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kf7\oqmdsf] ?k/]vf   M— o; kf7\oqmdsf] cfwf/df lgDgfg';f/ r/0fdf k/LIff lnOg] 5 M 

k|yd r/0f  M—  lnlvt k/LIff      k"0ff{Í M— @)) 

låtLo r/0f M—  -s_ k|of]ufTds k/LIff      k"0ff{Í M— %) 

  -v_ cGtjf{tf{      k"0ff{Í M— #) 

 

k/LIff of]hgf (Examination Scheme) 

 

!= k|yd r/0f M — lnlvt k/LIff        k"0ff{Í M— @)) 

  kq        ljifo    k"0ff{Í ptL0ff{Í k/LIff k|0ffnL k|Zg;+Vof  cÍ ;do 

k|yd 
;fdfGo 1fg 

/ ;]jf ;DjGwL   

100 40 j:t'ut ax'j}slNks k|Zg 

(MCQs) 
%) k|Zg × @ cÍ $% ldg]6 

låtLo 100 40 ljifout   
5f]6f] pQ/ !@ k|Zg × % cÍ @ 306f 

#) ldg]6 nfdf] pQ/ $ k|Zg × !) cÍ 

 

@= låtLo r/0f M — k|of]ufTds k/LIff  / cGtjf{tf{                           k"0ff{Í M— *) 

ljifo k"0ff{Í ptL0ff{Í k/LIff k|0ffnL ;do 

-s_ k|of]ufTds k/LIff 50 25 k|of]ufTds $% ldg]6 

-v_ cGtjf{tf{ 30 – df}lvs   
 

b|i6Jo M 

1. of] kf7\oqmdsf] of]hgfnfO{ k|yd r/0f / låtLo r/0f u/L b'O{ efudf ljefhg ul/Psf] 5 .  

2. k|yd kq / låtLo kqsf] nflu kf7\oj:t' Pp6} x'g]5 . 

3. k|yd / låtLo kqsf] lnlvt k/LIff 5'§f5'§} x'g]5 .   

4. lnlvt k/LIffsf] dfWod efiff g]kfnL jf c+u|]hL cyjf g]kfnL / c+u|]hL b'j} x'g]5 .  

5. j:t'ut ax'j}slNks (Multiple Choice) k|Zgx?sf] unt pQ/ lbPdf k|To]s unt pQ/ afkt @) 

k|ltzt cÍ s§f ul/g]5 . t/ pQ/ glbPdf To; afkt cÍ lbOg] 5}g / cÍ s§f klg ul/g] 5}g . 

6. j:t'ut ax'j}slNks x'g] k/LIffdf k/LIffyL{n] pQ/ n]Vbf c+u|]hL 7"nf] cIf/ (Capital letter) A,B,C,D 

df n]Vg'kg]{5 . ;fgf] cIf/ (Small letter) a,b,c,d n]v]sf] jf cGo s'g} ;ª\s]t u/]sf] eP ;a} 

pQ/k'l:tsf /2 x'g]5 .  

7. ax'j}slNks k|Zgx¿ x'g] k/LIffdf s'g} k|sf/sf] SofNs'n]6/ (Calculator)  k|of]u ug{ kfOg] 5}g .  

8. k/LIffdf ;f]lwg] k|Zg;+Vof, cª\s / cª\sef/ oyf;Dej ;DalGwt kq ÷ljifodf lbOP cg';f/ x'g]5 . 

9. ljifout k|Zg x'g] kqsf xsdf k|To]s v08sf nflu 5'§f5'§} pQ/k'l:tsfx¿ x'g]5g\ . k/LIffyL{n] 

k|To]s v08sf k|Zgx¿sf] pQ/ ;f]xL v08sf] pQ/k'l:tsfdf n]Vg'kg]{ 5 .  

10. o; kf7\oqmd of]hgf cGtu{tsf kq÷ljifosf ljifoj:t''df h];'s} n]lvPsf] eP tfklg kf7\oqmddf 

k/]sf sfg"g, P]g, lgod, ljlgod tyf gLltx¿ k/LIffsf] ldlt eGbf # dlxgf cufl8 -;+zf]wg ePsf 

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

kb{5 . 

11. k|yd r/0fsf] k/LIffaf6 5gf}6 ePsf pDd]bjf/nfO{ dfq låtLo r/0fsf] k/LIffdf ;lDdlnt u/fOg]5 . 

12. kf7\oqmd :jLs[t ldlt M– @)*)÷)*÷!! 
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k|yd / låtLo kq M— ;fdfGo 1fg / ;]jf ;DaGwL 

efu -c_ – ;fdfGo 1fg  

 

1. ;fdfGo 1fg         

1.1 Gf]kfnsf] e"uf]n –w/ftlno :j?k, lsl;d, ljz]iftf, hnjfo', xfjfkfgL / hghLjg 

1.2 Gf]kfnsf k|fs[lts ;|f]t / ;fwgx¿;DjGwL hfgsf/L  

1.3 Gf]kfnsf] O{ltxf;– g]kfnsf] O{ltxf;sf dxTjk"0f{ 36gfx¿  

1.4 g]kfnL ;dfhsf k/Dk/f, ;fdflhs d"No / dfGotf, wd{, hfthflt / efiff 

1.5 g]kfnsf] ;+ljwfg -efu ! / # _  

1.6 Gf]kfnsf] /fhg}lts ljefhg, ;+3 k|b]z / :YffgLo tx ;DjGwL ;fdfGo hfgsf/L  

1.7 lj1fgsf dxTjk"0f{ pknlAwx¿ ;DaGwL ;fdfGo hfgsf/L  

1.8 /fli6«o tyf cGt/f{li6«o dxTjk"0f{ ;d;fdlos 36gfx¿  

1.9 ljleGg cfwf/e"t j}1flgs kl/df0f / ltgsf] dfkg (Measurement) CGS, MKS, 

FPS, SI System,  OTofbL ;DaGwL 1fg  

 

2. ;fwf/0f ul0ft       

2.1 hf]8, 36fp, u'0fg, efu, k|ltzt, gfkmf gf]S;fg 

 

3. ;+:yfut 1fg        

2.2 g]kfn cfon lgudsf]] kl/ro, p2]Zo / sfo{If]q  

2.3 g]kfn cfon lgud lnld6]8 k|aGwkq tyf lgodfjnL  

2.4 g]kfn cfon lgud lnld6]8sf] sd{rf/L k|zf;g ;DjGwL ljlgodsf] ljbf, cfr/0f 

/ ljefuLo sf/jfxL ;DjGwL 

2.5 k]6«f]lnod kbfYf{, vl/b, e08f/0f, u'0f:t/ k/LIf0f, nf]l8ª, cgnf]l8ª, las|L 

ljt/0f, 6}s, 6«s nlsª k|0ffnL ;DjGwL ;fdfGo hfgsf/L  

 

efu -cf_ – ;]jf ;DaGwL  

 

Section (A)  

 
1. Computer Fundamentals 

 1.1 Introduction to Computer Systems: 

 1.2 Hardware: Definition of Hardware 

  1.2.1 Input devices: Keyboard, Mouse, Scanner, etc. 

  1.2.2 CPU: Arithmetic Logic Unit (ALU), Control Unit (CU), Memory Unit (MU) 

  1.2.3 Output devices: Monitor, Printer, etc. 

  1.2.4 Storage devices: Primary & Auxiliary Memory 

  1.2.5 Others: Network card, Modern, Sound card, etc. 

 1.3 Software: Introduction to Computer Software, Operating Systems, Programming 

Languages and Application software. 
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 1.4 BIOS, Firmware and cache memory concept 

 1.5 Concept of computer viruses and remedies 

 1.6 Concept of Multimedia, Hypermedia 

 1.7 IT Policy of Nepal 

 1.8 Computer networking; Introduction to Networking 

  1.8.1 Types of Network like LAN, MAN, WAN 

  1.8.1 Concept about Email, Internet, Extranet and Intranet 

  1.8.3 Introduction to Network Media, Topology and protocol 

  1.8.4 Setting up Microsoft Network, IP address & Subnet mask concept 

  1.8.5 Internet connection types: Dial-up, Broadband link, WiFi, ADSL 

 

2. Operating System 

 2.1 Introduction to operating system 

 2.2 Types of operating system 

 2.3 Functions of operating system 

 2.4 Disk Operating system (DOS) 

  2.4.1 Introduction to DOS 

  2.4.2 Types of DOS commands: External & Internal 

  2.4.3 Use of common DOS commands 

  2.4.4 Concept of File, Directory and pathname 

  2.4.5 Wildcards 

 2.5 Windows 

  2.5.1 Introduction and version of Windows Operating System 

  2.5.2 Use of Mouse and Menu in Windows Environment 

  2.5.3 Manipulating Windows and Taskbar 

   How To Minimize, Maximize, Close, Move, Resize And Restore the 

Windows. How To Move, Auto hide And Resize the Taskbar 

  2.5.4 Use of windows utilities 

   Using Windows Accessories, How to Use Standard Calculator, paint, drawing 

tools, notepad 

  2.5.5 Use of getting windows help 

   How to use a help topic, index help, search help, help button 

  2.5.6 Changing windows environment 

   Changing the mouse settings, windows screen display, display, desktop 

wallpaper, screen saver, etc. 

  2.5.7 Changing the date/ time and regional settings 

  2.5.8 Managing files 

   Viewing the files using window explorer, open windows explorer, view folders 

and files from the hierarchical structure, select different views for files and 

folders, view file extensions 

  2.5.9 Managing Files and Folders 

  2.5.10 Managing Recycle Bin 

  2.5.11 Searching files 

   Search using file name, with exact match, with the wild card perform 

content search 

  2.5.12 Managing windows shortcuts 

  2.5.13 Managing hardware and software 

   Installing New Hardware: Modem, Connect to the Internet Via Modem 

Remove Hardware, Installing New Software, Add New Windows Programs, 

Remove a Windows Application, Start Programs of Startup. 
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  2.5.14 Tuning and maximizing performance 

   Check and Fix File System Errors, Scan and Recover Bad Sectors 

Defragment Hard disk 

  2.5.15 Exploring windows security and networking 

   Managing User: Add A New User, Create A New Group, Add User To A 

Group, Log Off Windows, Log On Windows (log on as another user), Lock 

And Unlock Computer, change the password 

   Sharing documents and folders: Share files on the network using simple file 

sharing, Share printer on the network, Connect to a network printer, Disable 

Simple File Sharing, set up access control lists (ACL) for the shared folder, 

change File Permission or NTFS Permission, Set Security Options to a 

Shared Folder 

 

3. Word Processing: 

 3.1 Concept of word processing 

 3.2 Familiar with the MS-Word screen menu 

  Starting Word, Show Or Hide Tool bars, Move Toolbar and Menu Bar 

  Use Shortcut Menu Using Right mouse Click, Use Shortcut key 

 3.3 Getting help: Use of Office Assistant Help, Contents Help 

 3.4 Creating, Opening, Saving and closing the documents 

 3.5 Starting to use work 

  Inserting and Overtyping Text, Viewing a Document, Selection 

  Techniques, Moving and Copying Text, Deleting Text, Using UNDO/REDO 

 3.6 Formatting font 

  Changing the Font and Font Size, Character Formatting, Using Font Dialog Box, 

using Format Painter, Changing Case, Using Drop Caps, Using Text Animation 

Effects 

 3.7 Formatting paragraph 

  Aligning Text In A Document, Indenting, Creating Bulleted and Numbered Lists, 

Adjusting Line Or Paragraph Spacing, Adding Border And Shading To Paragraph, 

Using Tab 

 3.8 Formatting Page 

  Setting Page Margins, Paper Size and Page Orientation, Creating Page 

  Break, Creating Section Break, Creating Headers, Footers and Page 

Numbers 

 3.9 The Final document 

  Proofing your document, previewing and printing your document 

 3.10 Working with tables 

  Creating, Selecting, resizing a Tables, Adding and Deleting Columns and Row, 

Formatting Tables, Performing Calculation 

 3.11 Working with styles 

  Creating Styles, Applying A Different Style. Managing Styles 

 3.12 Working with graphics 

  Inserting And Formatting Text Boxes, Adding Auto Shape 

  Inserting Pictures And Word Art, Creating Watermark 

 3.13 Creating mail merge and labels 

  Creating Mail Merge, Selecting Specific Records To Merge, Creating Lables 

 3.14 Working with columns 

  Creating Columns, Formatting Columns 

 3.15 Using templates and macros 
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 3.16 Working with outlines and long documents 

  Creating Footnotes And Endnotes, Creating a Table of Contents 

  Organizing a Document in Outline View 

 3.17 Working with object linking and embedding (ole) 

  Creating Linked And Embedded Object, Editing Linked And Embedded Object 

 3.18 Working with online forms 

 3.19 Creating web pages with word 

 

Section (B)  

4. Electronic Spreadsheet (MS-Excel) 

 4.1 Concept of electronic spreadsheet 

 4.2 Organization of Excel Spreadsheet (Cell, Rows, Columns, Worksheet, Workbook 

and Workspace) 

 4.3 Getting Familiar with the Excel Screen and help 

  Moving Around Your Cursor, Selecting Range In Workbook, .Entering Data into 

Worksheet 

 4.4 Performing calculations 

  Using Simple Formula and Simple functions, Using Auto Calculate and Labels. 

 4.5 Managing worksheet and workbook information 

  Managing Worksheet Information: Cut and Paste, 'Drag And Drop, Copy And 

Paste, Drag And Drop, Insert A New Row, Insert Multiple Rows, Delete Rows, 

Insert A New Column, Insert Multiple Columns, Delete Columns, Insert A Cell 

 4.6 Formatting worksheet 

  Adjusting Column Width/ Row Height, Formatting Cell Using Toolbar; Formatting 

Cell Using Menu Options 

 4.7 Creating chart 

  Change Chart Title, X axis and Y axis Title, Change Gridlines Change Legend 

Options; Change Data Labels; Add Data Table Delete Data Series; Add Data Series 

Using Mouse, Delete Chart; Formatting Chart 

 4.8 Setting up page and print 

  Setting Up Page, Change Page Orientation, Change Scaling, Change Paper Size, 

Change Page Margin, Align To Center of Page, Add Header! Footer previewing and 

Printing, Print preview, Print Active Sheets, Print Selected Cells, Print Chart 

 4.9 Validating and protecting worksheet and workbook 

  Protecting Worksheet Style And Content, Protecting Your Workbook From 

Unauthorized Users Access 

 4.10 Using workgroup features 

  Add Comment into a Cell, Show/Hide Comment Indicators, Edit And Delete 

Comments Sharing Workbooks: Enable Workbook Sharing, Disable Workbook 

Sharing, Copies of Shared Workbook, Track Changes in Shared Workbook, Accept 

or Reject Changes 

 4.11 Creating pivot table and analyzing data 

  Creating Pivot Table, Updating pivot Table, Modifying Calculated Field in pivot 

Table, Creating Chart From Pivot Table 

 

5. Database System 

 5.1 Introduction to data, database and DBMS 

 5.2 Basic Concept of Tables, Forms, Query, Macro 

 5.3 Basic concept of Records, relationships and indexing, Keys 

 5.4 Introduction to MS- Access 
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 5.5 Data Types 

 5.6 Creating, Modifying & Deleting Tables and Formatting 8: validating Field Data 

 5.7 Creating, Modifying & Deleting & Using Simple Queries 

 5.8 Creating, Modifying & Deleting Forms/ reports/ Macros 

 

 

6. Presentation System 

 6.1 Introduction to MS-Power Point 

 6.2 Creating, Opening & saving Slides  

 6.3 Formatting Slides  

 6.4 Slide Show  

 6.5 Inserting Clip Art, Picture, Tables. Chart, Graphs, Organization, Chart, etc. 

 

7. Web Page Designing 

 7.1 Introduction to HTML 

 7.2 Tags 

 7.3 Skeleton & Flesh 

  7.3.1 Text 

  7.3.2 Hyperlinks 

  7.3.3 Images 

  7.3.4 Lists & Forms 

  7.3.5 Tables 

  7.3.6 Frames 

 
k|yd kqsf] nflu oyf;Dej lgDgfg';f/ k|Zgx¿ ;f]lwg] 5 . 

k|yd kq -j:t'ut_ 

efu  ljifo v08  k/LIff k|0ffnL cÍef/ k|Zg ;+Vof   

-c_ 

;fdfGo 1fg 

 

j:t'ut ax'j}slNks 

k|Zg (MCQs) 

@) !) k|Zg × @ cÍ = @) 

;fwf/0f ul0ft !) % k|Zg × @ cÍ = !) 

;+:yfut 1fg  @) !) k|Zg × @ cÍ = @) 

-cf_ ;]jf ;DjGwL 

A @^ !# k|Zg × @ cÍ = @^ 

B @$ @% k|Zg × @ cÍ = @$ 

 

låtLo kqsf] nflu oyf;Dej lgDgfg';f/ k|Zgx¿ ;f]lwg] 5 . 

låtLo kq -ljifout_ 

efu  ljifo v08  k/LIff k|0ffnL cÍef/ k|Zg ;+Vof   

-cf_ ;]jf ;DjGwL 

A 

ljifout 

%) 
^ k|Zg × % cÍ 

@ k|Zg × !) cÍ 

B %) 
^ k|Zg × % cÍ 

@ k|Zg × !) cÍ 
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k|of]ufTds k/LIff of]hgf  

!= ;do M $% ldg]6 

@= k|Zg ;+Vof M & j6f -;a} clgjfo{_ 

#= k"0ff{Í M %) 

$= pQL0ff{Í M @% 

%= k|Zgsf] lgdf{0f, k|Zgef/ (Weightage)  / ;dosf] ljj/0f 

 

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 

35 

4.  Electronic Spreadsheet 1 10 

5.  Database Management System 1 4 

6.  Presentation System 1 3 

7.  Webpage Designing 1 3 

 Total 7 50  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  


