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Subject: Practical Shts

Full marks: 35
Post: Assistant Computer

Pass marks: 13

Time: 1.5 hrs
1. Microsoft windows

Elements of windows, Desktop, Taskbar, My computer. Recyele bin, briefease. Starting and

shutting down windows, Folders and File management with Windows Explorer Customizing

Windows-Installing Fonts. Display setting, Installing and Un-Installing Windows. Windows
Application, Notepad, Word pad. Ms-Paint. MS DOS prompt. Calculator
2 .Word processing

Basic concepts of word processing. opening steps of word processing. menu bar, using help.
opening and closing documents, and concepts on save and save as, page setup. print preview.

printing concepts, text, documents creation and manipulation, text editing and selection, copy

cut, paste. font and size sclection, formatting and aligning of text, paragraph setting. bullets

and numbering. table manipulation, table creation. changing cell width and height. alignment

of text in cell. delete/insertion of row and column, border and shading

3. Spread sheet
Basic concepts of electronic spread sheet, Opening of Spread Sheet, Addressing of Cells.
Printing of Spread Sheet Saving Workbooks, manipulation of cells. Entering Text, Numbers
and Dates Creating Text. Number and Date Series (Editing Worksheet Data . Inserting and
Deleting Rows. Column . Changing Cell Height and Width, Formulas and Function

4. Power Point Presentation
Introduction to presentation applications, Opening and saving PowerPoint Presentation
Creation of Presentation . Creating a Presentation Using a Template . Creating a Blank
Presentation. Entering and Editing Text , Inserting And Deleting Slides in a Presentation |
Preparation of Siides . Inserting Word Table or An Excel Worksheet . Adding Clip Art
Pictures . Inserting Other Objects . Resizing and Scaling an Object . Presentation of Shdes .
Viewing A Presentation .Choosing a Set Up vor Presentation . Printing Slides And Handouts .
Slide Show . Running a Slide Show . Transition and Slide Timings . Automating a Shde
Show

6. Email, Internet and networking fundamentals
Concept and use of E-mail in daily work, Sending & receiving Mail . Antivirus Programs
Concept of virus  and Antivirus Programs, Antivirus Programs Installation, Use and Update .
Basic concepts of network , Configure the IP address of the computer, basic network and
share file and folders. Configure basic DNN and DHCP services in windows sernver.
Implement the LAN topologies, Implement the both static and dy namic router configurations,
Install and configure DNS, DHCP, FTP and Web Servers, Fmail 7 Internet

7. Printer and Scanner Installation
Printer / Scanner Installation, Printing ol Documents using difterent types of printer, scanning
of documents. photographs and use of scanned documents and photos
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Pokhara University Sevviee connission
Curviculum for Head Assistant Compuoter Open
Eaaminntion type: Preatieal

O8O
Subject: Practical Pl ks 45
Post: Head Asswtant Computer NTRERTTITE R N

Fimes 1A T
1. Word processing
Basic concepts of word processing, opening steps of word processing, menu bar, using help,
opening and closing documents, and coneepts on save and save as, page setup, prnt previes,
p:":'nlin;t COleePs, e, documents eeeation and uhmipuluiiun. TRAN t*tliliny!, amd selection, COPy,
cut, paste, font and size selection, formating and aligning of text, pacagraph settig, buller
ard pumbering, table manipulation, able creation, changing cell width and herght, alipnment
ortext in cell, deltete insertion of tow and column, bonder and shading
«  Spread sheet
Basic concepts of electronie spread sheet, Opening off Spread Sheet, Addressing of Cells,
Printing of Spread Sheet Naving Workbooks, manipulation of cells, Fatering Text, Numbers
and Dates Creating Text, Number and Date Servies (Fditing Worksheet Data o Tnserting and
Deleting Rows, Column , Changing Cell Hetght and Width, Formulas and Funetion
3. Database system
Data, database ond database management svsteny, tables, tieldy, teconds, relationship and
indexine. database applications, data types, creating, maoditving, deleting tables | tone,
reports
4. Presentation tools
Introduction to presentation applications, Opening and Saving Presentation . Creation of
Presentation . Creating a Presentation Using o Template | Creating o Blank Presentation,
Entering and Pditing Text , Inserting And Deleting Slides in a Presentation . Preparation of
Slides . Inserting Word Table or An Excel Worksheet o Adding Clip Art Pictures | Inserting
Other Objects . Resizing and Sealing an Objeet |, Presentation of” Shides Viewing A
Presentation ,Choosing a Set Up for Presentation . Printing Slides And Handouts Nlde
Show . Running » Slide Show . Transition and Slide Timings | Automating a Slide Show
Communications and Collaboration tools
Basics of F-mail. Fmail Addressing, Opening Fmail account Mailbox, Creating and Sending:
a pew F-mail, rephyine 0 an F-mail messape, Forwarding an Pamail message Sorting, and
Searching emails  Document collaboration, Instant Messagine and Collaboration, Using
Instant messagin? Jdustant messaging providers
6. Networking fundamentals
Basic concepts ol network l‘uuﬁytth‘ the 1P addeess of the computer, basic network and
share file and folders  Configure basic DNS and DHCP serviees i windows senver,
hmplement the T AN topologies, Impicment e both statie and dynamic router configurations,
Install and contipure DNS, DHCP. FUP and Web Servers,
7. Printer and Scanner Installation
Printer / Scanner Installation: Printer / Scanner Deiver, detbult Printer, Printing ol Documents
using ditierent types of printer. scanning of documents, photographs and use of seanned
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Pokhara Universitf ity O IMISSION
Curriculum for HeQd: (s hat (Lab) Open
Examination (YR8 Jherimental
: a mc )
¥

o .

Full marks: 35

Subject: Laboratory | L
Post: Head Assistant (Lab) ass Ul Iw | 5
Thme: 1.5 his
A. Laboratory Skill Test by Experimenis ‘
3

Laboratory Safety meastres and Precautions

of reagents, media, sterilization ol

tric analysis, preparation
hiochemistry.

General knowledge of volume
of chemicals in  chemustry. pharmacy.

olass wares and storage
microbiology related laboratory.

ruments. chemicals, glass wares and basic setup and

acy. biochemistry, microbiology and engineering
20

General concept of ordering nst
management of chemistry. pharm
related laboratories.

B. Laboratory Skill test by Interview 1()
Pokhara University Service commission
Curriculum for Assistant (Lab) Open
2xamination type: Experimental
2080 F4Aras
Subject: Laboratory Full marks: 35
Post: Lab Assistant Pass marks: 17.5
Time: 1.5 hrs
A. Laboratory Skill Test by Experiments
R

General concent of clean and green laboratory

and handling of glass wares and chemicals, preparation ot

General knowlecge of cleaning
ass wares and storage of chemicals and

solutions. reagents, media, sterilization of ol
safety measurcs i different types of laboratory.
General concept of instruments and their preliminary maintenance, properties  of

and instrumental setups related to chemistiy, pharmacy.

chemicals. weiehin: bulance
)

biochemistry, microbiology, and caginecring laboratories.

B. Laboratory Skill Test by Interview 1 0)
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