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lqe'jg ljZjljBfno, dfgljsL tyf ;fdflhs zf:q ;Ífo, l8g sfof{nosf] nflu d'Vo k|fljlws ;xfos -

sDKo'6/_ kbdf s/f/ ;]jfdf k"lt{ ug'{kg]{ ePsf]n] of]Uo g]kfnL gful/sx?af6 of] ;"rgf k|sflzt ePsf] ldltn] 

!% lbgleq -@)&^ sflt{s !( ut] du+njf/ lbgsf] @M)) jh]leq_ lq=lj= dfgljsL tyf ;fdflhs zf:q 

;Ífo, l8g sfof{no, aNv'df cfOk'Ug] u/L b/vf:t cfJxfg ul/G5 . b/vf:t kmf/fdsf nflu g]=j}=ln=sLlt{k'/sf] 

vftf g+=)$%))!)))(()$%)))))! df b/vf:t b:t'/ hDdf u/]sf] ;Ssn ef}r/ dfgljsL l8g sfof{no, 

aNv'df j'emfO{ k|fKt ug{ ;lsg]5 . Dofb gf3L k|fKt x'g cfPsf / l/t gk'u]sf b/vf:t kmf/d pk/ s'g} 

sfo{jfxL x'g]5}g . b/vf:t kmf/fd;fy g]=j}=ln=sLlt{k'/sf] vftf g+=)$%))!)))(()$%)))))! df b/vf:t 

b:t'/ hDdf u/]sf] ;Ssn ef}r/ / lgDglnlvt sfuhftx?sf] k|dfl0ft k|ltlnlkx? k]; ug'{ kg]{5 . 

 

!= z}lIfs of]Uotfsf] k|df0fkq, nAwfÍkqsf] k|dfl0ft k|ltlnlkx¿ 

@= sDKo'6/ ;DaGwL ^ dlxgfsf] l8Knf]df tflndsf] k|dfl0ft k|ltlnlk 

@= xfn;fn} lvlrPsf] kf;kf]6{ ;fOhsf] kmf]6f] @ k|lt 

#= g]kfnL gful/stfsf] k|df0fkqsf] k|dfl0ft k|ltlnlk 

$= cg'ejsf] ;Ssn k|df0fkq 

 

!= kbM d'Vo k|fljlws ;xfos -sDKo'6/_  

   tx÷>]0fLM ;xfos k|yd 

   kb ;+VofM @ -b'O{_ 

   a]tgqmdM lq=lj=sf] k|rlnt :s]n adf]lhd 

   cfj]bg b:t'/M ?=@,))).– -b'O{ xhf/_ 

   cfjZos Go"gtd of]UotfM lq=lj= jf o;jf6 dfGotf k|fKt lzIf0f ;+:yfjf6 k|df0fkq tx jf         

   ;f] ;/xsf] k/LIff pQL0f{ / sDKo'6/ ;DaGwL ^ dlxgfsf] l8Knf]df tflnd k|fKt u/]sf] . 

   jf~5gLo of]UotfM ljBfjfl/wLsf zf]w k|jGw Nofpg]÷n}hfg] nufot lkmN8sf] cGo sfd klg 

   ug'{ kg]{ ePsf]n] df]6/;fOsn rnfpg hfGg] tyf ;f]sf] rfns cg'dlt kq x'g'kg]{ . 

    

b|i6Jo M 

 pd]/ M !* jif{ k"/f eO{ $) jif{ ggf3]sf] . 

 cg'ej eGgfn] g]kfn ;/sf/ jf o;af6 dfGotf k|fKt ;+:yfdf sfd u/]sf] cg'ejnfO{ hgfp+5 . 

 sDKo'6/ ;DaGwL l8Knf]df tflnd CTEVT jf6 dfGotf k|fKt ;+:yfjf6 tflnd k|fKt u/]sf] x'g' kg]{5 . 

 k/LIff M lnlvt, k|of]ufTds tyf cGtjf{tf . lnlvt k/LIff !)) k"0ff{Ísf] x'g]5 . lnlvt k/LIffdf 

pQL0f{ x'g]nfO{ dfq k|of]ufTds k/LIffdf ;fd]n ul/g]5 . 

  

 

 

 

kbk"lt{ ;ldlt  
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d'Vo k|fljlws ;xfos -sDKo'6/_ kbsf] s/f/ k|ltof]lutfsf] 

lnlvt k/LIffsf] kf7\oqmd 

 

d'Vo k|fljlws ;xfos -sDKo'6/_ kbsf] s/f/ k|ltof]lutfsf] lnlvt k/LIff lngsf nflu !)) 

k"0ff{Ísf Pp6f kq x'g]5, h;df ;d"x s cGtu{t ljifout / ;}4flGts ^) k"0ff{Í / ;d"x v 

cGtu{t ;]jf ;DaGwL $) k"0ff{Í u/L s"n k"0ff{Í !)) x'g]5 . s"n k"0ff{Í !)) df Go"gtd %) 

cÍ k|fKt u/]sf pDd]bjf/x?sf] of]Uotf;"rL tof/ kfl/g]5 . k/LIff ;do # 306f x'g]5 . 

 

;d"x s M ljifout / ;}4flGts -k"0ff{Í ^)_ 

 

1. Introduction to Computer : 

 What is Computer ? 
 History of Computer 
 Characteristics of Computer System 
 Basic Applications of Computer 
 Components of Computer System 
 Central Processing Unit 
 Input devices 
 Output devices 
 Computer Memory 
 Concept of Hardware and Software 
 Hardware 
 Software 
 Application Software 
 Systems software 

 

2.  Operating System : 

 Operation system 
 Popular operating system (WINDOWS) 
 The User Interface 
 Task Bar 
 Icons 
 Start Menu 



 Running an Application 
 Operating System Simple Setting 
 Changing System Date And Time 
 Changing Display Properties 
 To Add Or Remove A Windows Component 
 Changing Mouse Properties 
 Adding and Removing Printers 
 File and Directory Management 
 Types of Fil 

3. Word Processing : 

 Word Processing Basics 
 Opening Word Processing Package 
 Menu Bar 
 Using the Help 
 Using the Icons Below Menu Bar 
 Opening and closing Documents 
 Opening Documents 
 Save and Save as 
 Page Setup 
 Print Preview 
 Printing of Documents 
 Text Creation and manipulation 
 Document Creation 
 Editing Text 
 Text Selection 
 Cut, Copy and Paste 
 Font and Size selection 
 Alignment of Text 
 Formatting the Text 
 Paragraph Indenting 
 Bullets and Numbering 
 Changing Case 
 Table Manipulation 
 Draw Table 
 Changing cell width and height 
 Alignment of Text in cell 
 Delete/ Insertion of row and column 
 Border and Shading 

 



4. Spread Sheet : 

 Elements of Electronic Spread Sheet 
 4Opening of Spread Sheet 
 Addressing of Cells 
 Printing of Spread Sheet 
 Saving Workbooks 
 Manipulation of cells 
 Entering Text, Numbers and Dates 
 Creating Text, Number and Data Series 
 Editing Worksheet Data 

 Inserting and Deleting Rows, Column 

 Changing Cell Height and Width 
 Function and Charts 
 Using Formulas 
 Function 
 Charts 

 

5. Computer Networks and Internet : 

 Local Area Network (LAN) 
 Wide Area Network (WAN) 
 Concept of Internet 
 Basics of internet Architecture 
 World Wide Web and Websites 
 Internet Service 
 ISPs (Broadband/Dialup/WiFi 
 Internet Access Techniques 

 

6. Database System : 

 Data and database and DBMS 
 Concept of tables, fields, records, relationship and indexing 
 Database applications such as data types, creating modifying, 

deleting tables/forms/reports 
 

7. Presentation : 

 Opening A PowerPoint Presentation 
 Saving A Presentation 
 Creation of Presentation 
 Creation a Presentation Using a Template 
 Creating a Blank Presentation 
 Entering and Editing Text 



 Inserting and Deleting Slides in a Presentation 
 Inserting Word Table or An Excel Worksheet 
 Adding Clip Art Pictures 
 Inserting other Objects 
 Resizing and Scaling an Object 
 Enhancing Test Presentation 
 Working with Color and line Style 
 Adding Headers and Footers 
 Printing Slides and Handouts 
 Running a Slide Show 
 Transition and Slide Timings 
 Automating a Slide Show 
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!= ;fj{hlgs k|zf;gsf] cjwf/0fM cy{, p2]Zo / sfo{If]q . 

@= sd{rf/LtGqM sd{rf/LtGqsf] cjwf/0ff, sd{rf/LtGqsf k|sf/x? . 

#= ;'zf;g / gful/s clwsf/ 

 -s_ ;'zf;g / gful/s clwsf/ 

 -v_ e|i6frf/ lgjf/0f P]g @)%( 

 -u_ clVtof/ b'?kof]u cg';Gwfg cfof]u Pj+ ;ts{tf s]Gb|sf] sfd, st{Jo / clwsf/ 

 -3_ k|zf;gdf ;+rf/ / ljB'tLo zf;g -e-governance_ 

 -ª_ ;fj{hlgs pQ/bfloTj 

$= sfof{no Joj:yfkg ;DaGwL cfwf/e't 1fgM btf{, rnfgL, /]sl8{Ë, kmfOlnª, kq Jojxf/,    

 l6Kk0fL / hd;Dks{ . 

%= sfof{no ;+rfng :t/sf] n]vf / lhG;L ;|]:tf . 

^= lq=lj= ;ef, k|fl1s kl/ifb\, sfo{sf/L kl/ifb, ljBf kl/ifb / ;]jf cfof]usf] sfd st{Jo / 

 clwsf/ . 

&= lzIfs sd{rf/L ;]jf ;DaGwL lgod @)%) -;+zf]wg ;lxt_ 

*= cfly{s Joj:yfkg / ;~ro sf]if ;DaGwL lgod @)%) -;+zf]wg ;lxt_ 

 


