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· k"0ff{Í ^% df Go"gtd #@=% cÍ k|fKt u/]sf pDd]bjf/x?sf] of]Uotf;"rL tof/ ul/g]5 . 

· k|of]ufTds k/LIffsf] #% k"0ff{Í x'g]5 . k"0ff{Í #% df Go"gtd !&=% cÍ k|fKt u/]sf pDd]bjf/x?sf] of]Uotf;"rL tof/ ul/ cGt/jftf{sf] nflu 5gf}6 ul/g]5 .

· ;a} k|Zgsf] cÍ ;dfg x'g]5 . o;  kf7\oqmddf  h];"s}  n]lvPsf]  ePtf  klg  k|To]s  ljifodf  k/]sf  P]g  lgodx?  k/LIffsf]  ldlt  eGbf  #  -tLg_  dlxgf cuf8L  ;+zf]wg  ePsf]  / vf/]h  ePsf]  hltsf]  xsdf  ;+zf]wg  jf  vf/]h  eO{  sfod  /x]sfnfO{  o;  kf7\oqmddf  k/]sf] ;Demg"  kg]{5  .
· k/LIffsf] dfWod g]kfnL jf c+u|]hL x'g]5 .

1. Operating Systems and their installations             



 7.5 x 2=15
a. Introduction, Types and functions of operating system

Microsoft windows

b. Elements of windows

c. Desktop, Taskbar, My computer, Recycle bin, briefcase

d. Starting and shutting down windows

e. Folders and File management with Windows Explorer

f. Customizing Windows-Instaling Fonts, Display setting, Instaling and Un-Instaling Windows

g.  Windows Application

h. Notepad, Word pad, Ms-Paint, MS DOS prompt, Calculator

2. Application Programs and Installation 




7.5 x 4=30
(a) Microsoft Office

· MS Word

Introduction, Creating Saving and Opening the document
MS Word Environment (Menu, Toolbar, Status bar, Rulers, Scroll bar etc.)

Coping, Moving, Deleting and Formatting Text

Using various Nepali Fonts

· MS Excel 
MS Excel concept
Organization of Excel spreadsheet (cell, Rows, Columns Worksheet)
Elements of MS Excel Environment (Menu, Toolbar, Status bar, Rulers, Workspace)

Formatting, Editing, Coping, Moving, Deleting cell contents, in- setting Header and Footer Sorting and Filtering data
Using formulae, Simple Calculation and creating charts from excel data and grphic presentation
Page setting

· MS Powe Point 

Concept and use of Power point

Slide show

Background, Auto Content Wizard and Auto Clipart

Custom Animation

(b) Simple Photo Editing Software

Toolbar Shortcut, Chnnel Platte, Prepare Image, JPEG Files, Printing

(c) Email / Internet

Concept and use of E-mail in daily work

Sending & receiving Mail

(d) Antivirus Programs 

Concept of virus and Antivirus Programs

Antivirus Programs Installation, Use and Update 
3. Typing Speed








5x2=10
Formating Tool.

Using various Devenagari fonts / Font changing

Colors (Foreground color / Background color)

Insert of Objects, Images and Graphe ect.

4. Printer and Scanner







5x2=10
Printer / Scanner Installation: Printer / Scanner Driver, default Printer

Printing of Documents using different types of printer, scanning of documents, photographs and use of scanned documents and photos 

