
?F.q-fi amr v6t-q-rF'TC+l q.frr qkmftril+1 kk(
1t{-6-?F

1. <mfuk+ elaqq-q

o rftrfrfufr' B{ru.1-ErrT M fusTrw{ ( qec5r

o ttqrq+i vqfae rrcr-rql, qE--{ird, fiI, qrfr { sqqtg)
o tqF{"+i gfrETq qrfr-qqqu1 slril{fu- dr{qqfrr q-drETrt" qdqrrr
o tqrc?zFr rq-q qT-e.t"i, '+ri r q;qia
o 4fdrq-{ul gqgrT, qqq@{T {a llrzfr.rl,:r qq-frT ;EtrT r fuqnur
o qw64ri elETr.T { qqei flq.rrqaq

? se-[q-,{ r qrrfiz5 xf[r,r.
. qqtrfl-{ r'ryff.r qtamrr+-r rt6r4 ? -jllq9?-.r7Jl'

o atf"a{R gw-+m :t;1qn16 .rrqt{ { qft^e?T Ti-qIzFlI ;iG6j +-Tq, 6dzr{3rlu-{R
. gqrl-qqqT ttqr i iEqd[q qttq-{ {e-governancet i qrEqq'+-dr r qn+rq6-H

. qr'j;fun :Erafl+€
t qia r 3rftrqfttr

qeffira{ul, hw$rf,tq, qqi laa{rd, Tr{zrqT, lMI {q'T, qq;#( elil{ m qT,"I

qq;rd[frr qlrrrrqra rrqdq aqt qra r qftrqftn 1M[ +rqil c.ft+{,{,
x qTzinilft-fr Tqrrqq

j el"iqk{ qqTrffrdi aii, viL ? q-{fdi 4Tziei-{

o 6iffii 3{rqLn-{W'{ qfiltTqT, 6{qpft1qq qf;raaT

. yqrrf{q[ Eri4fi-{q-+i +qFi

. +riqft qeTq.I+T lqiaa qetEa rl,irt[,,n ?ijq firqfr qErl

. fl-rfE-q arcrcqrqrl TIE?"tr rTrqlrqd i'm: {at, q-flfr t+fe-f, wrdtg,q-aarq-er ffi 1
dq11.rTfr

. lrfel+ Tellr-{ ari ;iru , ;FEi+T

r (€tT r flq-dfr 8{8il qrq?fi qTqra{ ;rrratl
. 3rft{qR $c"nrr 3r'-i-q-erT-{ 3ilq]T r nEq q-ild-dt*qfii qrqFq" em+rfr

X qir+ann q{ fTrrq
o tqrr+j ffiurq iouR
. W'{a fr-qiqnrro .onirltc+T q++qrfqmT r ;qrqqftrf;r
o rffu-+ Am ffiqr+ q&rf, ?- TrG{+T frka-{
o qrqqqfzr+rr

o qmfrr qr+r qrfarf,r a*iuq r fr{rtErfrar
o +r1q4i elrn-.r qi.Ittrl'qe Tal { rrT-q-dl qqrafqm{urqqmqrflazh sfal.tfl:r;a r {6111;q4;

iq_ra

o 'q-4rql q'aqdl +ItrIItr+T fu-'.nq loee
r qr;ieflr+ q"ftE q-{

$#

i -'' ii



({Ii-q
l. Computer I.-undamentals
1 . L Dellnition, History, Generation, Characteristics, Types & Applications of Corrputers
1 .2. Overvtew of a computer system

l.2.l.Data and data processing
1.2.2. llardware: Definition; Input Unit, CPU, Output Unit; Storage devices: Primary

& Auxiliary Memory
1.2.3. Software: Definition; 'fypcs of Sofiu,are; Programming Langr-rage& its types
1.2.4. Firmu'are and Cache Me mory

L3. Concept of Multimedia
1.4. File Managenrent

I .4. i . Physical Structurc of the disk
1.4.2. Concept of File and folder
L4.3. '1'vpe of files and llle extensions

1.5. lntrodr.rction to ASCII ancl Unicocle stanclards

Operating System
FIL qoYc)

3

2.1 . Introductior-r to Operating Systern
2.2. Types of Operating System
2.3. Functions of Operating Systems
2.4. Command Line operation (e.g. copy comrnand, move command, command to vier.v

and set different file attributes, etc.)
2.5. Windows Operating System

2.5.1 . Introduction to Graphical lJser Interface (GUl)
2.5.2. Basic windows tilcments - Desktop, "l'asl<bar, My computcr, Recycre Bin,
2.5.3. Staning and shLrming down \l,,indows
2.5.1. File Management with Winclows E,xplorer
2.,5.5. Window's applications: (Control Panel, Character Map, paint)
2.5.6. Finding files of folders and saving the result
2.5,7 . Startirrg a progralr by comnrancl line operation
2.-5.8. Changing lvindow scrtings: Adcling/Rernol'ing programs; Clearing the

contents oldoctttncnt menlt; C--ustomizing the taskbar; Control panel iterns
2.5.9. Creating shorlcut (icons) on desktop
2.5.10. Systerr tools:disk scanning, disk defragmenter, backup, restore, fbnlrat

Word Processing
3. I . Concept of Word Proce ssing
3.2. creating, Saving, openrng, Previewing and Printing documents; changing Default

sett i ngs

3.3. Elemcnts of Word Proccssing Envirorunent (Menu, Toolbars, Status bar, Rulers,
Scrollbars)

3.4. Copying, Moving, Deleting aud Fornratting text (Font, Size. Color, Alignrnelt, line
& paragraph spacing); Irinding and Replacing rcxt; Sctting page Layour

3.5. C--reating lists with Bullcts anc'lNurrbcr.ing
3.6. Creatrng and Manipulating Tables; Borders and Shadtng
3.1. Use of lndentatiotr and'fab Setting, Clcating Newspaper Style Documents using

Clolurnn
3.8. Inserting FIcader, Footcr, Irootnolcs. lrndnotcs, Page Nr-rmbcrs. ]rilc, Page breal<.

Section break. Craphics, Pictures. Clharts, Word Art, Symbols &Organization Chart
3.9. Mail Merge
3.10. AutoConccr, Spelling and Grammar Checking, and'fhesaurus
3. 1 1 . Security T'echnique of l)ocuments
3.12. Familiarity with Devar.ragari fonts

4, ElectronicSpreadsheet
1.1 . Cloncepl of Electronic Spreadsheet
4.2. organization of Electronic Spreadsheet application (cells, Rows, columns,

Worksheet, Workbook and Workspace)
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4.3. Creating. Opcning, Savrng. Page Sctting, Previeu,ing and Printing Work Book;
Changing clelaLrlt options

1,4. [:.lernettts o1- [ilectronic Spreaclshecl frnvironnrent (Menu, '|oolbars, Status bar,
Rulers, Scrollbars)

4.5. Editing, Copying, Moving, Deleting Cell Contents, F'ormatting Ciells (Iront, Border.
Pattern, Alignment, NLrmber and Protection); Fonnatting Rows, Column ancl Sl-reet.

4.6. Familiarity with Cascading Style Sheet, Rich Site Summary and social networking
4.7. Use of Social Media in governance

4.1 .1. lntroduction to Social Media
4.1.2. Social Mcdia Platfbrms
4.7 .3. Applications in gor emmcnt orgrnizations
4.7,4. Operating and Managing Social Media

5. Computer Network
5.1. Basic Networking: dcfinition. types, and topologies
5.2. Connectivity and rnedia: Network cables and connectors
5.3. Introduction to Network Dcviccs (IIub. Switch, Router, Gateway etc.)
5,4. Nctwork cabling and cable lesting
5.5. Farniliarity with IP Adclressing. subnet miisk, gatcway, DNS, static and dynarnic

acldress assignn-rcnt
6. Using Formula - Relative Cell and Absolute Cell Ref'erence

l.l. Using basic Irunctions
1.2. Generating Series; Sorling and Filtering Data; Summarizing Data with Sr"rb Totals
1.3. Creatir.rg Charts
1.4. Inserting Header and Footer
1.5. Spr'll Chccking
1.6. Importing data from and Exporting into other formats
1.1. Farniliarity rvith Devanagari fonts

7. Database System
7.1. Introduction to Data, Database and DBI\4S
7.2. Basic Cor-rcept of Tables, Fields, Records, Relationships and lndexing
7.3. Introduction to databasc application

7 .3.1. Data "l-ypcs

7 .3.2. Creating, Modifying & Deleting -fables

7.3.3. [rstablishing relationships among tablcs
7.3.1. Forn.ratling and validating ticld dara

1.3.5. Inscrting, Modifying, and dclcting data
7 .3.6. Creating, Modifying. Deleting and Using simple Qr-reries / Fonns i Report

8. PresentationSy,stem
8. l. Introduction to presentation application
8.2. Creating, Opening & Saving Slides
8.3. Formatting Slides
8.4. Slidc Show
8,5. Animation
8.6. Inserting Built-in picture, Picture, 'l'able, Chart, Graphs, and Organization Chart e1c.

9. Web Designing and Social Media
9.l. Introduction to Web Page and CMS (Cionte nt Managemcnt Systcrn)
9.2. Designing Sirnple Webpage with FITMT_

9.2.1. [{TML Document
9.2.2. I{'l Ml. I'ags
9.2.3. Working with'I'ext. llyperlinks, Inrages. Lists, Fonns, l'ables,Irrames, erc.

10. Application of Netw'ork utilities (e.g. IPCONI;lG, PING,'fRACIiRT', NSI-ooKUp)
1.1. Concept of E-rnail / luternet / Extranet/lntranet, World Wide Web (WWW)
1.2. Familiarity with internct browsers (Intcrnct explorer, Fircfbx, Opcra. Safari, Google

Chrome, etc.)
1.3. Iramiliarity with Cloud-based services (Dropbox, Google

ffi'Rot*
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11. Cyber Security
1 1. L Introcluction to Cyber Security
11.2. Common security threats: Social engineering; Distributed Denial of Services;

Mah,varcs: Phishing, Spyrvarc, Viruses. Worms. "lrojans, etc.
1 I .3. SecLrrity Mechanisnts

I I .3. 1. ldentity and Access Control
11.3.2. Usc of Firervalls. IDS and IPS
I l.l..l. Frnail [:iltcnnu
l1 .3.4. [Jse o1'antivirus software

11.4. Digital Signature: Concept and Applications
12. [Iardware Maintenance and Troubleshooting

12.1. Configure Power Supply, Motherboard and System Devices, BIOS settings,
inputioutput devices, [JPS

12.2. I'ypes and f-eatures of display devices (CRT, L.CD, LED, Plasma)
12.3. Connector types (BNC, RJ45, [{DMD and associated cables
12.4. l'roubleshooting of computer and its peripherals (keyboard, rrouse, printer,

scanner, speaker)
12,5 . 'l'roubleshooting of connectivity (cablcs, netu,ork, etc)
12.6. Installation and froubleshooting of opcrating systcm (Windows, Linux etc.)
12.1. hTstallation of Device Drivers, Conliguration zutd Installation of Application

Programs ancl Systenr Rcstore.
12.8. Data Backup: Concept and Mcthods

13. Relevant Legislations and Institutions
13.1 . It'T Policy, 2072
13.2. trlectronic 'I'ransaction Act, 2063
13.3. Infonr-ration Tochnology Emcrgency Responsc Tearn (ITER-I') Operation and

Management Directr ve, 2075
13.4. Govemment website Developmcnt and Managenrent Directive, 2078
13.5. Roles of related Institutions:
13.5. 1. Ministry of Communication and Information'Iechnology
13.5.2. Department o1' Inforrnation technology
l3'5'3. National Infbrmation 1'echnology Center / Government Integratcd DataCenter
13.5.4. Security Operation/Monitoring Cenrcr
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