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1. Basic knowledge of operating: Microsoft Windows: - Desktop, Taskbar, My Computer, Recycle
bin, Briefcase - Starting and Shutting down windows. - Windows Application - Notepad, word
pad, point brush, MS Dos prompt, Calculator & other tools. - Customizing windows — installing
fonts, display setting, installing &uninstalling software. - Folders & file management with
window explorer

2. Application Programs& installation:
a) Microsoft Office MS Word - Creating Saving and opening the document - MS Word
Environment (Menu, tool bars, status bar, Rulers Scroll bar) - Using Various Nepali Fonts -
Moving, Coping, Deleting & Formatting Tests. MS Excel - Elements of MS excel environment
(Menu, Tools bars, Status bar Rulers, Work spaces - Formatting, editing, Moving, deleting
contents, setting header and footer, sorting and filtering data. - Using Formula, Calculating and
Creating Charts from excel data and Graphic presentation, Using formula - Page Setting MS
Power Point - Creating, updating power points slides - Inserting graphic in the slides - Slide Show
- Background, Auto Content Wizard & Auto clipart - Custom Animation
b) Simple photo editing software - Toolbar Shortcut, Channel Platte, prepare images, JPEG file
printing
c) Antivirus Programs - Scan drives, pen drive etc.
d) Email/internet - Create, send &receive emails - Attach files to internet emails - Manage email
in different folders - open internet, browser & search different contents in the web
e) Typing Speed - Formatting various Devanagari Fonts / Font changing, typing skill in Nepali &
English, Colors (Foreground color/ Background color) - Insert of objects, images and Graphic etc.

3. Knowledge of Print & Printing Documents: - Printing of Document using different types of
printers, scanning of documents. Photographs & use of scanned documents and Photos - Setting
Printers (for different paper size, layout etc.) - Printer /Scanner installation, printer / Scanner, ,
driver default Printer.



