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kf7\oqmd of]hgfnfO{ lgDgfg';f/sf b'O{ r/0fdf ljefhg ul/Psf] 5 . 
 
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 (Written Examination)  k"0ff{Í M @)) 

 

kq ljifo k"0ff{Í pQL0ff{Í k/LIff k|0ffnL k|Zg;+Vof X cª\s ;do 

k|yd 

;fdfGo 1fg, 

;+:yfut 1fg / 

;"rgf k|ljlw 

!)) $) 

j:t'ut 
ax'j}slNks  
k|Zg (MCQ) 

%) k|Zg X  ! cª\s $% ldg]6 

ljifout– 

5f]6f] pQ/ cfpg] k|Zg 
^ k|Zg X % cª\s 

! 306f 

#) ldg]6 ljifout– 

nfdf] pQ/ cfpg] k|Zg 
@ k|Zg X !) cª\s 

låtLo  ;]jf ;DaGwL  !)) $) 

ljifout– 

5f]6f] pQ/ cfpg] k|Zg 
$ k|Zg X % cª\s 

# 306f 
ljifout– 

nfdf] pQ/ cfpg] k|Zg 
* k|Zg X !) cª\s 

 

@= låtLo r/0f M k|of]ufTds / cGtjf{tf{ (Practical & Interview)  

 

ljifo k"0ff{Í pQL0ff{Í k/LIff k|0ffnL ;do 
-s_ k|of]ufTds k/LIff %) @%     k|of]ufTds ! 306f 

-v_ cGtjf{tf{ #) – df}lvs  

 

b|i6Jo M   
1. lnlvt k/LIffsf] dfWod efiff g]kfnL jf c+u|]hL cyjf g]kfnL / c+u|]hL b'j} x'g]5 . 
2. k|yd / låtLo kqsf] lnlvt k/LIff 5'§f5'§} x'g]5 .   
3. lnlvt k/LIffdf ;f]lwg] k|Zg;+Vof / cª\sef/ oyf;Dej ;DalGwt kq÷ljifodf tf]lsP cg';f/ x'g]5 .  
4. j:t'ut ax'j}slNks (Multiple Choice) k|Zgsf] unt pQ/ lbPdf k|To]s unt pQ/ afkt @) k|ltzt  cª\s 

s§f ul/g]5 . t/ pQ/ glbPdf To; afkt cª\s lbOg] 5}g / cª\s s§f klg ul/g] 5}g .  
5. 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 .   

6. ax'j}slNks k|Zg x'g] k/LIffdf s'g} k|sf/sf] SofNs'n]6/ (Calculator) k|of]u ug{ kfOg] 5}g .  
7. ljifout k|Zgx¿sf] xsdf Pp6f nfdf] k|Zg jf Pp6} k|Zgsf b'O{ jf b'O{eGbf a9L efu (Two or more part of a 

single question) jf Pp6f k|Zg cGtu{t b'O{ jf b'O{ eGbf a9L l6Kk0fLx¿ (Short Notes) ;f]Wg ;lsg]5 .  
8. ljifout k|Zgdf k|To]s kq÷ljifosf k|To]s v08sf nflu 5'§f5'§} pQ/k'l:tsfx¿ x'g]5g\ . kl/IffyL{n]  k|To]s 

v08sf k|Zgsf] pQ/ ;f]xL v08sf pQ/k'l:tsfdf n]Vg'kg]{5 .   
9. 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 .  

10. k|yd r/0fsf] k/LIffaf6 5gf}6 ePsf pDd]bjf/nfO{ dfq låtLo r/0fsf] k/LIffdf ;lDdlnt u/fOg]5 .  
11. kf7\oqmd :jLs[t ldlt M   
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k|yd kq M ;fdfGo 1fg, ;+:yfut 1fg / ;"rgf k|ljlw 

v08 -s_– #) cª\s  
j:t'ut -#) k|Zg x ! cª\s Ö #)_ 

1. /fHo / ;/sf/ 
1.1 g]kfnsf] ;+j}wflgs ljsf; / g]kfnsf] ;+ljwfg   

1.2 /fHosf ;+/rgfdf ;~rf/–dfWod / ;~rf/sdL{sf] e"ldsf 

1.3 ;'zf;g, kf/bzL{tf / hjfkmb]lxtf 

1.4 ljB'tLo zf;g (e- Governance) 

1.5 nf]stGq, sfg"gL /fHo / gful/s lzIff 

1.6 dfgj clwsf/ / ;dfj]zLs/0fsf ;jfnx¿ 

1.7 ;fdflhs Gofo / ;fdflhs ;"/Iff 

1.8 g]kfnL ;dfhsf ljljw hft÷hflt÷ju{÷;d'bfox?sf] ;fdflhs, ;f+:s[lts, cfly{s cj:yf / 

/xg;xg  

 

2. cfly{s kIfx¿    
2.1 cfly{s kl/;"rsx¿ -cfly{s j[l4, s'n /fli6«o÷ufx{:Yo pTkfbg, k|ltJolQm cfo, Jofkf/  3f6f, 

ljk|]if0f, j}b]lzs nufgL, j}b]lzs ;xof]u_  

2.2 g]kfndf ljsf;sf k"jf{wf/x¿ – s[lif, pBf]u, Jofkf/, ko{6g, oftfoft, ;~rf/, lzIff,  :jf:Yo 

/ ljB't 

2.3 of]hgfj4 ljsf;qmd / rfn' cfjlws of]hgfsf] ;fdfGo hfgsf/L  

2.4 cGt/f{li6«o ;xof]u, a}b]lzs Jofkf/ j}b]lzs nufgL tyf k|ljlw x:tfGt/0f  

 

3. ;+:yfut 1fg / ;DalGwt sfg"gx¿ 
3.1 ;fj{hlgs ;+:yfgsf] kl/ro, ljsf;, pknlJw / Joj:yfkg 

3.2 uf]/vfkq ;+:yfgsf] Oltxf;, p2]Zo, ;+u7gfTds :j?k, ljsf;qmd, jt{dfg cj:yf tyf ultljlwx¿  

3.3 uf]/vfkq b}lgs, uf]/vfkqsf] clen]vLs/0f / o;sf] dxTj 

3.4 uf]/vfkq ;+:yfgsf] k|sfzgaf6 g]kfnsf] ;fdflhs / ;f+:s[lts If]qsf] ljsf;df of]ubfg 

3.5 g]kfndf cfd;~rf/ dfWodsf] ljsf;qmd / jt{dfg cj:yf  

3.6 ljZjdf d'b|0f / 5fkfvfgfsf] Oltxf; tyf g]kfnsf] d'b|0f, 5fkfvfgf / kqklqsfsf] Oltxf;, d'b|0f k|ljlw 

/ g]kfnsf ljleGg lsl;dsf 5fkfvfgfx¿ af/] hfgsf/L 

3.7 uf]/vfkq ;+:yfg P]g, @)!( 

3.8 uf]/vfkq skf]{/]zg lgodfjnL, @)@! 

3.9 uf]/vfkq ;+:yfg sd{rf/L ;]jf zt{ ljlgodfjnL, @)*@  

3.10 sDkgL P]g, @)^#  

3.11 ;fj{hlgs vl/b P]g, @)^#  

3.12 cfly{s sfo{ljlw tyf ljQLo pQ/bfloTj P]g, @)&^  

3.13 ljB'tLo -On]S6«f]lgs_ sf/f]af/ P]g, @)^# / ljB'tLo -On]S6«f]lgs_ sf/f]af/ lgodfjnL, @)^$  

3.14 l8lh6n g]kfn k|]mdjs{, @)&^ 
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1. 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  

 

2. 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)  
 

3. Word Processing 

3.1 Concept of Word Processing  

3.2 Creating, Saving, Opening, Previewing and Printing documents; Changing Default settings  

3.3 Elements of Word Processing Environment (Menu, Toolbars, Status bar, Rulers, Scrollbars)  

3.4 Copying, Moving, Deleting and Formatting text (Font, Size, Color, Alignment, line & paragraph 

spacing); Finding and Replacing text; Setting Page Layout  

3.5 Creating lists with Bullets and Numbering  

3.6 Familiarity with Devanagari fonts 
 

4. Electronic Spreadsheet  

4.1 Concept of Electronic Spreadsheet  

4.2 Organization of Electronic Spreadsheet application (Cells, Rows, Columns, Worksheet, 

Workbook and Workspace)  

4.3 Creating, Opening, Saving, Page Setting, Previewing and Printing Work Book; Changing default 

options 

4.4 Elements of Electronic Spreadsheet Environment (Menu, Toolbars, Status bar, Rulers, Scrollbars)  

4.5 Editing, Copying, Moving, Deleting Cell Contents; Formatting Cells (Font, Border, Pattern, 

Alignment, Number and Protection); Formatting Rows, Column and Sheets  

 

5. Powerpoint Presentation  

5.1 Introduction to presentation application  

5.2 Creating, Opening & Saving Slides  

5.3 Formatting Slides, Slide design, Inserting header & footer  

5.4 Slide Show, Animation  

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

5.6 Use of Antivirus Software 

 

6. 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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låtLo kq M ;]jf ;DaGwL 
v08 -s_ M %) cª\s 

-@ k|Zg x % cª\s_ ± -$ k|Zg x !) cª\s_ 
1. Word Processing 

1.1 Word Processing  

1.2 Creating, Saving, Opening, Previewing and Printing documents; Changing Default settings  

1.3 Elements of Word Processing Environment (Menu, Toolbars, Status bar, Rulers, Scrollbars)  

1.4 Use of Indentation and Tab Setting; Creating Newspaper Style Documents using Column  

1.5 Inserting Header, Footer, Footnotes, Endnotes, Page Numbers, File, Page break, Section break, 

Graphics, Pictures, Charts, Word Art, Symbols & Organization Chart  

1.6 Mail Merge  

1.7 AutoCorrect, Spelling and Grammar Checking, and Thesaurus  

1.8 Security Technique of Documents  

 

2. Electronic Spreadsheet  

2.1 Organization of Electronic Spreadsheet application (Cells, Rows, Columns, Worksheet, 

Workbook and Workspace)  

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

2.3 Using Formula - Relative Cell and Absolute Cell Reference  

2.4 Creating Charts  

2.5 Inserting Header and Footer  

2.6 Importing data from and Exporting into other formats  

2.7 Familiarity with Devanagari/Unicode fonts 

 

3. Computer Network  

3.1 Basic Networking: definition, types, and topologies 

3.2 Connectivity and media: Network cables and connectors  

3.3 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.) 
 

4. 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  
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5. Graphic Design 

5.1 Knowledge of Graphic Design 

5.2 The Principles of Graphic Design 

5.3 History of Graphic Design 

5.4 Graphic Design use in Media House 

5.5 Color and Materials 

5.6 Introduction of Adobe Illustrator, Freehand, CorelDraw 
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6. 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 
 

7. 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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k|of]ufTds k/LIff of]hgf 
(Practical Examination Scheme) 

 

k"0ff{ª\s M %)        pQL0ff{ª\s M @% 

;do M ! 306f 

 
ljifo k"0ff{Í ljifoj:t' zLif{s c+s ;do 

k|of]ufTds k/LIff 
(Practical 

Examination) 

%) 

Word processing % c+s 

! 306f 

Electronic Spreadsheet % c+s 

Gorkhapatra/Rising Nepal Page Layout !% c+s 

Advertisement Size and Design !) c+s 

Photo Editing, Sizing % c+s 
Computer Networking % c+s 
Software /Printers Installation % c+s 

 

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 In Design CS6 

- Creating and Viewing Documents 

- Pages 

- Working with Graphics 

- Formatting Objects 

- Working with Color (CMYK, RGB) 

- Point and Paths 

- Character and Paragraph Formatting 
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- Using Styles 

- Working with Tables 

- Packaging and Printing 

 

4. 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 

 

5. 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.) 

 


