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!= kf7\oqmdsf] p2]ZoM– 

 b]jgfu/L / c+u|]hLdf bIftfk"j{s sDKo"6/ 6fOlkË ug{ ;Sg] . 

 Operating System sf] /fd|f] 1fg eO{ ;xh ?kdf k|of]u ug{ ;Sg] . 

 File Pj+ Disk Management ;DaGwL sfo{ ug{ ;Sg] . 

 sDKo"6/sf] Printer, CD-ROM, Multimedia nufot cGo Accessories sf] k|of]u ug{ ;Sg] . 

 Word Processor sf] k|of]u u/L cfjZostfcg';f/ Documents tof/ ug{ ;Sg] . 

 Electronic Spreadsheet tof/ u/L Data Processing ;d]t ug{ ;Sg] . 

 Presentation tof/ ug{ ;Sg] . 

 Software Installation Pj+ Customization ug{ ;Sg] . 

 Computer related threats af6 Computer Accessories tyf Software sf] ;'/Iffug{ 

;Sg] . 

 Web based/Desktop Based Software df ;fdfGo sfo{ ug{ ;Sg] . 

 ;fdfGo sDKo'6/ tyf lk|G6/ dd{t ug{ ;Sg] . 

 ;fdfGo Multimedia tools rnfpg ;Sg] . 

 Networking ;DaGwL ;fdfGo 1fg ePsf] . 
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Syllabus 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 

S.N Chapter

No. Of 

Question

1 Word Processing 10

2 Electronics Spreadsheet 8

3 Presentation System 5

4 Computer Fundamental 5

5 Computer Networking 5

6 Computer Hardware 5

7 Multimedia 2

40Total

Written Test



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 Unstall/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 

 

सहायक कम्प्यटुर अपरेटर 
सस.नं. ककससम प्राप्ताङ्क कूल अंक कैकियत 

१ सलखित परीक्षा   ४० 
 

२ प्रयोगात्मक परीक्षा  
 ५० 

 

३ अन्तर्ााताा   २० 
 

४ काया अनभुर् २ र्र्ा भएमा   

काया अनभुर् ३ र्र्ा भएमा 
काया अनभुर् ४ र्र्ा भएमा  
काया अनभुर् ५ र्र्ा र्ा सो भन्दा बढी भएमा  

4 

६ 

८ 

१० 

१० 
 

५ शैखक्षक योग्यता  
 २० 

 

 सम्पबखन्ित न्यूततम ्शैखक्षक योग्यता भन्दा दईु तह 
मासिल्लो शैखक्षक योग्यता : 
सम्पबखन्ित न्यूततम ् शैखक्षक योग्यता भन्दा एक 
तह मासिल्लो शैखक्षक योग्यता : 

20 

 

 

१७ 

  

 सम्पबखन्ित न्यूततम ्शैखक्षक योग्यता र्ापत 

कर्खशष्ट शे्रणी भएमा   
प्रिम शे्रणी भएमा      
द्वितीय शे्रणी भएमा   
ततृीय शे्रणी भएमा  

 

१४ 

13 

12 

11 

  

६ स्िानीय र्ाससन्दाको लासग 
 १० 

 

 सतलोत्तमा नगरपासलकाको स्िानीय 10   
 खिल्ला सभत्र ७   
 प्रदेश सभत्र ५   

िम्पमा १५०  
 

 

 

 

 



  

  



Go"gtd of]UotfM 

 g]kfnL gful/s x'g'kg{] . 

 Go"gtd z}lIfs of]Uotf M  

!=;xfos sDKo'6/ ck/]6/ Mg]kfn ;/sf/af6 dfGotfk|fKt z}lIfs ;+:yfjf6 P;=Pn=;L -

P;=O{=O{=_ jf ;f] ;/x / dfGotf k|fKt z}lIfs ;+:yfjf6 slDtdf ^ dlxgf sf] sDKo'6/ tflnd 

lnPsf] . jf sDKo'6/ OlGhlgol/ª laifo lnO{ slDtdf l6=P;=Pn=;L= jf ;f] ;/x plQ0f{ u/]sf] 

. 

@=c=;j=OlGhlgo/ Mg]kfn ;/sf/af6 dfGotfk|fKt z}lIfs ;+:yfjf6 P;=Pn=;L -P;=O{=O{=_ jf 

;f] ;/x / dfGotf k|fKt z}lIfs ;+:yfjf6 l;len OlGhlgol/ª laifodf slDtdf !* dlxgf sf] 

sf]if{ plQ0f{ u/]sf] . jf l;len OlGhlgol/ª laifo lnO{ slDtdf l6=P;=Pn=;L= jf ;f] ;/x 

plQ0f{ u/]sf] . 

#=s[lif gf=k|f=; M g]kfn ;/sf/af6 dfGotfk|fKt z}lIfs ;+:yfjf6 P;=Pn=;L -P;=O{=O{=_ jf ;f] 

;/x plQ0f{ u/L / dfGotf k|fKt z}lIfs ;+:yfjf6 s[lif h]=l6=P= laifodf slDtdf !* dlxgf sf] 

sf]if{ plQ0f{ u/]sf] . jf s[lif la1fg laifo lnO{ slDtdf l6=P;=Pn=;L= jf ;f] ;/x plQ0f{ u/]sf] 

. 

$=kz' gf=k|f=;= M g]kfn ;/sf/af6 dfGotfk|fKt z}lIfs ;+:yfjf6 P;=Pn=;L -P;=O{=O{=_ jf ;f] 

;/x plQ0f{ u/L / dfGotf k|fKt z}lIfs ;+:yfjf6 e]6]g/L h]=l6=P= laifodf slDtdf !* dlxgf 

sf] sf]if{ plQ0f{ u/]sf] . jf kz' la1fg laifo lnO{ slDtdf l6=P;=Pn=;L= jf ;f] ;/x plQ0f{ 

u/]sf] . 

 pd]/ !* aif{ k'/f eO{ #% aif{ ggf3]sf] . 

 cGo k|rlnt sfg'g adf]lhd cof]Uo g7xl/Psf] . 

 


