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Computer Fundamentals

1.1

1.2

Computer:- Definition
Applications
Overview of a computer system:-
1.2.1 Data and data processing
1.2.2 Hardware
1.2.2.1 Definition of Hardware
1.2.2.2 Input Unit:- Keyboard, Mouse, Scanner, etc
1.2.2.3 CPU:- Arithmetic Logic Unit (ALU), Control Unit (CU)
Memory Unit (MU) ’
1.2.2.4 Output Unit:- Monitor, Printer, etc
1.2.2.5 Storage devices:- Primary & Auxiliary Memory (Floppy
Disk, Hard Disk, Compact Disk, Super
Disks, Zip Disks, Cartridge tape, etc.)
1.2.2.6 Others:- Network card, Modem, Sound card, etc.
1.2.3  Software
1.2.3.1 Definition & Types of Software
1.2.3.2 Programming Language
1.2.4  Liveware
1.2.5 Firmware and Cache Memory
Setting & protection of Computer Room and Computer
Concept of Computer Viruses and remedies
Concept of Multimedia
IT Policy of Nepal, 2000
Computer Networking
1.7.1 Introduction to Networking
1.7.2 Types of Network like LAN, MAN, WAN
1.7.3 Concept about E-mail / Internet / Extranet/Intranet

, History, Generation, Characteristics, Types &

Operating System

2.1
2.2
23
2.4

Introduction to Operating System

Types of Operating System

Functions of Operating Systems

Disk Operating System(DOS)

2.4.1 Introduction to DOS

2 4.2 Different versions of DOS '

2.4.3 Physical Structure of the disk

2.4.4 Types of DOS commands

2.4.5 Use of common DOS commands

9.4.6 Concept of File and Directory

7.4.7 Wildcards and Pathname o
System files of MS-DOS and their functions

:Zz:jﬁg f[)Jys?ng \UTOEXEC.BAT and CONFIG 8YS files



2.5 Windowsg

2,51 Inl'roductinn to GUI

) Introductinn of Windo

2.53.1 Basic Window
Bin, etc.

2.5.3.2 Starting and shutting down Windows

2. o
: ggi I‘;I_e Managem?nl with Windows Explorer
o indows appllca[ions:Nolepad, WordPad, M

(;alculator, Character Map, Contro] Pane
5'55;.65 g;ndllng files of folders and saving the restl;lletc
2-5.3 .7 Clartmg 4 program by using the Run command
iy .2 : 315.1;1g1ng w‘mdow settings
2.5.3 .7. ;13 éalddlr_lg/Removmg programs to/from start menu
At I caring the contents of document menu
2.5.3:7:3 Customizing the taskbar
2.5.3.7.4 Control panel
2.5.3.7.4.1 Dale & Time
2.5.3.7.4.2 Keyboard
2.5.3.7.4.3 Mouse
2.5.3.7.4 4 Multimedia
2.5.3.7.4.5 Fonts
253746 Display
2.5.3.7.4.7 Printer
2.5.3.7.5 Creating shortcut(icons) on desktop
2.5.3.7.6 System tools:- Scandisk, Disk Defragmenter, DriveSpace,
Backup, Format

E\;s Operating System
S -
ements - Desktop, Taskbar, My Computer Recycle

S Paint, MS-DOS Prompt,

Word Processing
3.1 Concept of Word Processing
3.2 Types of Word Processing
3.3 Introduction to MS-Word
3.3.1  Creating, Saving and Opening the documents
3.3.2 Elements of MS-Word Environment (Menu, Toolbars, Status bar, Rulers,
Scrollbars, etc.) ‘
3.3.3  Copying, Moving, Deleting and Formatting Text (Font, Size, Color,
Alignment, line & paragraph spacing)
3.3.4  Finding and Replacing Text
3.3.5  Familiar with Devnagari Fonts .
3.3.6  Creating lists with Bullets and Numbering
137  Creating and Manipulating Tables
3.3.8  Borders and Shading ‘
13.9  Use of Indentation and Tab Setting

ting Newspaper Style Documen
gg | {(IJ E‘nrseeitliigg Headgr,pFooter, Footnotes, Endnotes, Page Numbers, file, page

bols
break, section break, Graphics, Pictures, Charts, Word Art & Symbo
3.3.12 Opcni,ng & Saving different types of doclcziment
3313 Changing Default setting of the MS-Wor

3.14  Mail Merge .
; 115 AutoCorrect, Spelling and Grammar Checking,

33.16 Security Technique of Documents

ts Using Column.

and Thesaurus



3317 Conc
oncept of QLE (Object Linking Embedding)

Setting Page [ 2 iewi
. yout, ; iy
f{ecgomc SprEadSheet Previewing and Printing Documents
» 0]] h, o “ =
43 cept of Electronic Spreadsheet

4.3

4.4

Types‘of Electronic Spreadsheet
Organization of Excel
and Workspace)
Introduction to MS-Excel

44,1 Creating, Opening and Saving Work Book

4.4.2  Elements of MS :
-Excel
Serollbars, ele.) el Environment (Menu, Toolbars, Status bar, Rulers

3.141.3 Editi'n_g, quying, Moving, Deleting Cell Contents
4.4 Familiar with Devnagari Fonts

4.4.5 Format_ting Cells (Font, Border, Pattern, Alignment, Number and
Protection)

4.4.6  Formatting Rows, Column and Sheets

4.4.7 Using Formula - Relative Cell and Absolute Cell Reference
4.4.8  Using basic Functions

449  Generating Series

4.4.10  Changing default option of the MS-Excel

4.4.11 Sorting and Filtering Data.

4.4.12  Summarizing Data with Sub Totals

4.4.13  Creating Chart

4.4.14 Inserting Header and Footer

4.4.15 Spell Checking

4.4.16 Importing from and Exporting into other Formats.
4.4.17 Page Setting, Previewing and Printing

Spreadsheet (Cells, Rows, Columns, Worksheet, Workbook

3

Database System

5.1
5.2
5.3

Introduction to Data, Database and DBMS '
Basic Concept of Tables, Fields, Records, Relationships and Indexing

Introduction to Ms- Access

5.3.1 Data Types o -
5.3.2 Creating Tables and Formatting & Validating Field Data

5.3.3 Creating & Using Simple Queries

Presentation System and Internet

6.1

6.2

Introduction to PowerPoint
6.1.1 Creating, Opening, Saving Slides
6.1.2 Formatting Slides

6.1.3 Slide Show

Internet

6.2.1 Concept of Internet

6.2.2 Wet Searching Technique

6.2.3 Advantage of information available on web and its application
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1 Computer Fundamental | 12
2 Operating System 10
3 Word processing 10
4 Electronic Spreadsheet 10
5 Database System 5
6 Presentation System 3
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1. Which of the following is not the input device ?
A. Mouse B. Light Pen C. Joystick D. Plotter

2. What is the command to delete a directory ?
A. delete B. del
3. From where do you install Fonts ?

A. Font icon of Control Panel
C. Options submenu of Tools menu

B. Font Option of Format menu
D. None of the above

4. What is the output if a cel

format ?
A.3245.45 B. 3245450 C. 3245 D. 3,245
5. What is the short-cut key of "Undo' 7
C. ctrl+a D. ctrl+z

A. cirl+v B. ctrl+p

C. rd D. all of the above

| containing a number 3245.45 s formatted to '#,### number
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