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Computer Fundamentals

1.1 Definition, History, Generation, Characteristics, Types & Applications of Computers
1.2 Overview of a computer system :
1.2.1 Data and data processing
1.2.2 Hardware: Definition; Input Unit, CPU, Output Unit; Storage devices: Primary & Auxiliary
Memory
1.2.3 Software: Definition; Types of Software; Programming Language& its types
1.3 Concept of Multimedia
Operating System
2.1 Introduction to Operating System
2.2 Types of Operating System
2.3 Functions of Operating Systems
2.4 Windows Operating System

2.4.1 Basic Windows Elements - Desktop, Taskbar, My Computer, Recycle Bin,
2.4.2 Starting and shutting down Windows

2.4.3 File Management with Windows Explorer

2.4.4 Windows applications: (Control Panel, Character Map, Paint)

Word Processing

3.1
3.2
33
3.4

3.5
3.6

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

Familiarity with Devanagari fonts

Electronic Spreadsheet

4.1
4.2

4.3

4.4
45

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

Powerpoint Presentation

5.1 Introduction to presentation application

5.2 Creating, Opening & Saving Slides

53 Formatting Slides, Slide design, Inserting header & footer

54 Slide Show, Animation

5.5 Inserting Built-in picture, Picture, Table, Chart, Graphs, and Organization Chart etc.
5.6 Use of Antivirus Software

IT Policies in Nepal

6.1 History of IT in Nepal

6.2 IT Policy of Nepal, 2072

6.3 Copyright Act, 2059
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Word Processing

1.1
1.2
1.3
1.4
1.5

1.6
1.7
1.8

Word Processing

Creating, Saving, Opening, Previewing and Printing documents; Changing Default settings
Elements of Word Processing Environment (Menu, Toolbars, Status bar, Rulers, Scrollbars)

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

Electronic Spreadsheet

2.1

2.2
23
24
2.5
2.6
2.7

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

Generating Series; Sorting and Filtering Data; Summarizing Data with Sub Totals

Using Formula - Relative Cell and Absolute Cell Reference

Creating Charts

Inserting Header and Footer

Importing data from and Exporting into other formats

Familiarity with Devanagari/Unicode fonts

Computer Network

3.1 Basic Networking: definition, types, and topologies
3.2 Connectivity and media: Network cables and connectors
33 Introduction to Network Devices (Hub, Switch, Router, Gateway etc.)
3.4 Network cabling and cable testing
3.5 Familiarity with IP Addressing
3.6 Concept of E-mail/Internet/Extranet/Intranet, World Wide Web (WWW)
3.7 Familiarity with internet browsers (Internet explorer, Firefox, Google Chrome, etc.)
Cyber Security
4.1 Introduction to Cyber Security
4.2 Common security threats: Social engineering; Distributed Denial of Services; Viruses, etc.
4.3 Security Mechanisms
4.4 Identity and Access Control
4.5 Use of Firewalls, IDS and IPS
4.6 Email Filtering
gusg (@) : 40 ASH
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Graphic Design
5.1 Knowledge of Graphic Design
5.2 The Principles of Graphic Design
53 History of Graphic Design
5.4 Graphic Design use in Media House
5.5 Color and Materials
5.6 Introduction of Adobe Illustrator, Freechand, CorelDraw
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Adobe Indesign
6.1 Introduction to Adobe In Design CS6
6.2 Creating and Viewing Documents
6.3 Pages
6.4  Working with Graphics
6.5 Formatting Objects
6.6 Working with Color (CMYK, RGB)
6.7 Point and Paths
6.8 Character and Paragraph Formatting
6.9 Using Styles
6.10  Working with Tables
6.11  Packaging and Printing
Adobe Photoshop
7.1 Introduction to Adobe Photoshop CS6
7.2 Know about Selection Tools
7.3 Know about Clone Stamp and Eraser Tools
7.4 Image size and Resolution
7.5 Image Retouching (Brightness, Contrast, Color Balance)
7.6 Knowledge of file extensions (JPEG, TIFF, PNG, PDF, PSD)
7.7 Working with Layer and Layer Style
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Contents

1.  Word processing
- Creating, saving and opening documents
- Typing in Devanagari and English
- Copying, Moving, Deleting and Formatting Text
- Paragraph formatting (alignment, indentation, spacing etc.)
- Creating lists with Bullets and Numbering
- Creating and Manipulating Tables
- Borders and Shading
- Creating Newspaper Style Documents Using Column
- Security Techniques of Document
- Inserting header, footer, page number, Graphics, Pictures, Symbols
- Page setting, previewing and printing of documents
- Mail merge

2.  Electronic Spreadsheet
- Organization of Electronic Spreadsheet applications (Cells, Rows, Columns, Worksheet, Workbook
and Workspace)
- Creating, Opening and Saving Work Book
- Editing, Copying, Moving, Deleting Cell Contents
- Formatting Cells (Font, Border, Pattern, Alignment, Number, Protection, Margins and text wrap)
- Formatting Rows, Column and Sheets
- Using Formula with Relative and Absolute Cell Reference
- Using Basic Functions (IF, SUM, MAX, MIN, AVERAGE etc)
- Sorting and Filtering Data
- Inserting Header and Footer
- Page Setting, Previewing and Printing

3.  Adobe Indesign
- Introduction to Adobe InDesign CS6
- Creating and Viewing Documents
- Pages
- Working with Graphics
- Formatting Objects
- Working with Color (CMYK, RGB)
- Point and Paths
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- Character and Paragraph Formatting
- Using Styles
- Working with Tables
- Packaging and Printing
Adobe Photoshop

- Introduction to Adobe Photoshop CS6

- Know about Selection Tools

- Know about Clone Stamp and Eraser Tools

- Image size

- Image Retouching (Brightness, Contrast, Color Balance)

- Knowledge of file extensions (JPEG, TIFF, PNG, PDF, PSD)
- Working with Layer

Computer Network

- Basic Networking: definition, types, and topologies

- Connectivity and media: Network cables and connectors

- Introduction to Network Devices (Hub, Switch, Router, Gateway etc.)

- Network cabling and cable testing

- Familiarity with IP Addressing

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

- Familiarity with internet browsers (Internet explorer, Firefox, Google Chrome, etc.)



