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Topics No. Of Questions | Marks | Time
Devnagari Typing 1 20 20
Windos Basic, Word Processing, Excel

) 10 10 15
&Powerpoint

1. Windos basic
e Introduction to Graphical User Interface
e Starting and shutting down Windows
* Basic elements — Desktop, Taskbar, My computer, Recycle Bin, etc.
e Concept of files and folders
e Searching files and folders

2. Word processing

o (reating, saving and opening documents

e Typing in devanagari.

e Text formatting (font, size, color, underline, italic, bold, etc) and
paragraph formatting (alignment, indentation, spacing)

¢ Inserting header, footer, page number

e Page setting (margin, page size, orientation), prev1ew1ng and
printing of documents

3. Electronic Spreadsheet (Worksheet)
e Concept of electronic Spreadsheet
e Types of Electroinc Spreadsheet
* Organization of Electronic Spreadsheet application (Cells, Rows,
Columns, Worksheet, Workbook and Workspace)
* Introduction to spreadsheet application
* Creating, Opening, and Saving Work Book
* Elements of Electronic SpreedsheetEnvironment (M
Toolbars, Status bar, ulers, Scrollbars ,etc.)
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Editing, Copying, Moving, Deleting Cell Contents
Eamiliar with Devanagari Fonts and Nepali Unicode fonts
Formating Cells (Font, Border, Pattern, Aligment, Number
and Prptection)

Formating Rows, Column and Sheets

Using Formula — Relative Cell and Absolute Cell Reference
Using basic Functions

Generating Series

Changing default options

Sorting and Filtering Data

Summarizing Data with Sub Totals

Creating chart

Inserting Header and Footer

Spell Checking

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

4. Presntation System

* Introduction to presntation application

Creating, Opening & Saving Slides

Formating Slides

Slide show

Animation

Inserting Built — in picture, Picture, Table, Chart, Graphs
Organization Chart etc.
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