4 zAb k|lt ldg]6 -Correct Words/Minute_ jfkt – ^ c+s 

!( jf ;f]eGbf a9L / @! eGbf sd z'4 zAb k|lt ldg]6 -Correct Words/Minute_ jfkt – & c+s 

@! jf ;f]eGbf a9L / @# eGbf sd z'4 zAb k|lt ldg]6 -Correct Words/Minute_ jfkt – * c+s 

@# jf ;f]eGbf a9L / @% eGbf sd z'4 zAb k|lt ldg]6 -Correct Words/Minute_ jfkt – ( c+s 

@% jf ;f]eGbf a9L / @& eGbf sd z'4 zAb k|lt ldg]6 -Correct Words/Minute_ jfkt – !) c+s 

@& jf ;f]eGbf a9L / @( eGbf sd z'4 zAb k|lt ldg]6 -Correct Words/Minute_ jfkt – !! c+s 

@( jf ;f]eGbf a9L / #! eGbf sd z'4 zAb k|lt ldg]6 -Correct Words/Minute_ jfkt – !@ c+s 

#! jf ;f]eGbf a9L / ## eGbf sd z'4 zAb k|lt ldg]6 -Correct Words/Minute_ jfkt – !# c+s 

## jf ;f]eGbf a9L / #% eGbf sd z'4 zAb k|lt ldg]6 -Correct Words/Minute_ jfkt – !$ c+s 

#% jf ;f]eGbf a9L z'4 zAb k|lt ldg]6 -Correct Words/Minute_ jfkt – !% c+s 

 

 

3. Formula for calculation of correct word/minute:- 
 

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

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

 

Note:- अङ्ग्रेजी  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 pNn]lvt Criteria jdf]lhd c+s 

lbOg]5 . lbOPsf] अङ्ग्रेजी  jf b]jgfu/L Text df pNn]lvt :yfg adf]lhd k/LIffyL{x?n] cfkmgf] 

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


