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Svllabus for Asst. Computer Operator

1. Word Processing

1.1. Concept of Word Processing

1.2. Types of Word Processing

1.3. Introduction to Word Processor

1.3.1. Creating, Saving and Opening the documents

1.3.2. Elements of Word Processing Environment (Menu, Toolbars, Status bar, Rulers, Scrollbars, etc.)

1.3.3. Copying, Moving, Deleting and Formatting Text (Font, Size, Color, Alignment, line & paragraph
spacing)

1.3.4. Finding and Replacing Text

1.3.5. Familiar with Devnagari Fonts

1.3.6. Creating lists with Bullets and Numbering

1.3.7. Creating and Manipulating Tables

1.3.8. Borders and Shading

1.3.9. Use of Indentation and Tab Setting

1.3.10. Creating Newspaper Style Documents Using Column

1.3.11. Inserting Header, Footer, Footnotes, Endnotes, Page Numbers, File, Page break, Section break,
Graphics, Pictures, Charts, Word Art, Symbols & Organization Chart

1.3.12. Opening &Saving different types of document

1.3.13. Changing Default settings

1.3.14. Mail Merge

1.3.15. AutoCorrect, Spelling and Grammar Checking, and Thesaurus

1.3.16. Security Technique of Documents

1.3.17. Setting Page Layout, Previewing and Printing Documents




2. Electronic Spreadsheet

2.1. Concept of Electronic Spreadsheet

2.2. Types of Electronic Spreadsheet

2.3. Organization of Electronic Spreadsheet application (Cells, Rows, Columns, Worksheet, Workbook and
Workspace)

2.4. Introduction to spreadsheet application

2.4.1. Creating, Opening and Saving Work Book

2.4.2. Elements of Electronic Spreadsheet Environment (Menu, Toolbars, Status bar, Rulers, Scrollbars, etc.)

2.4.3. Editing, Copying, Moving, Deleting Cell Contents

2.4.4. Familiar with Devnagari Fonts

2.4.5. Formatting Cells (Font, Border, Pattern, Alignment, Number and Protection)

2.4.6. Formatting Rows, Column and Sheets

2.4.7. Using Formula - Relative Cell and Absolute Cell Reference

2.4.8. Using basic Functions

2.4.9. Generating Series

2.4.10. Changing default options

2.4.11. Sorting and Filtering Data

2.4.12. Summarizing Data with Sub Totals

2.4.13. Creating Chart

2.4.14. Inserting Header and Footer

2.4.15. Spell Checking

2.4.16. Importing from and Exporting into other Formats

2.4.17. Page Setting, Previewing and Printing

3. Presentation System

3.1. Introduction to presentation application

3.1.1. Creating, Opening & Saving Slides

3.1.2. Formatting Slides

3.1.3. Slide Show

3.1.4. Animation

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

4. Computer Hardware Maintenance
4.1 Hardware Parts

4.2 Basic troubleshooting

4.3 Printer Basics

4.3.1 Laser Printer

4.3.2 Dot Matrix Printer

4.4 Assemble /Dismantle

4.5 software install/uninstall

4.6 Remote desktop connection

4.7 Operating System Unistall/Update

5. Networking

5.1 Introduction to Networking

5.2 Types of Network (LAN,MAN,WAN)

5.3 Internet, Intranet, Extranet, WWW

5.4 Concept of Email, youtube channel, social media
5.5 Router Configuration

5.6 Ip Address, Subnet Mask, Default gateway, MAC
5.7 Client/Server



6. Computer Fundamental

6.1 Overview of Computer System

6.2 Input/Output devices

6.3 Types of operating system

6.4 Basic Windows Elements - Desktop, Taskbar, My Computer, Recycle Bin, etc.
6.5 Windows applications: (e.g. Control Panel, Character Map, Paint etc)

6.6 System tools:- disk scanning, disk defragmenter, backup, restore, format

6.7 Shortcut Keys

7. Multimedia
7.1 Concept of Multimedia
7.2 Basic Photo/video Editing
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S.No No. Of Questions No of Marks TIme
questions

1 Word Processing 2 8 20 min
2 Electronic Spreadsheet 2 8
3 Presentation System 1 4
4 Computer Networking 2 6 15 min
5 Multimedia 1 3
6 Computer Hardware and 2 6

Maintainance
7 Nepali Typing 10 15 min
8 English Typing 5

Total 50 50 min
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