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T TIUTRT ULITeRT ATHT 38T SHISTHGRT T 540 |
1. AT {1E T AT SAawImu"
1.1 ¥ T (General Awareness)
[.1.1  SOTeT! ¥FTiTeTeh STaw, MTshideh A T aTaes
1.1.2 SureTsh! Ufcreiaren, Hivehiaens T AT STl TRl THeHRT
1.1.3  JATeTsh STTfee STaedT T =] AT e FIT At SRRt
1.1.4  Siferer farfereran, fam ferehrar, amaTeror, SeWor, STefary o T STHEET SHaera
1.1.5  WIFE S{TEAAT Jeae THIE 9T (a5 Tl iErehT eceyul suef(saes
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1
1

1.6 SeaTeE, U, T TG0 S 9 STHe Rl
1.7 AT EITE (AT ¢ IRF & T T AT
1.8 T TZHT T TTHT [ARTEHT T Arawel THFRT
1.9 & T (Weh, Termedah, AR T TR W) Hrareit et
1.1.10 TS T ST Hecaahl HHETH I Tiafareres
1.2 WA saaEATIT (Public Management)
12.1 AT TSI (Office Management)
122 Eed (Office) T, Ueed, 14 T THT
123 UEE® FHARIH H1E T UEE
124 SFETAT G 916 (Office Resources): THET T IR
125 SECEH TSR Ao, fhag Tameq
12.6 AT FEEE (Office Procedure) 95 &g (Correspondence), FATT =T
(Registration & Dispatch), FRfAE ( Filing), 99 (Circular), qIe T (Order),
Teequit T T fewuuft 7o ret eam faq Fres
12.7 SANTeRE s9a8IT9T (Record Management)
1.3 AT ®ar UA T RemTas 19T YUsT Sere SHavee
1.3.1 Aot Sament e, Fe §=T, uagfd T afve Tafwaes
1.3.2 AT [h, Fear, agar, fo@T, fasmiia wemer T st
1.3.3  SHHERIC ITeT 79 SAT=RoT, Jfe aTfaes T dwdees
1.4 ET AT 99T 9HFT SETET HeTeTd Swlee ST
1.5 waure e gremt SRt
1.6 TTHRT IS, 9@ T SRATI 0T T Trareeft JIT= TR,
1.7 AT B TaTeeh! 379, el YaTE T (HeTe, T T AR
1.8 WG HATIHR, FOTE T T 55 Trlvd] A0 TSR
1.9 WTdi s (Public Charter)
1.10 STSTATIH! TR T WSS e STSYTITAT F+ewrs, e, goeere, Foig ufshar, Serom T
1.11 WH& §7 W6l (Human Values), 7T Sed T aMed qdT SR




2. Computer Fundamentals

21

2.2

Definition, History, Generation, Characteristics, Types & Applications of Computers
Overview of a computer system
2.2.1. Data and data processing
2.2.2. Hardware: Definition, Input Unit, CPU, Output Unit; Storage devices:
Primary & Auxiliary Memory
2.2.3. Software: Definition; Types of Software; Programming Language& its types
2.2.4. Firmware and Cache Memory
2.3. Concept of Multimedia
2.4. File Management
2.4.1. Physical Structure of the disk
2.4.2. Concept of File and folder
2.4.3. Type of files and file extensions
2.5. Introduction to ASCII and Unicode standards

3. Operating System

3.1
3.2.
34.

34.
3.5.

4.1.
412.
43.
4.4,

45.
4.6.
4.7.

Introduction to Operating System

Types of Operating System

Command Line operation (e.g. copy command, move command, command to view and set

different file attributes, etc.)

Functions of Operating Systems

Windows Operating System

3.5.1. Introduction to Graphical User Interface (GUI)

3.5.2. Basic Windows Elements - Desktop, Taskbar, My Computer, Recycle Bin,

3.5.3. Starting and shutting down Windows

3.54. File Management with Windows Explorer

3.5.5. Windows applications: (Control Panel, Character Map, Paint) 2.5.6. Finding files of
folders and saving the result

3.5.7. Starting a program by command line operation

3.5.8. Changing window settings: Adding/Removing programs; Clearing the contents of
document menu; Customizing the taskbar; Control panel items

3.5.9. Creating shortcut (icons) on desktop 2.5.10. System tools: disk scanning, disk

defragmenter, backup, restore, format

Word Processing

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

Creating and Manipulating Tables; Borders and Shading

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



438.

49.

4.10.
4.11.
4.12.

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

Familiarity with Devanagari fonts

Electronic Spreadsheet

5:1.
52

53

54

55

5.6
5.7
58
59
5.10
5.11
5.12
5.13

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

Using Formula - Relative Cell and Absolute Cell Reference

Using basic Functions

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

Inserting Header and Footer

Spell Checking

Importing data from and Exporting into other formats

Familiarity with Devanagari fonts

Database System

6.1.
6.2.
6.3.

Introduction to Data, Database and DBMS

Basic Concept of Tables, Fields, Records, Relationships and Indexing
Introduction to database application

6.3.1. Data Types

6.3.2. Creating, Modifying & Deleting Tables

6.3.3. Establishing relationships among tables

6.3 4. Formatting and validating field data

6.3.5. Inserting, Modifying, and deleting data

6.3.6. Creating, Modifying, Deleting and Using simple Queries/Forms/Reports

Presentation System

7.1.
2
73.
74.
15:

Introduction to presentation application
Creating, Opening & Saving Slides
Formatting Slides

Slide Show

Animation

7.6. Inserting Built-in picture, Picture, Table, Chart, Graphs, and Organization Chart efc.



8. Computer Network

8.1.
22
8.3.
8.4.
8.5.

8.7.
8.8.

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 [P Addressing, subnet mask, gateway, DNS, static and dynamic address
assignment 9.6. Application of Network utilities (e.g. IPCONFIG, PING, TRACERT,
NSLOOKUP)

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

Familiarity with internet browsers (Internet explorer, Firefox, Opera, Safari, Google Chrome,

etc.)

9. Cyber Security

9.1.
9.12.

93.

Introduction to Cyber Security

Common security threats: Social engineering; Distributed Denial of Services; Malwares:
Phishing, Spyware, Viruses, Worms, Trojans, etc.

Security Mechanisms

9.3.1. Identity and Access Control

9.3.2. Use of Firewalls, IDS and IPS

9.3.3. Email Filtering

0.3 4. Use of antivirus software

10. Relevant Legislations and Institutions

10.1. Major objectives and goals of ICT Policy, 2072

10.2. Introduction and important provisions of Electronic Transaction Act, 2063

10.2.1. Preamble

10.2.2. Provisions related to clectronic record and digital signature
10.2.3. Provisions relating to Controller and Certifying Authority
10.2.4. Electronic records and Government use of Digital Signature

10.2.5. Offence Relating To Computer

10.3. Roles of related Institutions:

10.3.1. Ministry of Communication and Information Technology
10.3.2. Department of Information technology
10.3.3. National Information Technology Center / Government Integrated Data Center



R TRUTEhT AT eR Ut &ITeRT W3f WeaT Hean ss |

Topics No. of Questions Marks Time (Minutes)

| Devnagari Typing 1 10 5
2 English Typing 1 5 5
3 Word Processing 1 12
4 Electronic Spreadsheet 1 12
5 | Database Management System 1 6 35
6 Presentation System 1 5

Total :— 7 50 45

SIS A1 TEATHT Typing Skill Test &1 @THAT Hev

1. ST Typing Skill Test HT @M 200 mmTextﬁﬁtmﬁwﬁmﬂﬁﬁ@-
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2. English Typing Skill Test &I @I 2 Y% ITeqewah! UFET Text [T54D TIw™ Wﬁmﬂﬁ@-
1, 9163 Wid T-E (Correct Words/Minute) PIEEE CO
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SIS T ITATT Text AT ST T THITSTH wemefesa G?TQ,g_-'h' Text AT Punctuation 239 TS
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(Total words typed—wron words)
5

RIERIE ufe fire (Correct words/minute) =



