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दुई शब्द  

स्थानीय विकास प्रविक्षण प्रविष्ठानले स्थानीय िहहरुको क्षमिा अविबवृिका लावि प्रविक्षणको पाठ्यक्रमहरु ियार िर्द ै

आएको छ । आजको विश्वमा सचूना प्रविविमा िएका विकासबाट अन्य सबै विकासलाई सकरात्मक पररिितनउन्मखू 

बनाएर जान आिश्यक रहकेो छ । िसथत यस प्रविष्ठानले सचूना प्रविविका विकवसि विविहरु सम्िन्िमा स्थानीय िहमा 

क्षमिा अवििवृि िने उद्दशे्यले सचूना िथा संचार प्रविवि विषयक साि वर्दने प्रविक्षणको पाठ्यक्रम ियार िरेको छ । 

यस पाठ्यक्रमको उपयोि िरी स्थानीय िहहरुमा कम््यटुरको इविहासबारे जानकारी िराइ कम््यटुर सम्िन्िी आिारििु 

ज्ञान र सीपको विकास िराएर  प्रविविमतै्री स्थानीय िह बनाउन योिर्दान हुने अपेक्षा िररएको छ ।   
 

प्रविष्ठानलाई उक्त कायतको महत्िपणूत वजम्मेिारी वर्दनहुुने सङ्घीय मावमला िथा सामान्य प्रिासन मन्त्रालयका सवचिज्यू, 

सह–सवचिज्यहूरू, उप–सवचिज्यहूरूलिायि सम्पणूत मन्त्रालय पररिारप्रवि हावर्दतक आिार व्यक्त िर्दतछु । प्रविष्ठानलाई 

िितमान वस्थविमा ल्याइपुर्याउनमा प्रविष्ठानमा कायतरि कमतचारीहरूको लिनिीलिा, वमवहनेि, र्दरूदृवि पवन उविकै 

महत्िपूणत छ, म यसका लावि प्रविष्ठानका सम्पणूत कमतचारीहरूलाई िन्यिार्द वर्दन्छु । सङ्घीय संरचनाअन्ििति स्थानीय 

िहको क्षमिा अवििवृि िनत प्रविष्ठान सिैं प्रविबि रहने र मािमा आिाररि उपयोिी कायतक्रमहरूका साथ वनरन्िर 

अिावि बढ्ने कुरामा विश्वास वर्दलाउँर्द ैप्रविष्ठानले पाएको स्नेह, सहयोि र सद्भाि वनरन्िर रूपमा सबै क्षेत्रबाट पाइरहने 

अपेक्षा िरेको छु ।  
 

अन्त्यमा, यो पाठ्क्रम वनमातण िनत उल्लेय य िवूमका खेल्नुहुने विज्ञ श्री बाबरुाम र्दिािी, स्थानीय विकास प्रविक्षण 

प्रविष्ठानका वनर्दिेक श्री जयकृष्ण श्रेष्ठ र व्यिस्थापन अविकृि श्री योि माया सापकोटालिायि अन्य सहयोिी 

कमतचारीह?लाई हावर्दतक िन्यिार्द व्यक्त िर्द ैप्रविक्षणको सफलिा, प्रविक्षण सामग्रीको साथतकिा र लक्ष्य प्राविका लावि 

समिे हावर्दतक ििुकामना व्यक्त िर्दतछु ।  
 

 

 

पीिकुमार श्रेष्ठ 

 कायतकारी वनर्दिेक 

 स्थानीय विकास प्रविक्षण प्रविष्ठान 
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प्रशिक्षण सामग्रीबारे 

 

स्थानीय विकासको काययसँग सम्बन्धित स्थानीय तहहरूको प्रशासवनक एिं व्यिस्थापनसम्बिी दक्षता अवििृन्धि गने 

उदे्दश्यले त्यस्ता वनकायहरूमा संलग्न जनप्रवतवनविहरू एिम् काययरत कमयचारीहरूलाई योजनाबि तररकाले 

उच्चस्तरीय प्रवशक्षणको व्यिस्था गरी स्थानीय स्तरमा ती वनकायहरूको संस्थागत विकासमा सघाउ पुर् याउन स्थानीय 

विकास प्रवशक्षण प्रवत्ान नन २०४९ अन्तगयत वि.सं. २०५० सालमा स्थापना िएको यो एक वशाशावसत र सङ्गवित 

संस्थाका रूपमा रहेको छ । प्रवत्ानको मुख्य उदे्दश्य प्रवशक्षण स्थानीय विकास काययसँग सम्बन्धित स्थानीय तहका 

व्यन्धिहरूका लावग आिश्यक पने प्रवशक्षणको व्यिस्था गने, प्रवशक्षण केन्द्रद्वारा सञ्चालन गररने प्रवशक्षण 

काययक्रमसम्बिी अनुसिान गने र प्रवशक्षण केन्द्रद्वारा सञ्चालन गररने प्रवशक्षण काययक्रमलाई बढी उपयोगी तुल्याउन 

तथा प्रवशक्षण सामग्री तयार गनयका लावग समस्यामूलक अनुसिान, परामशय सेिा तथा सूचना सेिासम्बिी 

काययक्रमहरू सञ्चालन गने रहेको छ । 

 

यो प्रवशक्षण सामग्री सङ्घीय मावमला तथा सामाय प प्रशासन मत्रालालयको वनदेशनमा स्थानीय विकास प्रवशक्षण 

प्रवत्ानबाट तयार पाररएको हो । यस सात शिने प्रवशक्षण सामग्रीले सूचना र संचार  प्रशिशि  प्रवशक्षणलाई 

प्रिािकारी बनाउन प्रवशक्षकहरूलाई महत्त्वपूणय मागयदशयन हुने अपेक्षा गररएको छ । 

 

प्रशिक्षण सामग्रीको उदे्दश्य 

यस प्रवशक्षण सामग्रीको उदे्दश्य गाउँपावलका/नगरपावलकाहरूमा कायायन्वयन गररने सूचना र संचार  प्रशिि   प्रवशक्षण 

काययलाई प्रिािकारी र गुणस्तरीय बनाउनुका साथै प्रवशक्षण काययमा एकरूपता ल्याई प्रवशक्षणलाई सहिावगतामूलक 

बनाउनु हो ।  
 

प्रशिक्षण सामग्रीको बनािट  

यस प्रवशक्षण सामग्रीलाई चार खण्डमा वििाजन गररएको छ । पवहलो खण्डमा प्रवशक्षण सामग्री र यसको प्रयोग गने 

तररका (Instsruction to user) उले्लख गररएको छ । दोस्रो खण्डमा प्रवशक्षण योजना, प्रवशक्षण तावलका समािेश 

गररएको छ । तेस्रो खण्डमा प्रवशक्षणका प्रते्यक सत्रका विययिसु्तहरूको पाियोजना, पािरप्वाइन्ट स्लाइडहरू र 

विययिसु्तसँग  सम्बन्धित अध्ययन सामग्री समेवटएको छ िने अन्धन्तम खण्डमा प्रवशक्षण मूल्याङ्कनका जजारहरू 

समािेश गररएको छ । यसका विययिसु्तहरूलाई सविप्तमा तमा तल उले्लख गररएको छ । 

 

१. प्रशिक्षण सामग्रीको प्रयोग गने तररका (Instsruction to User)  

यसमा प्रवशक्षण सामग्रीको पृ्िूवम, यसको उदे्दश्य, प्रवशक्षण सामग्रीमा समािेश गररएका विययिसु्तहरू, प्रवशक्षण 

सामग्री प्रयोग गने तररका, प्रवशक्षणका विविहरू र वतनको सञ्चालन प्रवक्रया, अध्ययन सामग्री, प्रवशक्षण मूल्याङ्कनका 

जजारहरू, प्रवशक्षणका प्रयोगकताय आवद समािेश गररएको छ । 

 

२. प्रशिक्षण योजना 

प्रवशक्षण योजना प्रवशक्षण सञ्चालनका लावग तयार पाररएको प्रवशक्षणको समग्र खाका हो । यसमा प्रवशक्षणका 

सािारण र वनवदयष्ट उदे्दश्य, प्रवशक्षणका विययिसु्त, प्रवशक्षण सञ्चालन विवि र प्रवशक्षण सामग्री उले्लख गररएको छ । 

 

३. प्रशिक्षण िैशनक ताशिका 

प्रवशक्षण दैवनक तावलकामा हरेक वदनका वक्रयाकलाप र विययिसु्त र वतनका लावग आिश्यक समय उले्लख गररएको 

छ । 
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४. पाठयोजना 

पाियोजना हरेक सत्र सञ्चालनका लावग मागयदशयन हो । यसमा सत्रका सािारण र वनवदयष्ट उदे्दश्य, सत्रका विययिसु्त, 

प्रवशक्षण वक्रयाकलापको विसृ्तत वििरण, प्रवशक्षण विवि, प्रवशक्षण सामग्री र आिश्यक समय उले्लख गररएको छ । 

यसमा सत्रका वनवदयष्ट उदे्दश्य हावसल िए िा िएनन् थाहा पाउनका लावग सत्र मूल्याङ्कन विविसमेत उले्लख गररएको 

छ । 

 

५. पािरप्वाइन्ट स्लाइड 

प्रवशक्षण सत्र सञ्चालनका लावग आिश्यक पािरप्वाइन्ट स्लाइडहरू यस सामग्रीमा क्रमबि रूपमा समािेश गररएका 

छन् । सत्रका सािारण र वनवदयष्ट उदे्दश्य, सत्रका विययिसु्तहरू, समूह कायय िा अभ्यास र सो अभ्यास सञ्चालनका लावग 

गनुयपने वक्रयाकलाप पवन पािरप्वाइन्ट स्लाइडमा उले्लख गररएको छ । 

 

६. अध्ययन सामग्री  
प्रवशक्षणका विययिसु्त र प्रसु्ततीकरणसँग सम्बन्धित सामग्रीहरूको विसृ्तत वििरण अध्ययनसामग्रीका रूपमा यस 

सामग्रीवित्र समािेश गररएको छ । यी सामग्रीहरूलाई प्रवशक्षण सत्रका आिारमा छुट्याई क्रमबि रूपमा व्यिन्धस्थत 

गररएको छ । 

 

७. प्रशिक्षण मूल्याङ्कनका औजारहरू 

प्रवशक्षणको प्रिािकाररता मापनका लावग वनम्नवलन्धखत जजारहरू समािेश गररएका छन् । 

 

(क) प्रशिक्षणपूिव र प्रशिक्षणपश्चात् जानकारी 

यसअन्तगयत प्रवशक्षणका विययिसु्तहरूमा सहिागीहरूको बुझाइको अिस्था थाहा पाउन प्रवशक्षणका 

विययिसु्तहरूसँग सम्बिी प्रश्नहरू वनिायरण गरी प्रवशक्षणको सुरुमा पूिय जानकारी र अन्तमा पश्चात् जानकारी 

वलइन्छ। यसले प्रवशक्षणका कारण सहिागीहरूको  ज्ञान र वसपमा आएको पररितयन मापन गनय सहयोग गदयछ । 

 

(ख) िैशनक पृष्ठपोषण फाराम 

हरेक वदनको अन्तमा वदनिरर िएका छलफलहरूमा सहिागीहरूको वसकाइ थाहा पाउन  दैवनक पृ्पोयण 

फारामको प्रयोग गररन्छ । यसबाट सहिागीहरूले वसकेका र वसकेका कुरालाई कहाँ र कसरी प्रयोग गने िने्न बारेमा 

र प्रवशक्षणलाई अझ प्रिािकारी सुिार गनुयपने सुझाि पाउन सवकन्छ ।  

 

(ग) प्रशिक्षण सुिारका िाशग प्रश्नाििी 

यो प्रश्नािली प्रवशक्षणको अन्त्यमा सहिागीलाई वितरण गरी उनीहरूको प्रवतवक्रया वलन प्रयोग गररन्छ । यसबाट (१) 

प्रवशक्षणको समग्र मूल्याङ्कन,  (२) सहजकतायप्रवतको दृवष्टकोण, (३) प्रवशक्षणमा उपल्ध  गराइएका पा्यससामग्रीको 

प्रिािकाररता, (४) प्रवशक्षणका विययिसु्तको उपयुिता र (५) प्रवशक्षणमा प्रयोग िएका प्रवशक्षण विविहरूको 

सान्दवियकता जाँच गररन्छ ।  
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प्रशिक्षण कायवक्रमको मूल्याङ्कन 

प्रवशक्षण काययक्रमको प्रिािकाररतालाई मुख्यतः  चारिटा तहमा मूल्याङ्कन गररनुपदयछ । सहिागीहरूको 

प्रवशक्षणप्रवतको  प्रवतवक्रया, उनीहरूको वसकाइको स्तर, प्रवशक्षण काययक्रमले सहिागीहरूको दैवनक व्यिहार र 

उनीहरूको दैवनक काययसम्पादनमा ल्याएको पररितयन र सो पररितयनको पररणामवशारूप समग्र संस्थाको 

काययसम्पादनमा आएको पररितयनलाई प्रवशक्षण प्रिािकाररता मूल्याङ्कनका आिार बनाइनु पदयछ ।   

 

प्रशिक्षण सामग्रीको प्रयोग शिशि 

सूचना र संचार  प्रशिशि  प्रवशक्षणको  प्रसु्तवतलाई व्यिन्धस्थत र पूणय गराउनका लावग पाियोजनाको अनुसरण 

गनुयपदयछ । यस सामग्रीमा व्यिस्था गररएको पाियोजनालाई अनुसरण गरी सहज तररकाले सत्र सञ्चालन गनय 

वक्रयाकलाप शीययकअन्तगयत विययिसु्तलाई विसृ्तत रूपमा प्रसु्तत गररएको छ । विययप्रसु्तवत अगावड विययप्रवत रुवच 

जगाउने, विययको महत्त्व दसायउने जस्ता कायय प्रवशक्षक आफँैले विकास गरी सत्र सञ्चालन गनय सके्न छन् । प्रवशक्षकले 

विययिसु्तको अध्ययन सामग्री राम्रोसँग अध्ययन गरी विययको प्रिािकारी प्रसु्ततीकरणका लावग आिश्यक दृश्य 

सामग्रीको तयारी/सङ्कलनसमेत गनय सके्न छन् । यसका साथै प्रवशक्षकले प्रवशक्षण सामग्रीमा उले्लख गररएका 

पािरप्वाइन्ट स्लाइड र अध्ययन सामग्रीमा समािेश गररएका वचत्र, चाटय, ग्राफ आवदलाई आिश्यकताअनुसार वतनको 

आकार विस्तार गरी प्रसु्तत गनय सके्न छन् । सत्रहरूको प्रसु्ततीकरणका लावग वसलवसलेबार रूपमा पािरप्वाइन्ट 

स्लाइडहरू समािेश गररएको छ । प्रवशक्षणको प्रिािकाररता र प्रवशक्षण प्रिािकाररताको मापनका लावग प्रवशक्षण 

मूल्याङ्कनका जजारहरूसमेत सामग्रीमा समािेश गररएका छन् । वतनलाई उपयुि तररकाले प्रयोग गररनु 

आिश्यक छ । 

 

अध्ययन सामग्री 

प्रसु्तत सामग्रीमा समािेश गररएका अध्ययन सामग्रीहरू सूचना र संचार  प्रशिशि  प्रवशक्षणसँग सम्बन्धित विविन्न 

वनकायहरूका प्रकाशन, प्रवशक्षण सामग्री, नेपाल सरकारले गरेका नीवतगत व्यिस्थाहरू आवदलाई आिार मानी तयार 

गररएको छ । यी अध्ययन सामग्रीहरू केिल सन्दिय सामग्री मात्र हुन् । वयनलाई समय समयमा अद्यािविक गराउनु 

पदयछ ।  

 

प्रशिक्षण सामग्रीको प्रयोगकताव 

यो प्रवशक्षण सामग्री सूचना र संचार  प्रशिशि  प्रवशक्षणमा रुवच राखे्न जोसुकैका लावग उपयोगी हुने छ । यो विशेय गरी 

सूचना र संचार  प्रशिशि  प्रवशक्षण  सहजकतायहरूलाई ध्यानमा राखी तयार पाररएको छ तर यस सामग्रीको 

उपयुिताको िहर गने जोसुकैले पवन यसको प्रयोग गनय सके्न छन् । यसका प्रयोगकतायले यसमा उन्धल्लन्धखत विवि, 

प्रवक्रया, समय, सामग्री जस्ता पक्षहरूलाई हुबहु उतानुयिन्दा यसमा उन्धल्लन्धखत मागयदशयन र स्थानीय पररिेशअनुसार 

यसलाई सहयोगी सामग्रीका रूपमा बुझेर प्रयोग गनुय उपयुि हुने छ । स्थानीय पररिेशअनुसार यस वनदेवशकाको मूल 

ममयलाई ध्यानमा राखी सहजकताय/प्रवशक्षकले अय प रचना्मकक गवतविविसमेत अँगाल्न सके्न छन् । 

 

प्रशिक्षण शिशि र प्रयोग तररका 

प्रवशक्षकको सहजीकरणलाई व्यिन्धस्थत गनयका लावग पाियोजनामा प्रवशक्षण विविहरू उले्लख गररएका छन् । 

प्रवशक्षण काययक्रमलाई सहिावगतामूलक र प्रिािकारी बनाउन वनम्न विविहरू प्रयोग गनय सवकने छ ।  
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क)  समूह छिफि  

सहिावगतामूलक प्रवक्रयाबाट प्रवशक्षण सञ्चालन गनयका लावग समूह छलफल एक महत्त्वपूणय विवि हो । समूह 

छलफलका लावग वनम्न प्रवक्रया अपनाउनुपने हुन्छः  

 समूह वििाजन गदाय सकिर सहिागी सङ्ख्या बराबर बनाउने, सहिागीको स्तरलाई  ध्यान वदने । 

 समूह छलफलका लावग विययिसु्त वकटानी गने । 

 छलफलको विययअनुसार स्थान र समय वनिायरण गने । 

 सहजकतायले छलफल प्रवक्रया बताउने । जसै्तः  

o समूहमा संयोजक, प्रवतिेदक चयन गने । 

o समूहमा सबैको िनाइ समेवटनुपने । 

o समूहको वनचोड िुलो कागजमा तयार गने । 

o संयोजकले समूहकायय प्रसु्तत गने आवद । 

 समूहमा खुल्ला छलफल चलाउन पे्रररत गने । 

 सहजकतायले छलफलको सन्दिय र विययिसु्तलाई आिार मानी आफ्नो वनष्कयय वदने । 

ख) खेि  

खेल विविले विययिसु्तलाई सवजलै प्रस्ट पानय सहयोग गदयछ । खेल विविबाट वसकेका वसकाइहरू वचरस्थायी हुन्छन् । 

सञ्चािन प्रशक्रया  

 खेलको प्रकृवतअनुसार सहिागी सङ्ख्या छनोट गने । शारीररक शन्धि प्रयोग गनुयपने खेल िए शारीररक 

रूपमा अशि व्यन्धिलाई उसको अनुमवतमा बावहर राखे्न । 

 लैवङ्गक संिेदनशीलताका पक्षमा ध्यान वदने । 

 समय वनिायरण गने । खेललाई २० वमनेटिन्दा बढी समय वदनु उपयुि हँुदैन । 

 खेलमा पालना गनुयपने नीवतवनयम प्रस्ट पाने । 

 खेलका लावग आिश्यक सामग्री तयार गने । 

 खेल सवकएपवछ खेलबाट िएका वसकाइहरू छलफल गने । 

 खेलका लावग सबैलाई िय पिाद वदने । 

ग) प्रश्नोत्तर  

कुनै विययिसु्तबारे सहिागीहरूको बुझाइ थाहा पाउनका लावग प्रश्न गने, उत्तर वलने र सोअनुसार सहजकतायले 

विययिसु्त प्रस्ट पाने प्रवक्रया नै प्रश्नोत्तर विवि हो । यसले सहिागीहरूको ध्यान विययिसु्तप्रवत आकवययत गनय मदत 

गदयछ । सहजकतायले प्रश्नोत्तर वसपमा विशेय ध्यान पुयायउनु पदयछ ।  

घ) साना समूह छिफि 

यो विवि प्रवशक्षण काययका सन्दियमा वछटै्ट छलफल गरी तत्कालै विययिसु्तको वनष्कययमा पुर् याउन उपयोगी हुन्छ । २/३ 

जना सहिागीवबच बसेकै स्थानमा आमनेसामने िई यो विविमाफय त विययिसु्तको वनचोड वनकाल्न सवकन्छ । यस 

विविले वसकाइलाई मूतय रूप वदन मदत गदयछ ।          
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सञ्चािन प्रशक्रया  

 सहजकतायले छलफलको वियय र समय वनिायरण गने । 

 नवजकैका २/३ जना सहिागीलाई आमनेसामने बस्न िने्न । 

 छलफल गनय लगाउने । छलफलका मुख्य कुरा वटपोट गनय िने्न । 

 छलफलको वनचोडलाई मेटाकाडय वदई लेख्न लगाउने ।  

 छलफल सवकएपवछ क्रवमक रूपमा सहिागी समूहलाई आफ्नो वनचोड प्रसु्तत गनय लगाउने, छलफल गने, 

काडय सफ्ट बोडयमा टासे्न ।  

 सहिागीको प्रसु्तवतपश्चात् सहजतायले विययिसु्तको सन्दिय र तात्पयय वमलाई वनष्कयय वनकाल्ने । 

 

ङ) मस्तिष्क मन्थन  

सहिागीले आफ्नो विचार मन्थन गरी विययिसु्तलाई वनणययमा पुर् याउने विवि नै मन्धस्तष्क मन्थन विवि 
(Brainstorming) हो । 

सञ्चािन प्रशक्रया  

 छलफलको वियय / प्रश्न प्रस्ट रूपमा राखे्न । 

 सोच्नका लावग समय वदने । 

 सहिागीहरूका विचारलाई सङ्गवित गददै  वटपोट गने, छलफल चलाउने । 

 िनाइलाई वनष्कययमा पुर् याउने । 

च) अभ्यास  

सहिागीको प्रत्यक्ष संलग्नतामा वसकाइ आजयन गनय यो विवि महत्त्वपूणय हुन्छ । यो विवि जीिन र जगतसँग सम्बन्धित 

घटनामा आिाररत कुराहरू प्रस्ट पानय प्रयोग गररन्छ । 

 सञ्चािन प्रशक्रया  

 सहजकतायले घटना िा सिाल समूहवबच राखे्न । 

 विययअनुसार समय वनिायरण गने । 

 सिालका वनष्कयय वनकाल्न लगाउने । 

 अभ्यासबाट वनकावलएको वनष्कययलाई सहजकतायले छलफल चलाई अन्धन्तम वनष्कयय वनकाल्ने ।  

ज) िघु प्रिचन  

यो प्रवशक्षणको सबैिन्दा महत्त्वपूणय विवि हो । यसमाफय त विययिसु्तलाई सहिागीहरूसमक्ष सहज रूपमा प्रसु्तत गनय 

सवकन्छ । नामअनुसार नै यो विविमाफय त गररने प्रसु्ततीकरण छोटो र सहिावगतामूलक हुनु पदयछ । प्रवशक्षकले 

एकोहोरो रूपमा लामो समयसम्म प्रसु्ततीकरण गनुय हँुदैन । प्रसु्ततीकरणका वसलवसलामा सहिागीहरूलाई पवन 

संलग्न गराउँदै जानु पदयछ । 
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प्रशिक्षकिाई प्रश्नः  

1. सत्रका विययिसु्तको राम्ररी अध्ययन गनुयिएको छ ?  

2. सत्र सञ्चालनका लावग पाियोजनाको अध्ययन गनुयिएको छ ?  

3. सहिागीहरूको पृ्िूवम तथा स्तरका बारेमा सोचु्निएको छ ? 

4. सत्रका लावग चावहने आिश्यक प्रवशक्षण सामग्रीहरू जुटाउनुिएको छ ?  

5. प्रसु्ततीकरणका बँुदाहरूको राम्ररी अध्ययन गनुयिएको छ ?  

6. प्रसु्ततीकरणमा बढी महत्त्व वदनुपने बँुदाहरूको वनर्क्योल गनुयिएको छ ?  

7. प्रसु्ततीकरणमा  विशेय जोड वदनका लावग आिश्यक उदाहरणहरूको चयन गनुयिएको छ ?  

8. प्रवशक्षण सारांशका बँुदाहरू तय गनुयिएको छ ?  

9. सत्रप्रवत रुवच जगाउन तथा सहिावगता बढाउन आिश्यक पने विविहरूको चयन गनुयिएको छ ? 

10.  समयवित्र सत्र पूरा गनय राम्ररी योजना गनुयिएको छ ?  

11.  सत्र सञ्चालनका लावग आिश्यक पने िौवतक सामग्रीहरू, जसै्तः  सेतो पाटी, न्धिपचाटय, खैरो कागज, 

मेटाकाडय , माकय र, मान्धिङ टेप, कागज, कलम, कँैची, वचत्रहरूको व्यिस्था गनुयिएको छ ? 

12.  प्रवशक्षण हल, बसाइ व्यिस्थापन, कोिाको  तापक्रम, हािा, प्रकाश इत्यावदका बारेमा सोचु्निएको छ ? 



 

 

 

 

प्रशिक्षण योजना 
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Training plan 

 
Subject Information and Communication Technology 

Date  

Location Municipality /Rural Municipality 

Facilitator  

Targeted Participants 

 Staffs from Local Levels 

General Objective 

To enable the participants at the local level by increasing their knowledge and skills 

about various IT tools and techniques 

Specified Objectives:  

At the end of this training, participants will be able to learn and implement 

skill/Knowledge about: 

 Invention of Computer (historical development)  

 Introduction to Project Management Information System  

 Traditional and Unicode typing  

 MS Office Word  

 MS Office Excel  

 MS Power Point  

 Surfing the internet, content search, & email  

 Smart / e-Administration, Smart Accounting/Auditing system, E-Procurement Process, rules, 

and regulations  

 Presentation and document writing skill development / Public Speaking 
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Methodology: 

 Brainstorming 

 Multimedia presentation lectures 

 group exercises 

  Lab Works short speeches, Q & As etc. 

 

Necessary materials, tools and resources:  

Laptop/Desktop Computer With necessary software installed, Internet, LCD Projector , Sound 

System, White board, Screen, Pointer, Pin Board, Camera, Printer, Forms, Attendance Register. 

 

 (Tentative Training Hall Layout ) :  
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Remarks: 

1. To conduct effective training, to collect necessary information and to determine the 

responsibility of all other works as per the need. 

2. To arrange accommodation for the participants on the basis of availability of training hall and 

number of participants. To manage the table to make it easier to do group work. 

3. Although presentation material are in English, it is also needed to be explained in Nepali 

language. While giving lectures and conducting exercises and discussions, the background and 

interests of the participants will be taken into consideration. 

4. To conduct lab works Internet and Office package Installation prior to training is deem 

necessary. 
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Training on Information and Communication Technology 

Schedule 

 

Date/Time 
8:30-

09:00 
09:00-11:00 

11:00-

12:00 
12:00-14:00 

14:00-

14:30 
14:30:16:30 

Day 1 

B
re

ak
fa

st
 

 शभुारम्भ उद्देश्य विषपिस्तु पिूव जानकारी 

 Chapter#1Invention of Computer (historical 

development) Lecture/Tutorial 

L
au

n
ch

 

 Chapter#4 MS Office Word Lecture + 

Interactive Lab Session  

T
ea

/B
is

cu
it

s 

 Chapter#4 MS Office Word 

Lecture + Interactive Lab Session  

Day 2 

 Chapter #2  Introduction to Project 

Management Information  

System        Lecture/Tutorial 

 Chapter#5 MS Office Excel 

Lecture + Interactive Lab Session  

 Chapter#5 MS Office Excel 

Lecture + Interactive Lab Session  

Day 3 
 Chapter#3 Traditional and Unicode typing          

Lecture + Interactive Lab Session  

 Chapter3(till 12:00 noon)||Chapter#7(from 

12:00 noon)  Surfing the internet, content 

search, & email 

 Chapter#7(from 12:00 noon)  

Surfing the internet, content 

search, & email    Lecture + 

Interactive Lab Session  

Day 4 
 Chapter#9  Presentation and document writing 

skill development Lecture/Tutorial 

 Chapter#6 MS Power Point 

Lecture + Interactive Lab Session  

 Chapter#6 MS Power Point 

Lecture + Interactive Lab Session  

Day 5 

 Chapter#8.1 Enterprise management system 

(office  

workflow management) Lecture/Tutorial 

 Chapter#8.2 Smart Accounting/Auditing 

system Lecture + Interactive Lab Session  

 Chapter#8.2 Smart 

Accounting/Auditing system 

Lecture + Interactive Lab Session  

Day 6 

 Chapter#8.3 Local e-Administration 

challenges and issues                

Lecture/Tutorial 

 Chapter#8.4 E-Procurement Process, rules, 

and regulations Lecture + Interactive Lab 

Session  

 Chapter#8.4 E-Procurement 

Process, rules, and regulations 

Lecture + Interactive Lab Session  

Day 7 
 Chapter#10 Team collaboration and 

presentation making 
 Chapter#10 Presentation and Evaluation 

 Chapter#10 Feedback form 

filling/Closing and certificate 

distribution 

 

Local Development Training Academy
(Established by Local Development Training Academy Act, 2049)

:yfgLo ljsf; k|lzIf0f k|lti7fg 
-:yfgLo ljsf; k|lzIf0f k|lti7fg P]g, @)$( åf/f :yflkt_

"An Autonomous, Professional, Client 
Centered, Gender Responsive National 

Institute of Excellence in the area of 
Local-Self Governance."

LDTA >>>
नेपाल सरकार 

सङ् घीय मावमला त ा सामाय य रशाशासन मय रालय 

 



 

 

 

 

सत्र योजना 
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;q of]hgf 

 

मोडुलः सूचना तथा संचार प्रविवि       सत्रः १ 

समय ९० ममनेट 

विषयः शभुारम्भ, पररचय, उद्दशे्य, अपेक्षा सङ्कलन, समहू मान्यता, प्रमशक्षण परू्व जानकारी   

सािारण उदे्दश्यः यस सत्रको अन्तमा सहभागीहरू प्रमशक्षणको उद्दशे्यबारे प्रष्टहुनेछन ्।  

वनवदिष्ट उदे्दश्यः सत्रको अन्तमा सहभागीहरू  

 एक आपसमा पररमचत हुनेछन ्। 

 प्रमशक्षण अर्मिमा छलफल गररने मखु्य मर्षयर्स्तकुो र्ारेमा जानकारी पाउनेछन ्। 

 मर्षयर्स्त ुर्ारेमा परू्व जानकारीको अर्स्था उपलब्ि हुनेछ । 

 

सत्रका मुख्य विषयिसतुः 

 प्रमशक्षणको शभुारम्भ  

 प्रमशक्षणको उद्दशे्य  

 पररचय 

 अपेक्षा सङ्कलन 

 प्रमशक्षणका मर्षयर्स्तु, आिारभतू मनयम, मजम्मरे्ारी आमि 

 प्रमशक्षण परू्व जानकारी 
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प्रविक्षण – वसकाई वियाकलाप अिवि 

प्रविक्षण – 

वसकाई 

सामाग्री 

कैवियत 

क्रियाकलाप १ शभुारम्भ 

 सहभागीहरु र अतितिहरुको उपस्थितिसंगै 
राक्रियगानका लातग अनरुोध गनुहुोो्स ।   

 थवागिसक्रहि कायिुमको उद्देश्यबारे प्रकाश 
पानुहुोसो् ।  

 प्रमखु अतितिबाट ब्यानर पढी कायिुमको 
औपचाररक शभुारम्भ गनुहुोसो् । 

 अतितिहरुबाट कायिुमको सफलिाको शभुकामना 
मन्िव्यका लातग अनरुोध गनहुोसो् । 

 कायिुमको अध्यक्षबाट शभुारम्भ मन्िव्यसक्रहि सत्र 
क्रवसर्नुका लातग अनरुोध गनुहुोसो् । 

२५तमनेट मेटाकार्व, व्यानर,  

अतितिहरू र 
अतितिहरूको मन्िव्य 
व्यवथिापन अवश्यकिा 
अनसुार गनुहुोसो् । 

 क्रियाकलाप २ पररचय 

 सबै सहभागी, सहर्किाु (प्रस्शक्षक) र अन्य 
उपस्थिि व्यस्िहरुलाई आफ्नो नाम, ठेगाना, पद, 

संस्क्षप्त काय ुअनभुवसक्रहि आफ्नो पररचय ददन 
लगाउनहुोसो् । 

१५ तमनेट   

क्रियाकलाप ३ अपेक्षा सङ्कलन 

 सहभागीहरूलाई प्रस्शक्षणबाट गररएको अपेक्षालाई 
मेटाकार्मुा लेख्न लगाउनहुोसो् ।  

 मेटाकार्हुरुलाई एक एक गरी पढ्दै ब्राउन पेपर 
वा बोर्मुा टााँथनहुोसो् । 

 आएका अपेक्षालाई एकै क्रकतसमका आसय भएका 
कार्लुाई एकै ठााँउमा राख्नहुोसो् । 

 प्रस्शक्षणको क्रवषयवथि ुर सहभागीको अपेक्षा तमलान 
गनुहुोसो् ।  

 सहभागीहरुबाट आएका अपेक्षाहरु के कति हदसम्म 
यस प्रस्शक्षणले सम्बोधन गन ुसक्छ भन्न ेप्रष्ट 
पानुहुोस । 

१५ तमनेट 
मेटाकार्व, माकव र, 

पसु मपन, ग्ल ुस्टीक, 

मामस्कङ टेप, ब्राउन 

पेपर 

यदद सहभागीबाट 
क्रवषयवथि ुभन्दा तभन्न 
अपेक्षाकार् ुआएमा अलग 
राख्नहुोसो् ।  

क्रियाकलाप ४ क्रवषयवथिकुो र्ानकारी 
 सहभागीहरुले ल्याएका अपेक्षाहरुलाई तमलान गदै 

प्रस्शक्षणमा छलफल गररने क्रवषयवथिहुरु र्ानकारी 
गराउनहुोस । 

५ तमनेट 

 

 

 

 

 

ब्राउन पेपर, माकव र, 

न्यजूमप्रन्ट पेपर 
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प्रविक्षण – वसकाई वियाकलाप अिवि 

प्रविक्षण – 

वसकाई 

सामाग्री 

कैवियत 

क्रियाकलाप ५ समहु मान्यिा, स्र्म्मेवारी आदद 
 प्रस्शक्षण प्रभावकारीिाको लातग हरेक ददनको 

प्रस्शक्षण अवतधमा समूह मान्यिालाई सहभागीहरुसंग 
छलफल गरी न्यूर् क्रप्रन्टमा लेखो् स् पालना गन ु
लगाउनहुोस । 

 आवश्यकिा परेमा क्रवतभन्न स्र्म्मेवारी बााँर्फााँर् 
(ररपोक्रटङ, समय व्यवथिापक, मनोरञ्जनकिाु आदद) 
गराउनहुोसो् । 

५ तमनेट 
ब्राउन पेपर, माकव र, 

न्यजूमप्रन्ट पेपर, 

पार्रप्र्ाइन्ट स्लाइर् 

 

क्रियाकलाप ६ प्रस्शक्षण पूव ुर्ानकारी 
 सहभागीहरुलाई प्रस्शक्षण पूव ुर्ानकारी फाराम 

क्रविरण गनुहुोसो् । 

 उि फाराम कसरी भने सबैलाई थपष्ट पानुहुोसो् ।  
 सबै सहभागीहरुबाट फाराम संकलन गरी सकेपतछ 

यसबाट आएको नतिर्ालाई हामी प्रस्शक्षणको 
अन्िमा गररने पश्चाि र्ानकारीको नतिर्ासाँग िलुना 
गनेछौं भन्नुहोस । 

१० तमनेट प्रमशक्षण परू्व 

परीक्षण फाराम 

 

क्रियाकलाप ७ प्रस्शक्षणको साधारण उद्दशे्य, तनददुष्ट 
उद्दशे्यहरु, प्रस्शक्षण क्रवतध र प्रस्शक्षण िातलका 
 प्रस्शक्षकले प्रस्शक्षणको बारेमा फ्लीप चाटुमा ियार 

पारेको प्रस्शक्षणको  साधारण उद्देश्य, तनददुष्ट 
उद्देश्यबारे बिाउनहुोसो् । 

 प्रस्शक्षणका क्रवतधहरु र्ानकारी गराउनहुोसो् । 

 प्रस्शक्षण िातलकाको र्ानकारी ििा िातलका क्रविरण 
गनुहुोसो् । 

१० तमनेट 
ब्राउन पेपर, फ्लीप 

चाटव, प्रमशक्षण 

तामलका 

 

क्रियाकलाप ८ सत्र संक्षपेीकरण र अग्रसम्वन्ध 

 समग्र प्रस्शक्षण  सहभातगिामूलक ढंगबाट अगातर् 
बढ्ने कुराको अवगि गराउनहुोसो् । 

 दोश्रो सत्र सम्वन्धी र्ानकारी गराउनहुोसो् । 

५ तमनेट  
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Session Plan 
Session: 1  

Time: 2 hours 

Session Topic: Invention of Computer (historical development) 

 

General Objective: Brief overview on historical development of Computer  

 

Specified Objectives: 

 At the end of this session participants will be able to, 

 Know the fundamentals of Computer System. 

 Brief review of computer history. 

 Know how generations of computers are evolving. 

 Discuss applications of computers. 

 

 

Contents of the session 

 Overview 

 Introduction to Computers 

 Characteristics of Computers 

 History/Evolution 

 Generation Of Computers 

 Application of Computers 

 Discussion 
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Teaching Learning Activities   
Duration 

(in Minutes)  

Teaching-

Learning 

Material  

Remarks 

Activity 1: Prior introduction and briefing about 

objectives of this training 

 Program Opening Speech along with 

objectives of this training in this digital 

era.  

 

10 
Oral Presentation 

prior 

preparation 

by facilitator. 

Activity 2: Drawing attention of participants 

 Personal and professional introduction of 

participants and also mention the use of 

computer in their day to day activities.   

10 

   
Oral Presentation 

Class 

discussion 

Activity 3: Introduction to computer, I/O, 

hardware, software, characteristics, history and 

generations. 

30 

 

Powerpoint 

multimedia 

Referred to 

PPT slides 

Activity 4:   Evolution of computers 

 

10 

 

Video Presentation 

Referred to 

provided 

video 

material  

Activity 5:   History/generations with pictures 

and Von-Neumann architecture 

20 

 

Powerpoint 

multimedia 

Referred to 

PPT slides 

Activity 6: 

Class Discussion on Applications of computer 
20 Class discussion 

Referred to 

PPT slides 

Activity 7: feedback/evaluation 10 
Questionnaire/feed

back 

Referred to 

questionnaire 

Session Summary 

Wrapping up the session and providing 

information aout the next session which is “MS 

Office based on the routine. 

10 
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Session Plan 
Session: 2 

Time: 2 hours 

Session:  Introduction to Project Management Information System (PMIS) 

 

General Objective: Brief overview on PMIS  

 

Specified Objectives: 

 At the end of this session participants will be able to, 

 Know about Project and Project Management. 

 Know and explore about use of Project Management Information System, its 

elements and  advantages. 

 

 

Contents of the session 

 Overview of project & project management 

 Example of Projects 

 Introduction to PMIS 

 Differentiation between data, information and Knowledge 

 PMIS Information sourcesApplication of Computers 

 Key Functions of PMIS 

 Elements of PMIS 

 Benefits of PMIS 

 Limitations of PMIS 

 Discussion 
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Teaching Learning Activities   
Duration 

(in Minutes)  

Teaching-

Learning 

Material  

Remarks 

Activity 1: Introduction and briefing about   

objectives of this Session 

 

 Objectives of  PMIS session 

 

10 
Oral Presentation 

prior 

preparation 

by facilitator. 

Activity 2: Drawing attention of participants 

 

 Ask the participants if they have any 

information about the subject 

10 

   
Oral Presentation 

Class 

discussion 

 

Activity 3: Introduction to Project, examples of 

project and Project management 

 

20 

 

Powerpoint 

multimedia 

Referred to 

PPT slides 

Activity 4:   Data, Information, Knowledge, 

PMIS information sources and PMIS objectives 

 

20 

 

Powerpoint 

multimedia 

Referred to 

provided 

video 

material  

Activity 5:   Functions, Benefits, elements of 

PMIS 

20 

 

Powerpoint 

multimedia 

Referred to 

PPT slides 

Activity 6: 

Limitations, Discussion on possible use of PMIS 

in participany’s office for managing projects. 

20 Class discussion 

Referred to 

PPT slides/ 

Classroom 

discussion 

Activity 7: feedback/evaluation 10 
Questionnaire/feed

back 

Referred to 

questionnaire 

Session Summary 

Wrapping up the session and providing 

information aout the next session which is “MS 

Office Excel” Based on the routine. 

10 
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Session Plan 
Session: 3 

Time: 3 hours 

Session: Traditional and Unicode typing 

 

General Objective: Brief overview and practical of Traditional and Unicode typing 

 

Specified Objectives: 

 At the end of this session participants will be able to, 

 Understand How characters are stored in computer. 

 Know encoding standards. 

 Know about Unicode and its advantages. 

 Install and type in Unicode traditional or romanized. 

 

 

Contents of the session 

 Knowing Characters  

 Encoding techniques 

 ASCII  

 Limitations of ASCII  

 UNICODE 

 Advantages of Unicode 

 Traditional Nepali Typing methods and their drawback. 

 Nepali Typing Using UNICODE(Traditional/Romanized) Layouts. 

 Online Nepali typing. 

 Browsing using Nepali Unicode. 

 Create high quality document using Nepali Unicode. 
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Teaching Learning Activities   
Duration 

(in Minutes)  

Teaching-

Learning 

Material  

Remarks 

Activity 1:  

     Introduction to characters and  ASCII 

 

20 

Oral 

Presentation/PPT 

Referred to 

PPT slides 

Activity 2:  
 

Knowing Unicode and its advantages 

20 

   

Powerpoint 

multimedia 

Referred to 

PPT slides 

 

Activity 3: 

 Downloading and installing Unicode 

Romanized and traditional. 

 

20 

 
Practical session 

Live class 

practical 

under 

supervision of 

facilitator 

Activity 4:  

 Working with text (Participants now are 

encouraged to type and practice sufficiently 

using Unicode Romanized/Traditional layouts. ) 

 

90 

 

Powerpoint 

multimedia/ 

Classwork 

Class 

Practical  

Activity 5:  

  Hints, Online browsing and typing practice. 

(Hints on special characters typing and 

grammatical punctuation options as well as type 

and browse using Nepali key words in internet.) 

20 

 

Powerpoint 

multimedia 

Referred to 

PPT slides 

Session Summary 

Wrapping up the session and providing 

information aout the next session which is 

“Surfing the internet, content search, & email” 

Based on the routine. 

10 
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Session Plan 
Session: 4 

Time: 4 hours 

Session: Microsoft Word 

 

General Objective: Brief overview and practical of Microsoft Word 

 

Specified Objectives: 

 At the end of this session participants will be able to, 

 Knowing Characters  

 work with the basic features of Word 

 create a new document 

 work with a document 

 display documents using various views 

 select and work with text in a document 

 use a range of font formatting techniques 

 format paragraphs 

 work effectively with features that affect the page layout of your document 

 create and modify tabs and tables 

 insert and work with clip art and pictures 

 use the Mail Merge Wizard to perform mail merges 

 print a document 

 find the information you need in Help 

 Create high quality document designs and layouts 
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Contents of the session 

 Word Processing 

 Getting Started with MS word 

 Understanding the start screen 

 Word Screen 

 Navigation pane of a fully formatted Document 

 Shortcuts Menus 

 Dialog Box 

 Status Bar 

 Lab : Create a document following the instructor 

 Checking Grammar and Spellings 

 Printing Document 
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Teaching Learning Activities   
Duration 

(in Minutes)  

Teaching-

Learning 

Material  

Remarks 

Activity 1:  

     Introduction to Word processing 

 

5 

Oral 

Presentation/PPT 

Referred to 

PPT slides 

Activity 2:  
 

Getting started with Word 

30 

   

Powerpoint 

multimedia 

Referred to 

PPT slides 

 

Activity 3: 

First Document & Working with document 

15 Lab work 

Live class 

practical 

under 

supervision of 

facilitator 

Activity 4:  

 Working with text & Text appearance 

 

25 

Powerpoint 

multimedia/ 

Classwork 
`` 

Activity 5:  

  Working with paragraph 
20 

 
Lab work `` 

Activity 6:  

  Working with pages. 

20 

 
Lab work `` 

Activity 7:  

  Working with tables and pictures 
45 Lab work `` 

Activity 8:  

  Performing Mail merge 
30 Lab work `` 

Activity 9:  

  Printing document and getting help 
10 Lab work `` 

Activity 10:  

  Preparing a document using above concepts 
40 Lab work `` 

Session Summary 

Wrapping up the session and providing 

information aout the next session which is 

“Introduction to Project Management 

Information System” Based on the routine. 
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Session Plan 
Session: 5 

Time: 4 hours 

Session: Microsoft Excel 

 

General Objective: Brief overview and practical lessonof Microsoft Excel 

 

Specified Objectives: 

 At the end of this session participants will be able to, 

 

 Applying mathematical functions in a large stream of data is easier. 

 Large application in major fields like data entry, accounting, financial analysis, 

programming, financial management, almost in anything that needs to be managed. 

 Visualizing data in larger data set (in form of graphs, bar-diagrams and pie-charts.) 

 

Contents of the session 

 Work with the basic features of Excel. 

 Create a new Spreadsheet. 

 Work with a Spreadsheet. 

 Display Spreadsheet using various views.  

 Select and work with sheets in a Spreadsheet. 

 Use a range of font formatting techniques. 

 Format sheets. 

 Work effectively with features that affect the layout of your Spreadsheet. 

 Create and modify the tables. 

 Insert and calculate the required operations.  

 Print a document. 

 Find the information you need in Help.  
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Teaching Learning Activities   
Duration 

(in Minutes)  

Teaching-

Learning 

Material  

Remarks 

Activity 1:  

     Introduction to Excel Spreadsheet 

 

20 

Oral 

Presentation/PPT 

Referred to 

PPT slides 

Activity 2:  
Getting started with Excel 

40 

   

Powerpoint 

multimedia 

Referred to 

PPT slides 

and handout 

 

Activity 3: 

First Document inserting data 

15 Lab work 

PPT/Live 

class practical 

under 

supervision of 

facilitator 

Activity 4:  

 Working with formulas 

 

15 

Powerpoint 

multimedia/ 

Classwork 
`` 

Activity 5:  

  Preparing a document using given detail 
30 

 
Lab work `` 

Activity 6:  

   Freezing panes, views, sorting , filtering & 

printing etc. 

30 

 
Lab work `` 

Activity 7:  

  Practice session for the lab work provided 

along with materials 

90 Lab work `` 

Session Summary 

Wrapping up the session and providing 

information aout the next session which is 

“Traditional and Unicode typing” Based on the 

Routine. 
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Session Plan 
Session: 6 

Time: 4 hours 

Session: Microsoft Power Point 

 

General Objective: Brief overview and practical lesson of Microsoft Power Point 

 

Specified Objectives: 

 At the end of this session participants will be able to, 

 

 Understand and use basic skills for Microsoft PowerPoint.  

 Understand general interface of PowerPoint,  

 Use various PowerPoint samples  

  & complete their own PowerPoint presentation.  

 

Contents of the session 

 Introduction to Powerpoint 

 Opening powerpoint 

 Views 

 Applying Layouts 

 Applying Themes 

 Formatting Background 

 Lists 

 Adding contents: picture, chart, table etc. 

 Image , Table , Chart 

 Transition and Animations 
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Teaching Learning Activities   
Duration 

(in Minutes)  

Teaching-

Learning 

Material  

Remarks 

Activity 1:  

     Introduction to Powerpoint 

 

10 

Oral 

Presentation/PPT 

Referred to 

PPT slides 

Activity 2:  
Creating new Power Point (PPT) file and 

knowing ribbon and thumbnails. 

20 

   

Powerpoint 

multimedia 

Referred to 

PPT slides 

and handout 

 

Activity 3: 

Display file using views,knowing layouts and 

design 

30 Lab work 

PPT/Live 

class practical 

under 

supervision of 

facilitator 

Activity 4:  

 using a range of font formatting techniques &    

 use of text formatting, bullets, lists. 

 

 

30 

Powerpoint 

multimedia/ 

Classwork 
`` 

Activity 5:  

changing and choosing suitable themes. & 

Adding contents: picture , online picture, chart, 

tables. 

 

30 

 
Lab work `` 

Activity 6:  

   Transition, Animation and Slideshow 

30 

 
Lab work `` 

Activity 7:  

  Saving, Opening, Editing and Printing slides 
30 Lab work `` 

Activity 8:  

Class work and evaluation  
30 Lab work 

Referred to 

handout and 

lab work 

Session Summary 

Wrapping up the session and providing 

information aout the next session which is 

“Enterprise management system (office  

workflow management)”. Based on the routine. 
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Session Plan 
Session: 7 

Time: 3 hours 

Session: Surfing the internet, content search, & email 

 

General Objective: Brief overview and practical lesson of internet, email & content search.  

 

Specified Objectives: 

 At the end of this session participants will be able to, 

 

 Learn about the Internet 

 Work with different Browsers 

 Navigate through Webpages  

 Know about hyperlinks and URL 

 Learn about Search Engine 

 Search contents in Internet 

 Grasp concepts of Email 

 Create Email 

 Compose and send Email 

 Attach a file in Email  
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Contents of the session 

 Introduction to the internet 

 Getting started with browsers 

 Understanding the start Screen 

 Navigating through links 

 Lab works - browsers 

 Content search 

 Lab works - content search 

 Understanding and using emails 

 Introduction to webmail providers 

 Setting up your email 

 Inbox, Message Pane & Compose Pane 

 Attaching a file 

 Lab works 
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Teaching Learning Activities   
Duration 

(in Minutes)  

Teaching-

Learning 

Material  

Remarks 

Activity 1:  

     Introduction to the Internet 

 

10 

Oral 

Presentation/PPT 

Referred to 

PPT slides 

and Handout 

Activity 2:  
Internet Surfing Stepwise with Demonostration 

20 

   

Powerpoint 

multimedia/Live 

Referred to 

PPT slides 

and handout 

 

Activity 3: 

Lab Works: Start, Using browser and navigate 

between pages. 

30 Lab work 

PPT/Live 

class practical 

under 

supervision of 

facilitator 

Activity 4:  

 Knowing and doing content search (eg. Search 

for the products to want to purchase, Search for 

the recent news on the browser etc.) 

 

 

20 

Powerpoint 

multimedia/ 

Classwork 
`` 

Activity 5:  

Email, Webmail Providers and Setting up email. 

 

40 

 
Lab work `` 

Activity 6:  

   Checking Inbox, Label, message pane, 

attaching & composing.  

30 

 
Lab work `` 

Activity 7:  

Class work and evaluation: signing up and 

getting contact and composing to facilitator. 

30 Lab work 

Referred to 

handout and 

lab work 

Session Summary 

Wrapping up the session and providing 

information aout the next session which is 

“Presentation and document writing skill 

development” Based on the routine. 
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Session Plan 
Session: 8 

Time: 12 hours 

Session: e-Administration 

 

General Objective: Gettini familiraty with smart E- Administration, Accounting and Procurement 

 

Specified Objectives: 

 At the end of this session participants will be able to understand and know about , 

 

 Smart administration 

 Local e-Administration challenges and issues 

 Smart Accounting 

 E-Procurement Process, rules, and regulations 

 

Contents of the session 

 E-Administration 

 E-Governmence/e-Government  

 Smart Leading 

 Smart Negotiations 

 Smart Collaboration 

 Smart Communication 

 Smart Officer/Employee 

 E-Administration example. 

 Content Management 

 Backup and security 

 ETDS  

 Electronic Government Procurement (e-GP)  in Nepal 
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 Importance of Public Procurement in Nepal 

 Issues of Public Procurement in Nepal 

 Streamlining of Public Procurement in Nepal 

 Legal Provisions for Electronic Procu rement 

 Stakeholders of National e-GP System 

 Benefits of National e-GP System 

 Functional Coverage of National e-GP Sy system 

 Features of N tion al e-GP System 

 Overv iew of Registration ( Public Entity Procurement Unit) 

 Document Preparation 

 Contract Management 

 Practical Session 

 

  



32 
 

 

 

Teaching Learning Activities   
Duration 

(in hour)  

Teaching-

Learning 

Material  

Remarks 

Activity 1: (E-Administration(Smart 

Administration) 

 

    

 

4 

Powerpoint 

multimedia/  
Interactive Lab Session 

Referred to 

PPT slides 

and Handout 

Activity 2:  
Importance Smart Accounting/Auditing system 

 

4   

Powerpoint 

multimedia/  
Interactive Lab Session 

Referred to 

PPT slides 

and Handout 

 

Activity 3: 

E-Procurement Process, rules, and regulations  
4 

Powerpoint 

multimedia/  
Interactive Lab Session 

Referred to 

PPT slides 

and Handout 

Session Summary 

Wrapping up the session and providing 

information aout the final session which is 

“Presentation and Evaluation”. (Please distribute 

the group division and Assignment printed 

paper of Session 10) 
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Session Plan 
Session: 9 

Time: 2 hours 

Session: Presentation & Document Writing Skills 

 

General Objective: In depth lesson for Presentation & Document Writing Skills 

 

Specified Objectives: 

 At the end of this session participants will be able to do, 

 

 Planing 

 Preparing 

 Practice  

 & Presenting quality documents along with efficient communication skill. 

 Keeping Quality Records. 

 

Contents of the session 

 Introduction to good Presentation 

 4 P’s for effective presentation. 

 Characteristics of good document 

 Correction of documents. 
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Teaching Learning Activities   
Duration 

(in Minutes)  

Teaching-

Learning 

Material  

Remarks 

Activity 1:  

     Introduction to presentation and good 

writing. 

 

10 

Oral 

Presentation/PPT 

Referred to 

PPT slides 

and Handout 

Activity 2:  
Importance and challenges of public speaking 

10 

   

Powerpoint 

multimedia 

Referred to 

PPT slides 

and handout 

 

Activity 3: 

Planning and Peparing 

 

20 
Powerpoint 

multimedia 

Referred to 

handout 

 

Activity 4: 

Practicing and presenting 

 

20 
Powerpoint 

multimedia 

Referred to 

handout 

Activity 5:  

Dealing with Anxiety and stage fright: Live 

encouragement to participants.  

 

 

30 

 
PPT/Practice 

Interaction 

and 

motivating to 

speak 

Activity 6:  

   Preparing quality documents and correction 

procedure.  

20 

 

Powerpoint 

multimedia 

Referred to 

slides 

Activity 7: feedback/evaluation 10 
Questionnaire/feed

back 

Referred to 

questionnaire 

Session Summary 

Wrapping up the session and providing 

information aout the final session which is “MS 

Power point” Based on the routine. (Please 

distribute the group division and Assignment 

printed paper of Session 10) 
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Session Plan 
Session: 10 

Time: 6 hours 

Session: Lab works/Assignment, Presentation, Evaluation & Closing 

 

General Objective: Presentation of participants, Evaluation and closing 

 

Specified Objectives: 

 At the end of this session participants will be able to, 

 Team collaboration and presentation making 

 Doing Presentaions 

 Public speaking practice 

 Providing feedback 

 & Collecting Certificates 

 

 

Contents of the session 

 

 Team collaboration and presentation making 

 Presentation and Evaluation 

 Feedback form filling (on google form): 

 Cosing and certificate distribution 
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Teaching Learning Activities   
Duration 

(in Minutes)  

Teaching-

Learning 

Material  

Remarks 

Activity 1:  

      Team collaboration and presentation making 

 

(on the basis of the team members and topics 

assigned participants are allowed to make 

discussion and make presentation on powerpoint) 

 

120 

Team 

Interaction/Collabo

ration and practice 

under 

supervision of 

facilitator 

Activity 2:  
 

Presentation and Evaluation (Nearly 10 minutes 

for presentation and about 6 minutes for feedback 

by the evaluators and other participants) 

120 

   

Powerpoint 

multimedia 

Evaluation by 

Evaluators 

 

Activity 3: 

 Feedback form filling (on google form) At the 

end of the training session it is required to collect 

feedback from participants in the google form. 

The questionnaire is attached herewith in excel 

sheet. Please mention name of respective trainer 

on google form and do it for all 8 topics. 

 

30 Lab work 

Collected via 

google form 

and making 

summary 

Activity 4:  

Closing and certificate distribution 

 

90 
Closing ceremony  

Activity 5: Distribution of the teaching/learning 

materials to participants via google drive. 
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मोडुलः सूचना तथा संचार प्रविवि      सत्रः  

समय ९० ममनेट 

विषयः  कायव योजना, प्रमशक्षण मलू्याङ्कन तथा समापन     

 

सािारण उदे्दश्यः यस सत्रको अन्तमा सहभागीहरुले मसकेका कुरालाई आफ्नो कायवके्षत्रमा कसरी कायावन्र्यन गने बारे 

कायवयोजना तयार भएको हुनेछ ।  

 

वनवदिष्ट उदे्दश्यः सत्रको अन्तमा सहभागीहरुले  

 मसकाई कायावन्र्यन गने बारे कायवयोजना तय गनव सक्नेछन ्। 

 समग्र प्रमशक्षणको मसकाई उपलव्िी मलू्याकङ्न गनव सक्नेछन ्।  

 प्रमशक्षण कायवक्रमको औपचाररक रुपमा समापन हुनेछ । 

 

सत्रका मुख्य विषयिसतुः  

 कायव योजना तयार  

 प्रमशक्षण अपेक्षा पनुरार्लोकन 

 प्रमशक्षणको संके्षपीकरण 

 प्रमशक्षण पश्चात जानकारी 

 प्रमशक्षण मलू्याङ्कन 

 प्रमशक्षण समापन 

 

प्रविक्षण – वसकाई वियाकलाप अिवि 

प्रविक्षण – 

वसकाई 

सामाग्री 

कैवियत 

क्रियाकलाप १ सहभागीहरुको ध्यानाकषणु  
 सहभागीहरु सवैलाई उठ्न लगाउनहुोसो् ।   
 सवैलाई िाली वर्ाउन लगाउनहुोसो् र ध्यानाकषणु 

गनुहुोसो् । 

५तमनेट   

 

क्रियाकलाप २ सत्रको नाम, उद्दशे्य र क्रवषयवथि ु

 सत्रको नाम, उद्देश्य, क्रवषयवथि ुर समय अवतध 
विाउनहुोसो् । 

५तमनेट  थलाइर् प्रथितुि पावर प्वाइन्ट थलाइर् 
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प्रविक्षण – वसकाई वियाकलाप अिवि 

प्रविक्षण – 

वसकाई 

सामाग्री 

कैवियत 

क्रियाकलाप ३ क्रवषयवथि ुसम्बन्धी सहभागीहरुको बझुाई 

 सहभागीहरुलाई िपाईहरुले काय ुयोर्ना ियार 
गनुभुएको छ क्रक छैन भनी सोध्नहुोसो् ।  

 काय ुयोर्नामा के के राख्नपुछु भनी सोध्नहुोसो् । 

 सहभागीहरुबाट आएका कुराहरुलाई तमलान गदै 
क्रवषयवथि ुअगातर् बढाउनहुोसो् । 

५तमनेट  प्रश्न उत्तर  

 क्रियाकलाप ४ काययुोर्ना ियारी 
 सहभागीबाट आएको वुाँदालाई समेट्दै अव हामी काय ु

योर्ना वनाउंछौ भनी काय ुयोर्नाको फाराम  प्रथििु 
गनुहुोसो्  । 

 प्रत्येक सहभागीले आ आफ्नो काययुोर्ना ियार गन ु
लगाउने ।  

 काय ुयोर्ना वनाउंदा कस्म्िमा ६ मक्रहनाको लातग गन ु
सक्रकने योर्ना वनाउनहुोस भनी भन्नुहोसो् । 

 यस काय ुयोर्नाको अनगुमन हनुे छ भनी 
विाउनहुोसो् ।  

१५तमनेट  समूह छलफल न्यूर् क्रप्रन्ट, माकुर, 
मास्थकङ टेप, काययुोर्ना 
फाराम (अभ्यास पत्र) 

क्रियाकलाप ५ काययुोर्ना प्रथितुिकरण 

 काययुोर्ना प्रथििु गन ुलगाउनहुोसो् । 

 प्रथितुिकरणमा केही िपघट गनु ुपने भए गन ु
लगाउनहुोसो् ।  

 यो योर्ना लेख्न मात्र नभै कायाुन्वयन गनुपुछु भनी 
विाउनहुोसो् । 

१५तमनेट  लघ ुप्रवचन  

क्रियाकला ६ सत्र संक्षपेीकरण 

 सहभागीहरुको केही स्र्ज्ञासाहरु भए समेट्दै यस 
सत्रमा गररएका कायहुरुलाई समेट्दै संक्षेपीकरण 
गनुहुोसो् । 

५तमनेट  लघ ुप्रवचन  

क्रियाकलाप ७ सत्र मूल्याकंन 

 यस सत्रमा रास्खएका तनददुष्ट उद्देश्यहरु हातसल भए 
क्रक भएननो् भनेर िाहा पाउनको लातग सहभागीहरुलाई  

 तनम्न प्रश्नहरु गनुहुोसो् ।  
 काययुोर्ना भनेको के हो  
 काययुोर्नामा के के क्रवषयहरु हनु्छनो्  
 अक्रहले ियार गररएको काययुोर्नामा के के 

क्रियाकलापहरु रास्खयो  

५तमनेट लघ ुप्रवचन  
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प्रविक्षण – वसकाई वियाकलाप अिवि 

प्रविक्षण – 

वसकाई 

सामाग्री 

कैवियत 

क्रियाकलाप ८ प्रस्क्षणको पश्चाि र्ानकारी र मूल्याङ्कन 

 सहभागीहरुलाई प्रस्शक्षण पश्चात्को फाराम क्रविरण 
गरी भन ुअनरुोध गनुहुोसो् । 

 सहभागीहरुलाई प्रस्शक्षणको मूल्याङ्कनको लातग ियार 
गररएको प्रस्शक्षण मलु्याङ्कन फाराम क्रविरण गरी भन ु
लगाउनहुोसो् । 

 सहभागीहरुलाई आवश्यकिा परेमा फारामहरु भन ु
सहर्ीकरण गनुहुोसो् । 

प्रस्क्षणको संक्षपेीकरण र अग्रसम्वन्ध 

 प्रस्शक्षकले प्रस्शक्षण अवतधभर छलफल भएका 
क्रवषयवथिहुरुलाई संस्क्षप्त रुपमा थमरण गराउनहुोसो् । 

 सहभागीहरुबाट आएको अपेक्षाहरुको पनुरावलोकन 
गदै प्रस्शक्षणमा समेक्रटएका र नसमेक्रटएका 
क्रवषयवथिहुरुको र्ानकारी गराउनहुोसो् । 

 सहभागीहरुलाई सक्रिय सहभातगिाको लातग धन्यवाद 
दददै प्राक्रवतधक सत्रहरु समाप्त भएको भन्दै अव यस 
पतछ समापन कायिुम हनुेछ भनी सत्र अन्त्य 
गनुहुोसो् . 

१५तमनेट  फारामहरु 

 



 

 

 

 

प्रस्तुतत सामग्री (पावरप्वाइन्ट स्लाइड) 

 



सूचना तथा संचार ÿिविध ÿिश±ण 

P >>> +977 (1) -5522004, -5521051
F >>> +977(1) - 5521521
E >>> ldta.org.np@gmail.com
W>>> www.ldta.org.np

Local Development Training Academy
(Established by Local Development Training Academy Act, 2049)

:yfgLo ljsf; k|lzIf0f k|lti7fg 
-:yfgLo ljsf; k|lzIf0f k|lti7fg P]g, @)$( åf/f :yflkt_

"An Autonomous, Professional, Client 
Centered, Gender Responsive National 

Institute of Excellence in the area of 
Local-Self Governance."

LDTA >>> नेपाल सरकार
सɨ घीय माͧमला तथा सामाÛय Ĥशासन मÛğालय

ÿिश±ण शुभारÌभ

P >>> +977 (1) -5522004, -5521051
F >>> +977(1) - 5521521
E >>> ldta.org.np@gmail.com
W>>> www.ldta.org.np

Local Development Training Academy
(Established by Local Development Training Academy Act, 2049)

:yfgLo ljsf; k|lzIf0f k|lti7fg 
-:yfgLo ljsf; k|lzIf0f k|lti7fg P]g, @)$( åf/f :yflkt_

"An Autonomous, Professional, Client 
Centered, Gender Responsive National 

Institute of Excellence in the area of 
Local-Self Governance."

LDTA >>> नेपाल सरकार
सɨ घीय माͧमला तथा सामाÛय Ĥशासन मÛğालय

ÿिश±ण औपचाåरकता 
 पåरचय
 नामः
 ठेगानाः
 पदः
 कायª अनुभवः 

साधारण उĥेÔय 

 To enable the participants at the local level 

by increasing their knowledge and skills 

about various IT tools and techniques
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िनिदªĶ उĥेÔयहŁ
At the end of this training, participants will be able to learn and implement 
skill/Knowledge about:

 Invention of Computer (historical development) 

 Introduction to Project Management Information System 

 Traditional and Unicode typing 

 MS Office Word 

 MS Office Excel 

 MS Power Point 

 Surfing the internet, content search, & email 

 Smart / e-Administration, Smart Accounting/Auditing system, E-Procurement 
Process, rules, and regulations 

 Presentation and document writing skill development / Public Speaking

अपे±ा संकलन

ÿिश±णका िवषयवÖतु 
 Invention of Computer (historical development) 
 Introduction to Project Management Information 

System 
 Traditional and Unicode typing 
 MS Office Word 
 MS Office Excel 
 MS Power Point 

ÿिश±णका िवषयवÖतु 
 Surfing the internet, content search, & email 
 Smart / e-Administration, Smart 

Accounting/Auditing system, E-Procurement 
Process, rules, and regulations 

 Presentation and document writing skill 
development / Public Speaking
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ÿिश±ण िविध
 मिÕतÖक मÆथन, समुह अËयास, लघÿुवचन, ÿĳो°र आिद । हरेक िदनको 

अÆतमा िदनभर छलफल भएका िवषयवÖतुको स±ंेपीकरण गन¥ ।  

 दोąो िदन पिहलो िदन संचालन भएका गितिविधको पनुरावलोकनबाट सý 
शŁुवात गन¥ ।  

 Óयवहाåरक अËयासको लािग आवÔयक फाराम अËयास िसटहŁ तयार गन¥ ।

समय तािलका
०७३० – ०८३० १ घÁटा िचया र नाÖता

०८३० – ०९०० ३० िम अिधÐलो िदनको पनुरावलोकन

०९०० – ११०० २ घÁटा पिहलो सý

११०० – १२०० १ घÁटा िदवा भोजन िव®ाम

१२०० – १४०० २ घÁटा दो®ो सý

१४०० – १४३० ३० िम िचया िव®ाम 

१४३० – १६३० २ घÁटा ते®ो सý

समूह माÆयता

 समय तािलकाको पालना ........

 मोबाईल साईलेÆट मोडमा ...............

 ...................

  

पूवª जानकारी
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धÆयवाद

13
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MoFAGALDTA>>> 
>>> Learning-Researching-Networking

Invention of Computer

P >>> +977 (1) -5522004, -5521051
F >>> +977(1) - 5521521
E >>> ldta.org.np@gmail.com
W>>> www.ldta.org.np

Local Development Training Academy
(Established by Local Development Training Academy Act, 2049)

:yfgLo ljsf; k|lzIf0f k|lti7fg 
-:yfgLo ljsf; k|lzIf0f k|lti7fg P]g, @)$( åf/f :yflkt_

"An Autonomous, Professional, Client 
Centered, Gender Responsive National 

Institute of Excellence in the area of 
Local-Self Governance."

LDTA >>> नेपाल सरकार
सɨ घीय माͧमला तथा सामाÛय Ĥशासन मÛğालय

Invention of Computer

Historical development

Objectives

 To know fundamentals of Computer System.

 Brief review of computer history.

 To know how generations of computers are 
evolving.

 To discuss applications of computers.

CONTENTS

• Overview

• Introduction to Computers
– Characteristics of Computers

– History/Evolution

– Generation Of Computers
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Introduction To Computers

• Definition:
• Its an electronic Device that is used for information 

Processing.

• Computer.. Latin word.. compute

• Calculation Machine

• A computer system includes a computer, 
peripheral devices, and software

Introduction To Computers

• Accepts input, processes data, stores data, and produces output
• Input refers to whatever is sent to a Computer system
• Data refers to the symbols that represent facts, objects, and ideas

• Processing is the way that a computer manipulates data

• A computer processes data in a device called the central 
processing unit (CPU)

Introduction To Computers
• Memory is an area of a computer that holds data that is waiting to 

be processed, stored, or output

• Storage is the area where data can be left on a permanent basis

• Computer output is the result produced by the computer

• An output device displays, prints or transmits the results of 
processing.

Introduction To Computers
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Introduction To Computers
Computer

Performs computations and makes logical decisions

Millions / billions times faster than human beings

Computer programs

Sets of instructions for which computer processes data

Hardware

Physical devices of computer system

Software

Programs that run on computers

• Definition:

• Introduction To Computer Software

• Operating system

• Problem solving Techniques

• Computer Prog ramming languages

• Computer Threats

Introduction To Computers

• Capabilities  of Computers
• Huge Data Storage

• Input and Output

• Processing

Introduction To Computers

• Characteristics of Computers
• High Processing Speed

• Accuracy

• Reliability

• Versatility

• Diligence
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Introduction To Computers

History Of Computers

•Before the 1500s, in Europe, calculations were made 
with an abacus

Invented around 500BC, available in many 
cultures (China, Mesopotamia, Japan, Greece, 
Rome, etc.)

•In 1642, Blaise Pascal (French mathematician, 
physicist, philosopher) invented a mechanical 
calculator called the Pascaline

•In 1671, Gottfried von Leibniz (German 
mathematician, philosopher) extended the Pascaline to 
do multiplications, divisions, square roots: the Stepped
Reckoner

None of these machines had memory, and they 
required human intervention at each step

• In 1822 Charles Babbage (English 
mathematician, philosopher), sometimes called 
the “father of computing” built the Difference
Engine

• Machine designed to automate the computation 
(tabulation) of polynomial functions (which are 
known to be good approximations of many 
useful functions)

– Based on the “method of finite difference”

– Implements some storage

• In 1833 Babbage designed the Analytical
Engine, but he died before he could build it

– It was built after his death, powered by 
steam

Introduction To Computers

Generations of Computers
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Introduction To Computers

• Generation of Computers
• First Generation (1946-59)

• Second Generation(1957-64)

• Third Generation(1965-70)

• Fourth Generation(1970-90)

• Fifth Generation(1990 till date)

Introduction To Computers

Generation 0: Mechanical Calculators

Generation 1: Vacuum Tube Computers

Generation 2: Transistor Computers 

Generation 3: Integrated Circuits

Generation 4: Microprocessors

Introduction To Computers
 First 

Generation 
Second  
Gen. 

Third 
Gen. 

Fourth Gen. 

Technology Vacuum 
Tubes 

Transistors Integrated 
Circuits 
(multiple 
transistors) 

Microchips 
(millions of 
transistors) 

Size Filled Whole 
Buildings 

Filled half a 
room 

Smaller Tiny - Palm 
Pilot is as 
powerful as 
old building 
sized 
computer 

     

     

Introduction To Computers

Some Pictures…..
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Generation 1 : ENIAC 
The ENIAC (Electronic Numerical Integrator and Computer) was unveiled in 
1946: the first all-electronic, general-purpose digital computer

The use of binary
In the 30s Claude Shannon (the father of “information theory”) 
had proposed that the use of binary arithmetic and boolean 
logic should be used with electronic circuits

The Von-Neumann architecture

CPU Memory

I/O
System

Generation 2: IBM7094 Generation 3: Integrated Circuits

Seymour Cray created the Cray Research 
Corporation
Cray-1: $8.8 million, 160 million 
instructions per seconds and 8 Mbytes of 
memory
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Generation 4: VLSI Improvements to IC technology made it 
possible to integrate more and more transistors 
in a single chip

SSI (Small Scale Integration): 10-100 
MSI (Medium Scale Integration): 100-
1,000
LSI (Large Scale Integration): 1,000-
10,000
VLSI (Very Large Scale Integration): 
>10,000Microprocessors

Generation 5?

The term “Generation 5” is used sometimes to refer to all 
more or less “sci fi” future developments

Voice recognition
Artificial intelligence
Quantum computing
Bio computing 
Nano technology
Learning
Natural languages

•Source of Knowledge: 
The Mother of Information…

“The Internet”
•The World Wide Web
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So,

 Let’s discuss what are applications of computers 
in our daily and official lives?

Applications of computer

Applications of computer
Home

Computers are used at homes for several purposes like 
online bill payment, watching movies or shows at home, 
home tutoring, social media access, playing games, 
internet access, etc.

Medical Field

Computers are used in hospitals to maintain a database 
of patients’ history, diagnosis, X-rays, live monitoring of 
patients, etc.

Entertainment

Computers help to watch movies online, play games 
online; act as a virtual entertainer in playing games, 
listening to music, etc.

Industry

Computers are used to perform several tasks in industries 
like managing inventory, designing purpose, creating 
virtual sample products, interior designing, video 
conferencing, etc.

Applications of computer
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Education

Computers are used in education sector through online 
classes, online examinations, referring e-books, online 
tutoring, etc. They help in increased use of audio-visual 
aids in the education field.

Government

In government sectors, computers are used in data 
processing, maintaining a database of citizens and 
supporting a paperless environment.

Applications of computer

Banking

In the banking sector, computers are used to store details 
of customers and conduct transactions, such as 
withdrawal and deposit of money through ATMs. Banks 
have reduced manual errors and expenses to a great 
extent through extensive use of computers.

Business

Nowadays, computers are totally integrated into business. 
The main objective of business is transaction processing, 
which involves transactions with suppliers, employees or 
customers. People can analyze investments, sales, 
expenses, markets and other aspects of business using 
computers.

Applications of computer

Training

Many organizations use computer-based training to train 
their employees, to save money and improve 
performance. Video conferencing through computers 
allows saving of time and travelling costs by being able to 
connect people in various locations.

Applications of computer

Science and Engineering

omputers with high performance are used to stimulate dynamic 
process in Science and Engineering. Supercomputers have 
numerous applications in area of Research and Development 
(R&D).

And So on………….
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(Project Management Information System)

Objectives

To know about 

 Project and Project Management.

 Project Management Information System its elements and  advantages.

What is Project?
A project can be considered to be any series of activities and tasks that:

• Have a specific objective, with a focus on the creation of business value, to be 
completed within certain specifications.

• Have defined start and end dates

• Have funding limits (if applicable)

• Consume human and nonhuman resources (i.e., money, people, equipment)

• Are multifunctional (i.e., cut across several functional lines)
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Project and Project Management

Project may range from small infrastructure project to more complex 
multipart project.

Project are the major tool for implementing and achieving the strategic goals 
of organizations.

Project management is recognized as a strategic competency necessary for 
the survival of the firm.

Example of projects
• Constructing a building or facility.

• Developing a new product or service.

• Organizing a meeting.

• Software development.

• Research.

• Implementing a new business process. Etc.

So, 

mention some projects that your organization has conducted, conducting or likely to 
conduct in future?

Project Management Information System(PMIS)

• A project management information system is the logical organization of the 
information required for an organization to execute projects successfully. 

• A PMIS is typically one or more software applications and a methodical 
process for collecting and using project information.

• PMIS is not just one IT system; it’s an entire system/approach including tools 
and processes!
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Data, Information, and Knowledge 

• Data: Data are raw facts. It is a discrete set of unorganized, scattered 
statements about reality. Represented in the form of numbers, letters or 
words.

• Information: Information is defined as data with context. Information 
organizes data, with a meaning and relevance.

• Knowledge: Knowledge is information in action, or the ability to understand 
the relevance of information and how to use it to advantage. The use of 
information leads to experience and new knowledge

Data, Information, and Knowledge 

Your PMIS could include
• Scheduling software tools.

• Work authorization system.

• Configuration management system (change management).

• Document management system.

• Information collection and distribution system.

• Interfaces to other online automated system such as corporate knowledge 
based repositories.

56



PMIS Information sources

• Internal Sources:

Updated baseline plans, formal and informal reports by project teams , 
information from quality management, HRD management, communication 
management etc.

External Sources:

Government policy, Research publications, Commercial journals, industry 
magazines, academic journals, websites etc.

Objectives of PMIS

• To compare the baseline with the actual completion of activity.

• To manage materials.

• To collect financial data.

• To keep record for recording purposes.  Etc.

• During the planning process, project managers use PMIS 
for budget framework such as estimating costs.

• The Project Management Information System is also used to create a 
specific schedule and define the scope baseline. 

• At the execution of the project management goals, the project management 
team collects information into one database. 

• The PMIS is used to compare the baseline with the actual accomplishment of 
each activity, manage materials, collect financial data, and keep a record for 
reporting purposes.

• During the close of the project, the Project Management Information System 
is used to review the goals to check if the tasks were accomplished. Then, it 
is used to create a final report of the project close.
To conclude, the project management information system (PMIS) is used to 
plan schedules, budget and execute work to be accomplished in project 
management.
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Thus,

• PMIS is used by upper and lower management to communicate with each 
other.

• PMIS helps in planning, executing and closing project management goals.

• During the planning process, project managers used PMIS for budget 
framework such as estimating costs,

• PMIS provides managers with decision-making support needed in planning , 
organizing, and controlling projects.

Elements of PMIS
The Project Management Information System consists of input-
transformation-outputs-feedback.

Inputs Processing Outputs

Data Generation
• Internal Source
• External Source

• Data Analysis
• Data Storage
• Data Retrieval

• Data Dissemination

• Regular Reports
• Special Reports

Feedback

Benefits of PMIS

• Speed 

• Capacity

• Reduced Human Resources

• Economy

• Accuracy

• Optimum Decisions and so on

Limitations of PMIS

• Possible high cost of infrastructure(hardware, software, networking) and 
user training.

• Not suitable for many (specially smaller) projects.

• Resistance to use by some persons.

• Possible technical issues etc.

58



Thank you!!
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TRADITIONAL & UNICODE TYPING

OBJECTIVES:

At the end of this session you will be able to

Understand How characters are stored in computer.
Know encoding standards.
Know about Unicode and its advantages.
Install and type in Unicode traditional or romanized.

CHARACTERS

A character is any letter, number, space, punctuation mark, or symbol that 
can be typed on a computer.

Example : a, A ,$,#, - ,) ,, 9,+ etc

All data in a computer is represented using 1s and 0s, so numeric binary 
codes are used to represent characters such as the ones that appear on a 
keyboard (letters, numbers, symbols, etc.)

Characters are usually grouped together in a character set. A character set includes:

•alphanumeric data (letters and numbers)

•symbols (*, &, : etc.)

•control characters (Shift, Escape etc.)
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CHARACTER ENCODING 
TECHNIQUES
ASCII

ASCII, abbreviated from American Standard Code for Information 
Interchange, is a character encoding standard for electronic communication.

ASCII uses 8 bits to represent a character.

However, 

one of the bits is a parity bit. This is used to perform a parity check (a form 
of error checking). This uses up one bit, so ASCII represents 128 characters 
(the equivalent of 7 bits) with 8 bits rather than 256.

EXAMPLE

Letter ASCII Code Binary Letter ASCII Code Binary

a 097 01100001 A 065 01000001

b 098 01100010 B 066 01000010

c 099 01100011 C 067 01000011
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LIMITATIONS OF ASCII

The first big problem is that ASCII only includes letters from the English 
alphabet and a limited set of symbols.

Representing the character sets for several different language structures is 
not possible in ASCII, there are just not enough available characters.

Eg. If we type some Nepali character in traditional way like using preeti font it 
was internally stored using English characters rather than unique value for 
our Devanagarik letters.

UNICODE

Unicode was created to allow more character sets than ASCII.

Unicode uses 16 bits to represent each character. This means that Unicode 
is capable of representing 65,536 different characters and a much wider 
range of character sets.

•Unicode can represent 65,536 characters

•Unicode uses 16 bits to represent each character

•Able to represent any universal character in the Unicode Standard

•There are adapted forms of the original Unicode standard capable of 
representing millions of characters

ISSUES

We all are familiar with this kinds of issues

Now we use 
UNICODE to 
overcome 
such issues

Document typed in 
UNICODE will 
remain as it is no 
matter whereever
we send it.
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INSTALLING UNICODE NEPALI TOOLS

Extract and install it.
You can also download it online

NOW ENJOY TYPING IN UNICODE

Now choose your 
preferred method 
from bottom right 
corner of your 
computer

Type on browser , 
email or any of your 
document , now it will 
not distort.

NEPALI UNICODE TRADITIONAL

ROMANIZED LAYOUT
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LAB SESSION

 नेपालमा २००७  सालको राजनैǓतक पǐरवत[न पæचात ्देशको आÛतǐरक काय[को 
åयवèथापन हेनȶ गरȣ ͪव.स.ं २००८ सालमा गहृ मÛğालयको èथापना भयो। ͪव.स.ं 
२०१७ सालको पǐरवत[न पǓछ गहृ मÛğालयको नाम पǐरवत[न गरȣ गहृ पÑचायत 
मÛğालय बनाईयो र नेपाललाई १४ अÑचल ७५ िजãलामा ͪवभाजन गरȣ अचंलाधीश 
र Ĥमखु िजãला अͬधकारȣको åयवèथा भयो। èथानीय Ĥशासन ऐन, २०२८ Ĥारàभ 
भएपǓछ अचंलाधीश र Ĥ.िज.अ.को काम कत[åय र अͬधकार कानुनी ǽपमा åयविèथत 
गǐरयो। ͪव.स.ं २०३७ सालमा गहृ मÛğालयबाट पÑचायत सàवÛधी काम छुɪयाई सो 
सàवÛधी काम हेनȶ छुɪटै èथानीय ͪवकास मÛğालयको गठन भएपǓछ गहृ 
मÛğालयको मÉूय काय[भार शािÛत सåुयवèथा र èथानीय Ĥशासन भयो। नेपालको 
संͪ वधान २०७२ जारȣ भ ै७७ िजãला कायम भएबमोिजम मÛğालय अÛतग[त ७७ 
िजãला Ĥशासन काया[लयहǽ रहेका छन ्। 

ONLINE TYPE

You can take 
online Nepali 
typing tool’s help 
also if you need.

अßयासले न ै माǓनसलाई सफल बनाउँछ!!!
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 धÛयवाद !!
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Microsoft Word 

Summary of Course
By the end of this course, you should be able to:

 work with the basic features of Word

 create a new document

 work with a document

 display documents using various views

 select and work with text in a document

 use a range of font formatting techniques

 format paragraphs

 work effectively with features that affect the page layout of your document

 create and modify tabs and tables

 insert and work with clip art and pictures

 use the Mail Merge Wizard to perform mail merges

 print a document

 find the information you need in Help

 Create high quality document designs and layouts.

Word Processing

 What is word processing?

 Word Processing refers to the act of using a computer to create, edit, save 
and print documents. Examples of word processors: Microsoft Word, 
LibreOffice writer.

 Online tools for word processing: Google docs, Microsoft word online. Both 
are free tools anyone can access and use from anywhere using internet.

 We will be using MS Word 2013 throughout the session.
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Getting Started with MS word

 Starting Microsoft Word

 Using Run : 

 Start Menu : All programs > office > word

Click windows key      + R in keyboard >> Type 
winword >> click ok button

Understanding the start screen

Word Screen

 Quick Access Toolbar

 Document Title

 Ribbon and tabs

 Status Bar

 Navigation panel

Navigation pane of a fully formatted 
Document
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Shortcuts Menus

A shortcut menu is a menu that appears when 
you right-click an object

Dialog Box

Status Bar

Right side of status bar

Left side of status bar

Lab : Create a document following the 
instructor

 Create a blank document

 Typing text

 The save as place

 The save as dialog box

 Saving a new document on your computer

 Typing numbers

 Inserting a date

 Document proofing
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Checking Grammar and Spellings

 click the Review tab on the ribbon. 
Click Spelling or Spelling & Grammar.

 If the program finds spelling mistakes, a 
dialog box appears with the first misspelled 
word found by the spelling checker.

Printing Document

 Click Ctrl+P or File 
> Print.

Lab works Thank you
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Microsoft Excel
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Microsoft Excel

What is it?:  
Spreadsheets 

Basics

Spreadsheet is a computerized ledger.

Divided into Rows and Columns.

Excel is a “spreadsheet” which holds different kinds of  information.

It performs calculations with mathematical and statistical functions

It presents your information in a variety of  ways, with visually interesting 
charts and graphs

Constants - entries that do not change

Formulas - combination of  constants and functions

Spreadsheet is generic term; Worksheet is an Excel term

Workbook contains one or more worksheets

Why to Study it?

• Applying mathematical functions in a large stream 
of  data is easier.

• Large application in major fields like data entry, 
accounting, financial analysis, programming, 
financial management, almost in anything that 
needs to be managed.

• Visualizing data is easier even in larger data (in 
form of  graphs, bar-diagrams and pie-charts.)
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• Initially as in the image on the background we can somewhat see what excels' 
initial interface may look like.

• It has some excellent inbuilt guides which can deepen your knowledge about 
excel.

• Here well learn few basics only but you can visit if  you have the curiosity to 
learn it.

Getting Started!! Inside Excel Sheets

• Initially, when a new option is 
clicked in the main menu 
somewhat interface like this will 
show up.

• We can see rows and columns 
have specifying naming pattern 
like A, B, C, etc for columns and 
1,2,3,4,etc.

• Like in chess the name of  the 1st

cell is A1,2nd one in consecutive 
row is B1 and the pattern follows.

Data Entry in 
Cells

• Inside each cell as A1, 
A2, B1 ,B2, C1, C2, D1, 
E1 we have filled some 
random information.

• Any information as per 
our need can be filled 
easily and modified 
according per as our 
needs and demands.
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Working with Worksheets Cell Basics

Copy, Cut and Paste Top Layouts

• Top part consists of  the layout as shown above. Here, it is more likely familiar with that as we 
have seen in most of  the texting editing tools.

• Similarly, other have inserting options for pictures and all and other manipulation of  tools as 
required.

• Exactly below this layout there is another one with formula.

• We will get familiar with other tools with the entry practice we will do further.
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Inserting data in 
rows and 
columns

• Lets insert different 
data in the worksheet.

• Each person’s details are 
kept in the row.

• Each column holds a 
persons specific detail.

Formulas and FunctionsAbsolute References

Formulas and Functions Using Formulas

• Let’s see a example on 
how to insert formulas 
for calculations.

• Here we are going to 
calculate Average marks 
for Test1, Test2 and 
Final using inbuilt 
formula.
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Using Formulas

• Click on the function 
menu on side of  
function bar.

• It will show you 
different options for 
different calculations.

• Let’s use Average for 
our purpose.

Using Formulas

• Click on the function 
menu on side of  
function bar

Gaining Proficiency: Formatting

© Oleg Vlasov, KIMEP, Fall 2002

Excel Worksheet
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Modifying the Worksheet

• Insert command

Modifying the Worksheet

• Delete command

Modifying the Worksheet

• Page Setup command and dialog box

Excel Formatting

• Column widths

• Row Heights

• Numeric Format

• Alignment

• Fonts

• Borders, Patterns, and Shading
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Format Cells Command Freezing Panes and View Options

Sorting and Filtering Working with Charts
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Worksheet Views and Printing Printing Worksheets

Thank You!

• Enjoy Practicing !

• Working, Learning and Sharing ! 
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Working with Power Point
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Working with Power Point

Objective

Teach basic skills for Microsoft PowerPoint. 

Participants will learn the general interface of PowerPoint, view 
various PowerPoint samples, and complete their own PowerPoint 
presentation. 

WHAT IS POWERPOINT?

• PowerPoint is part of the Microsoft Office suite.

• It is a powerful tool used to create presentations. 

• It provides everything you need to create a professional 
presentation. 

• PowerPoint contains graphic tools and word processing tools and is 
easy to use.

• PowerPoint are created from a series of slides. 

• PowerPoint can be referred to a slideshow presentation.
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Opening powerpoint

Right click in you desired location.

• Click New

• Click Microsoft Powerpoint Presentation.

Or,

• Open powerpoint by double clicking it and,

• Create a blank presentation

Normal view Slide Layouts

• There are several standard slide layouts to choose from when 
adding new slides.
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Applying themes

• Once a new presentation has been created, a design or color 
scheme can be added.

Using format background

• Using the Format Background 
feature, you can choose fill 
colors, gradients, transparencies, 
textures, or pictures for your 
background.

Text: Formatting Bulleted Lists

• In PowerPoint, you can easily modify a slide’s default bulleted list.

Example

• Sagarmatha

• Annapurna

• Mahhapuchhre

• Gaurishankar

• Makalu etc
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Adding contents: picture, chart ,table etc.

• Go to insert

Image

Person Place

Online Pictures

This Photo by Unknown Author is licensed under CC BY-SA

You can insert pictures online if your
Computer is connected to internet. 

Tables
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Tables (example)

S.N. Country Population(in million) Area(km2)

1. Nepal 28.83 147,516

2. China 1,400 9,596,961

3. India 1,367 3,287,263

Charts

• Select the type of chart you want and click OK.

0

1

2

3

4

5

6

Category 1 Category 2 Category 3 Category 4

Chart Title

Series 1 Series 2 Series 3

You can 
edit data 
by right 
clicking

Transitions

• The way in which slide appear.

Animations

• Apple
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Saving Presentation

Slide show

• While you are ready for presentation open file and press F5.

Or

Printing your presentation
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Surfing Internet, Content 
Search and Email
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Surfing Internet, Content Search and 
Email

Summary of Course

 By the end of the course you should be able to:

 Learn about the Internet

 Work with different Browsers

 Navigate through Webpages 

 Know about hyperlinks and URL

 Learn about Search Engine

 Search contents in Internet

 Grasp concepts of Email

 Create Email

 Compose and send Email

 Attach a file in Email 

INTERNET

What is an Internet?

• Internet is the group of interconnected networks.

• The internet is the wider network that allows computer networks around the world run by 

companies, governments, universities and other organizations to talk to one another.

• Internet Surfing means to go from one page to another on the internet, browsing for the topics of 

interest.

• We will be using google chrome or Firefox or Microsoft Edge to access the internet.
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Getting Started with Browsers

 Starting Browser

 Click on the Start Menu

 Type Chrome or Firefox or Edge

 Double click to start browser

Understanding the start Screen

URL BOX New Tab
Current tab 

Search box

More settings

Back

Navigating through links

Click

LAB Works - Browsers

1. Start an internet browser

2. Type the address of a webpage in the address field of the web browser

o Go to www.google.com and search for most popular websites and visit

any one of them by typing the address on the address bar of the web

browser.

3. Identify and use common buttons on the browser toolbar like Back, Forward,

Home

4. Navigate or move Between web pages

5. Exit the browser
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Content Search

 The first step is to open a Browser by clicking on the browser icon. Once the
browser open, type www.google.com or www.bing.com on the top of the browser
window and press the Enter key on the keyboard.

• The browser now displays the large Google search bar. As you begin to enter 
the phrase most popular toys of 2017 into the search bar, notice how the 
search bar moves to the top of the screen as the words are typed. This 
movement is normal; continue to type the phrase.

LAB WORKS - CONTENT SEARCH

1. Search for the products to want to purchase.

2. Search for the recent news on the browser.

3. Search for the most beautiful places to visit in 2021 in Nepal.

87



Understanding Emails

• To receive emails, you will need an email account and an email address. 

• Also, if you want to send emails to other people, you will need to obtain 

their email addresses.

• Email addresses are always written in a standard format that includes a user 

name, the @ (at) symbol, and the email provider's domain.

• The user name is the name you choose to identify yourself. 

WEBMAIL PROVIDER

• Today, the top three webmail providers are Yahoo!, Microsoft's Outlook.com 
(previously Hotmail), and Google's Gmail. 

• These providers are popular because they allow you to access your email account 
from anywhere with an Internet connection. 

SETTING UP YOUR EMAIL

Sign up using google or Hotmail or yahoo

INBOX

The inbox is where you'll view and manage emails you receive. Emails
are listed with the name of the sender, the subject of the message,
and the date received.
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Message pane 

Select an email in the inbox, it will open in the Message pane. From
here, read the message and choose how to respond with a variety of
commands

Compose pane 

Click the Compose or New button from your inbox to open the Compose 
pane to create your own email message.

Attaching A File

Click

LAB WORK – EMAIL

 Sign up on one of the top three webmail providers are

Yahoo!, Microsoft's Outlook.com or Google’s Gmail

 Sign In using Email ID and password

 Obtain one of your friend’s Email addresses

 Enter the friend’s email address on the recipient box

 Compose the mail (Include Subject and the content)

 Attach any files (images, txt, docx) but consider the

size (limit within 2-3MB)

 Now send the message to your friend
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Smart Accounting / Auditing 
system
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TDS Means 
TDS stands for tax deducted at source. 

नपेालको आयकर ऐन अनसुार कुनै पǓन कàपǓन फम[ वा संèथासंग 
आǓथ[क कारोबार गदा[ भƠुानी हनु ेरकम मÚये १३ ĤǓतशत कर भÛदा 

अगाडीको मãुयमा र कुनै ÞयिƠलाइ भƠुानी Ǒदंदा ऐनले तोकेको  ĤǓतशत 
कर कʣा गǐर पǒहलो प¢ले आÛतरȣक राजƳ काया[लयमा कर दािखल गनु[ 

पद[छ ।

कर कसरȣ पठाउने  
परुानो तǐरकाः सवलेजरको कुल जàमा रकम अनसुारको चेक रकम आÛतरȣक राजƳ 

काया[लयमा वझुाउने र सो को कपी भौचरमा राơ े।  
ETDS: यो एक आधǓुनक तवरबाट सूचना ĤǒवǓधको Ĥयोग माफ[ त ird.gov.np को 

portal मा गएर ÞयिƠको नाम, Üयान नं, कारोबारको ǓमǓत, कारोबार रकम, TDS रकम 
र कारोबारको कोड नं राखी रकम दािखला गǐरने काय[ हो । 

ETDS कसरȣ गनȶ ???

• पूव[तयारȣः  
• सबैभÛदा पǒहले सब लेजरको धरौटȣ अÛतग[त रहेको सामािजक सरु¢ाकर  
ǒटडीएस तथा पारȣĮǓमककरको कुल जàमा Ǔनकाãने । 

• लेजर अनसुारको Ĥ×येकको फरक फरक Ǔसटमा details Sheet तयार गनȶ ।  

• Rajaswa.gov.np बाट Online भौचर तयार गनȶ ।

• Online Voucher र चेक सàविÛधत बɇकमा जàमा गन[ पठाउने । 
 

भौचरको नमुना
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बɇकबाट भौचर Verified ĤाÜत भए पæचात गनु[पनȶ काय[ 

 Ird.gov.np को Browser खोãने  
 करदाता पोट[लमा िÈलक गनȶ ।

 तलको ͬचğ अनुसारको बÈस देͨखनेछ । 
 

बɇकबाट रͧसद ĤाÜत भए पæचात गनु[पनȶ काय[ 

• E-TDS मा click गनȶ । 
• सàपुण[ जानकारȣ भनȶ । 
• Register गनȶ । 
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Example 
for 
sample 
data

TDS Type:
Individual of  Proprietorship Firm 1.5%(11111) =19

Remuneration Income Tax 10%, 15%, 20%, 30%(11112)=20
Social Security tax based on Remuneration 1% =33 
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For 1%

IOE, Exam 2077 kartik TDS

For 1.5% (TDS)

For 15%

File Upload Process
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After Complete File Upload Voucher Entry Process

Note: TDS File Upload को कुल जàमा र भौचर अनुसारको कुल जàमा अǓनवाय[ ǽपमा ͧमãनु पद[छ ।
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Any Query ??????
Thank you
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Electronic Government
Procurement (e-GP)  in Nepal

P >>> +977 (1) -
5522004, -5521051
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www.ldta.org.np

Local Development Training Academy
(Established by Local Development Training Academy Act, 2049)
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"An Autonomous, Professional, Client 
Centered, Gender Responsive National 

Institute of Excellence in the area of 
Local-Self Governance."

LDTA >>> नेपाल सरकार
सɨ घीय माͧमला तथा सामाÛय Ĥशासन 

मÛğालय

Electronic Government Procurement (e-GP)  
in Nepal

Er. Amod Ulak
Public Procurement Monitoring Office (PPMO)

Kathmandu, Nepal

Importance of Public Procurementin Nepal

Goods
30%

• Around 60 to 70 % of the annual national budget has been allocated for public  
procurement, out of which:

Other  
Services  

5%

Consulting
15%

Civil Works
50%

Issues of Public Procurement in Nepal

Efficiency, Transparency, Competition and Value for Money information are not
available due to lack of consolidated database resulting:

1
• Quality deterioration

2
• Ti me and cost overrun

• Inadequate capitalexpenditure

3

4
• Poor monitoring of procurement andcontract

management
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Streamlining of Public Procurement in Nepal

Reform Imitative taken care to minimize the procurement issues:

• Enactment of Public Procurement Act, 2007 and Public Procurement
Regulation 2007

• Establishment of PPMO and Public Procurement Review Committee, 2007

• Government Policy to use e-GP system

• Amendment  in  PPA  and PPR based  on  uses  and international practices

• Development  and implementation  of e-GP  systems  (Phase  I & Phase II)

Legal Provisions for ElectronicProcurement

Public Procurement Act- Clause 69 and18

Public Procurement Regulation- Rule 146

Legal Provisions for ElectronicProcurement

खÖड (६६)सÉंया४८नेपाल राजपğभाग ५ ͧमǓत २०७३.१०.३

Ĥध◌ानमÛğी तथा मÛǃğपǐरषÙको क◌ार◌्ाला कȾ सू चना

नेपा ल Ǔसकाि◌ले सार◌्ाजननक खǐरद ननमा[ लȹ, २०६ ४ को उपननम[ (१) बमोÛ×जम सार◌्ाजननक
खǐरद अनगु मन का र◌्ाला लȶ èथापना Ǔगे को वƭ[तु ◌ी र ् Ĥणालȣ संत्[ २० ७४ साल साउन १ ग ते देÛ×ख
संचालनमा ī◌्ाउने ननर◌्ा ण Ǔगेकोले स àबÛǃ×धत स बैको जानकाि◌◌ीको लानग र◌्ो सू चना Ĥका शन
गǐरएको छ।

ͪवɮय◌ुि◌◌ीय खररदĤणालȣ तनदेͧमका, २०७४– दफा ३५

 वरƭ्तुीर ् खǐरद Ĥणालȣको समेत Ĥर◌्ोग गनाुपन
- ६० ल◌ाख भÛ×दा बढȣको सबै खǐरदमा

 वर ्ƭतुीर ्खǐरद Ĥणालȣको मार Ĥर◌्ोग गनाुपन
- २ कि◌ ◌ोड भÛ×दा बढȣको ननमाणा क◌ार◌्ाको खǐरदमा
- ६० ल◌ाख भÛ×दा बढȣको मालसामान खǐरदमा
- २० ल◌ाख भÛ×दा बढȣको ǒपामशा सेर◌्ा खǐरदमा

Stakeholders of Nationale-GP System

Public Entity

`

BiddingCommunity

Publish Procurement  
Opportunities, Evaluate &  
Execute Contract

View Opportunities
and Participate in
Bidding Procedure

Bank

Issue & Verify
Instruments

National
e-GP System

Keep on Monitoring

General Public

OversightAgencies

Citizen  
Monitoring
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Improved regulatory  
compliance

Minimized collusion and  
intimidation and  

improved transparency

Easy access of national
and international bidders

in procurement

Reduced turn around time  
of procurement cycle &  

improved process
efficiency

Consolidated database of
Contractors/Suppliers/  

Consultants profile helps  
in future to monitor bid

capacity

Procurement information  
(PPMIS) – easy  monitoring 

& analysis and  effective 
decision making

Benefits of Nationale-GP System Current Benefits of National e-GP System

- Follow Regulatory Act and Compliance

- Internet Based Centralized System

- Integration with other system

- Document Encryption and Access Control Mechanism

- Transparency

- Increase Competition

- Single portal Procurement practice

- Running Full fledge interactive module based system

- Online document preparation & Publish

- Online Addendum

- Unloadable Features

- Online bid submission

- Banking interface Module

- Profile Management

- Document Management

- Public Procurement Information Management System

10

E-GP Statistics

11

E-GP Statistics
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Functional Coverage of National e-GP System

Public Entity
& User  

Registration

Procurement
Plan

Management

Preparation,  
& invitation  

of Bid

Bid Response  
Preparation &  

Submission

Bid Opening

Bid
Evaluation

Contract
Awarding

Contract
Management

Public  
Procurement  
Management  
Information  

System  
(PPMIS)

Banking  
Interface for  
Securities/  
Guarantee  
Verification

Common  
Procurement  

Vocabulary

Complaint
Management

Notification

Integration  
with Other  

Systems  
(Tax Regist-

ration System,  
CentralBank)

National e-GPModules

• Public Entity’s Module
• Bidder’s Module
• Banker’s Module

Interactive
Modules

• PPMO/Public Entity's Module
PPMIS User’s • OversightModuleModu les

System Functionality

Modules  
Coverage

Functionality Coverage

PE Registration PPMO (Super User), Ministries, Departments, Regional Offices,
Division Offices

PE User
Registration

Admin, Creator, Reviewer, Approver, Account Officer

APP Creation Estimate Creation, Revision, Lock/ Unlock

MPP Creation Approve by Secretary of Ministry

Bid Document
Preparation

Works NCB/ICB, Goods NCB/ICB, Consultancy (EOI/RFP), PQ-
WORKS ICB, SQ, System Generated Bid Document

Bid Addendum Similar process of approval cycle as bid document preparation

Bidder
Registration

Organization Detail, Account Details, Documents Details

Bidder Profile  
Management

Personnel (Staffs and Officers), Financial Details (Balance  Sheet,
Annual Turnover, Income Statement), Contract Details  (Bolpatra/ 
Non-Bolpatra), Litigations, Documents, etc.

Modules Coverage Functionality Coverage

Bid Response
Submission

JV, Letter of Bid, Technical Details, Financial Situation, BoQ, Price
Adjustment, Fees and Security, etc.

Bid Opening System Generated Bid Opening Records (Muchulka)

Bid Evaluation Legality Test, Completeness Test, Technical Test, Commercial Test,  
Evaluated Price, Qualification Test, Special Test

Contract Awarding LOI, LOA, Contract/ Agreement Document

Complaint
Management

After LOI before LOA

Contract
Management

Assign Project Coordinator, Update Work Schedule, Update  
Physical Progress, Certify IPC, Forward to PE chief, VO, Price  
Adjustment

Payment
Management

Bill Claim by Contractor

Dispute
Management

Capture Final Value ofDispute

Banking Interface Bank Registration, Branch Registration, Maker/ Checker  
Registration, Verifying Bid Document Fee, Bid Security,  
Performance Security, Advance Payment Security

Security Features User Credential, SSL, Data Encryption, Time stamping, OTP
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Features of National e-GP System

Procurement Category

1. Works

2. Goods

3. Consulting

4. Others

Procurement Method

1. NCB

2. ICB

3. Sealed Quotation

Bidding Type

1. Single Stage Single
Envelope

2. Single Stage Double
Envelope

Document Type

1. GoN Online

2. Gon Uploadable

Features of Nationale-GP System

Public Entity Management

1. Maintain PE Hierarchy

2. User Management

3. Role Management

4. Access Control

5. Task Delegation

Bank

1. Register Bank and Branches

2. Bank User management

Bidder Registration
1. Register New Bidder
2. Block Bidder

Features of National e-GP System

Procurement Preparation

1. Annual Procurement Planning

2. Document draft , review and approval system.

3. Online Bid Document Generation

4. Copy bid functionalities

5. Online tender publish

6. Uploadble module

7. Online BoQ / SOR

8. Addendum Publication

9. Bid Query

Email Notification System

1. Task Notification

2. JV confirmation

3. OTP confirmation

4. LOI, LOA, Contract Award

5. etc

Procurement Execution
1. Banking instrument verification
2. Opening and evaluation
3. Online Evaluation report generation
4. Complain lodge
5. Contract Awarding
6. Contract Management

Report Generation
1. APP/MPP report
2. Bid Document
3. Evaluation Report
4. Muchulka
5. Comparative Chart
6. Contract Document
7. Billing

Procurement Unit

PPA 7(3)(a)

A Public Entity shall establish a procurement unit or assign the responsibilities thereof in order to
carry out the following acts:

Preparing a procurement plan,

Preparing bidding documents and  
procurement contract

Publicly publishing notice

Issuing documents

Receiving and safely keeping  Proposal  

Submitting bid to evaluation committee  

Notifying acceptance of proposal  Obtain 

Performance Guarantee

Examine procured goods,  works or  
services

Prepare Document for PPMO

Other functions

19

Descript ion  
regarding  
the type,  
quality,  

quantity of  
the goods

The timing Estimated
of the price of the

requiremen procureme ts of
goods, nt, and

Source of  
the priceto  
be borne .

Procurement Requisition PPR 5(2)
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Overview of Registration ( Public Entity ~ Procurement Uni

>> PPMO r egister Public Entity and its admin
>> PE Admi n registers procurement related users

Super
User
(PPMO)

Creator

Public Entity

Reviewer

Approver

Cr eator
A ccountant

PE Admin

Register
P  
U  
B  
L   
I  
C  
E  
N  
T   
I  
T  
Y

U
S
E
R
S

Intiate

User Category

PE Users
• Admin
• Creator
• Reviewer
• Approver
• Accountant

Bank Users
• Admin
• Branch Maker
• Branch Checker
• Central Users

PE Users Role
• Procurement

Preparation
• Opening &

Evaluation
• Contract

Management

Bidding Organization Users
• Officers
• Staff

Bidder Users Role
• Participate in bidding

Bank  Users Role
• Bank Instrument

verification

Super
User

Pri vilege for Public EntityUsers Planning

>> Master Procurement Plan
>> Annual Procurement Plan

PPR- Clause (7): Master Procurement Plan to be
prepared

- in procuring for a plan or project operated for a period more
than

one year
or

-in making a procurement annually of an amount exceeding 
100  million Rupees

PPR- Clause (8): Annual Procurement Plan tobe 
prepared:

(1) Where a Public Entity requires to make a procurement annually of an
amount
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Procurement Plan

Amount greater than  
1 hundred Million or

Project Exceed 12 Months
Approve by Secretary

Annual Procurement Plan

24

Master ProcurementPlan

Annual ProcurementPlan  
exceeds1 Million

Approve by PE Chief

PPR 8(5) The chief of the Public Entity shall, after receiving the approved program and
budget of the current fiscal year, have to revise accordingly the annual procurement p lan
prepared pursuant to th is Rule and approve it and send one copy each of such p lan to its
superior office, Treasury and Controller Office and Public Procurement Monitoring
Office.

Sample ofAPP

25

Points to be considered at the time of planning

1. Requirements

2. ProcurementCategory

3. ProcurementMethod

4. Contract Type

5. ProcurementSchedule

26

Requirement Identification

Organizational   Need
• ConstructionWorks
• Stationary Items
• Building
• Training
• Security Guards
• Electronic Devices
• etc

Annual
Program

Annual
Budget
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ProcurementCategory

1. Goods

2. Works

3. Consulting

4. Other Services

28

Procurement Method

• Direct Purchase (Upto
1 lakh, Upto 5 lakh via
standing list)

• Sealed Quotation (20
Lakh)

• NCB
• Single Envelope (

Below 20 Million)
• Double Envelope (

20 M to 2 Billion)
• ICB
• participation ofusers'  

committee or  
beneficiary group

• forceaccount.

Works,  
Goods  

or Other  
Services

• Through direct  
negotiations  
(upto 20 lakh)

• Through
competitive

Consultancy proposals,
Service

Contract Method Selection

Contract for Supplyof  
specific goods orother  

service:

Framework or unitrate  
contract:

Multi-year contract:

Design, supply and  
installation contract:

Turn Key contract:

Goods or other servic3es

Unit Rate

LumpSump

Cost Re-imbursement

Time and Material Rate Contract

Design & Build Contract

Management Contract

Performance Based Maintenance
or Management Contract

Piece-Work Contract

Construction Works

LumpSump

Time Based Contract

Performance Based  
Fee Paying

Percentage based  
Contract

Indefinite Service  
Period

ConsultingService

31Image by Kelly Miller. © The
Balance201
8
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Planning

>> Annual Procurement Plan

PECreato
r

PECreator visits thee-
GP

Reviewer
receives

form for multipleprocurement

sends for
aggregation

syste
m

receives the APP

Planning

>> Annual Procurement Plan

system and sends to
approver

receives the APP

3. APP ESTIMATE AGGREGATE (FOR WORKS, GOODS, CONSULTANCY SERVICES & OTHER
SERVICES)

PE
Aggregator

PE  Aggregator  visits  the  e-GP   PE  Aggregator aggregates the APPPE
approver

4. APP ESTIMATE APPROVAL (FOR WORKS, GOODS, CONSULTANCY SERVICES & 
OTHER SERVICES)

PE
Approver

PE Approver visits the e-
GP  system

PE Approver
approves

estimated  APP

Estimated APP is

approved

Online
Bid Document Preparation

Document Preparation

Bid Document

PPMO Issue Standard Bidding Document (PPA  
3(b))

Public Entity Should follow SBDfor GoN funded  
Project

For Donor Funded or Grant project SBDs will be
defined by guideline oragreement

35
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Standard Bidding Document : www.ppmo.gov.np

Procurement of Works

Direct Purchase

Procurement of W orks, Direct Purchase

Sealed Quotation (SQ)

Procurement of W orks, Sealed Quotation (SQ)

Procurement of W orks, Sealed Quotation (SQ) Nepali

National Competitive Bidding (NCB)

Procurement of W orks, Qualification Not Required

Procurement of W orks, Single Stage One Envelope Procedure

Procurement of W orks, Single Stage Two Envelope Procedure

International Competitive Bidding (ICB)

Procurement  of W orks, Single  Stage   One  Envelope Procedure

Procurement  of W orks, Single  Stage   Two Envelope Procedure

Pre- Qualification (PQ)

Pre- Qualification (PQ) Document

After Pre- Qualification (PQ) Document

Procurement ofGoods

Direct Purchase

Procurement of Goods, Direct Purchase

Catalogue Shopping

Procurement of Goods, Catalogue Shopping

Sealed Quotation (SQ)

Procurement of Goods, Sealed Quotation (SQ)

National Competitive Bidding (NCB)

Procurement of Goods, National Competitive Bidding (NCB)

International Competitive Bidding (ICB)

Procurement of Goods, International Competitive Bidding (ICB)

Procurement of Consulting Services

Direct Purchase

Procurement of Consulting Services, Direct Purchase

Express of Interest (EOI) Document for Short Listing

Express of Interest (EOI) Document for Short Listing

Request for Proposal (RFP)

Lump-Sum Contract

Time  based Contract

Procurement of Other Services

Procurement of Ration

Document Preparation Example : 1S2E Procedure

Bid
Submission

Technical Bid

Price Bid

Price Bid
Opening

Technical Bid
Ev aluation

Inf orm, Price Bid
Opening Date

Selection of Lowest  
Ev aluated  

Substantially  
Responsiv eBid

Price Bid
Ev aluation

Selection  
Substantially  
Responsive  

Bid

Letter of Intent
(LOI)

Letter of  
Acceptance (LOA)

Approv ed  
Technical Bid

Approv edBid
Technical Bid

Opening

Document Preparation

APP

Bid Document  
Prepare  

(Creator)

Send For  
Rev iew  

(Rev iewer)
Send For
Approv e

(Opening Committee

Assign)

Send For  
Rev ised

Bid Published

Work Flow of Bid Document Preparation
In e-GP System

APP Unlock (
PE Chief )

DocumentPreparation
>> Different Editable section based upon standard bid document Template
>> Online and Uploadble Template
>> Online BoQ with Export/Import Feature and standard CPV
>> Customizable notice and schedule for bid publication
>> Online document preview and generation
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Bi d Opening & Evaluation

• Simultaneous Logging
for opening

• Online Muchulka Generation

• Online Evaluation

Evaluation & Report Generation

• Test of Legality

• Test of Completeness

• Technical Test
• Commercial Test
• Evaluated Test
• Qualification Test
• Special Test

• Online Comparative Chart

• Online Evaluation Report

Contract Awarding
• LOI

• LOA

• Contract Management

Complain Management

• Online Complain lodge

• Resolve complain
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Compl ainManagement

• Online Complain lodge

• Resolve complain

Contract Management

• Project Management

• Payment Management

• Dispute Management

Public Procurement Monitoring Information System (PPMIS)

Planning

Bid Document
Preparation

Bid-
Submission

Bid Opening
Bid

Evaluation

Contract
Awarding

Contract
Management

Public ProcurementManagement  
Information System

(PPMIS)

Consolidated public procurement information from planning
to contract execution for transparency

Continuous monitoring of compliance with PPA and PPR
hence prompt intervention wherever necessary,

Statistical information on public procurement is analyzed for  
making important decisions

Performance  based  on  compliance   indicators   are analyzed
periodically   and improvement   measures  can  be suggested

Provides room for auditors to monitor procurement
activities

Enhancing controls on the expenditure of public funds.

Benefits for Oversight Agencies
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Public Procurement Monitoring Information System

Key Performance Indicator based Reporting Types

Static
Reporting

Dynamic
Reporting

Monitoring and
Evaluation

PPMIS- Reports

50

Training Practical Session

1. User Registration
2. Pl anning
3. Document Preparation
4. Bi dPublication
5. Bi dder Registration
6. Bi dSubmission
7. Bi d Opening & Evaluation
8. Contr actAwarding
9. Contr act Management - Demonstration

Tutor ial + Group Practical

ThankYou
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E-Administration (Smart 
Administration)

E-Administration?
• e-Administration, or electronic administration, refers 

to any of a number of mechanisms which convert what 
in a traditional office are paper processes into 
electronic processes, with the goal being to create a 
paperless office.

• e-Administration can encompass both intra-office and 
inter-office communication for any organization.

• Its objective is to introduce total transparency 
and accountability leading to better e-Governance

3

E-Governmence/e-Government?
• Electronic governance or e-governance is the 

application of IT for delivering government services, 
exchange of information, communication transactions, 
integration of various stand-alone systems between 
government to citizen (G2C), government-to-business 
(G2B), government-to-government (G2G), 
government-to-employees (G2E).

• eGovernment is the use of information and 
communication technologies (ICTs) to improve the 
activities of public sector organisations.

4
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E-Governmence/e-Government-
difference
• By e-Government we mean the use of ICT in 

government operations, as a tool to increase the 
outreach of the government services. 

• e-Governance, on the other hand, implies the use of 
ICT in transforming and supporting functions and 
structures of the system.

• e-Government is a system while e-Governance is a 
function.

5

e-Government services - Examples

• Business 

• Benefits

• Transport & Travel

• PAYE returns

• End of year return

• Corporation tax returns

• VAT returns

• Company registrations

• Filing company accounts

• Retirement Pension applications

• Benefit applications

• Tax credit applications

• Personal Tax returns

• Tax disc renewal

• Vehicle registration

• Driver services

• Transport direct

• Passport applications

• Parking fines
6

e-Government services - Examples
• Education

• Health

• Justice

• Land and property

• Agriculture

• Democracy

• Student loans

• School applications

• Teacher services

• University applications

• E prescriptions

• Registration of birth and death

• Booking appointments

• Services to victims and 
witnesses

• Civil claims

Planning applications
Conveyance

CAP payments
Tracking living stock

Voting 
Consultation 

7

Smart Administration: Scope & 
Definition

Smart Leading

Smart Human ResourcesSmart Collaborations

Smart Partnerships

Smart Negotiations

Smart Communication

8

Smart Scheduling
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e-Administration

Smart Administration 

Smart Office Administration 

Smart Officer/Employee

9

Smart Leading

• Should have knowledge higher than your sub-
ordinates.

• Assume that you are the boss of your office.
• Means you have sub-ordinates in your organization

Do you advice to do the tasks?

OR

Do you assist to furnish the tasks?

10

Smart Negotiations
• Collect the evidences, rules & regulations.

• Assess your bargaining power

• Prioritize and Compromise

• Don’t – unless you really need to

• Don’t negotiate with yourself

• Don’t accept the first offer

• Don’t make the first offer - Their first offer may be 
much better than you expected!

• Don’t talk so much – listen

11

Smart Collaboration
• Team effort’s outcome should be the most 

productive one.

• Putting a team of experts or specialists on the 
same project isn’t enough to guarantee a 
competitive advantage.  by Heidi Gardner

• Leveraging people and resources in a more 
proactive and dynamic way

• Challenges: multiple sub-tasks done by different 
individual combined into a single one

12
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Smart Communication
• Communications management in a smart way for success and 

happiness.
• Use of proper communication tool: Phone/Mobile, Email, 

messengers, social networks
• Make internal documents and knowledge easily available.
• Take advantage of social media.
• Allow your sub-ordinates the opportunity to recharge/refresh.
• Strengthen connections between ordinates and subordinates
• Discourage one-way communication –top/down
• Always share important news
• Use a CRM platform
• Track tasks
• Schedule status meetings –google calendar at your hand on 

mobile

13

Smart Officer/Employee
• One who apply all other smart approaches.

• Encouraged for paperless works

• Maximal use of Machines/ICT Tools to get the work 
done efficiently and timely.

• Maximize the work efficiency 

• Make a balance between office works and personal 
life activities 

14

Requirement for SMART Adm.

• Comfortable office space/environment

• A computer/laptop with internet connections

• Other office facilities (printer, fax, mobile..)

• Do you have THIS?

15

E-Mail Account?

16
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Make e-Mail communication –
part of your life

- Encourage to Paperless
- No Physical Contact
- No loss/wastage of Time
- Recorded work – Fully Transparent

17

Furnishing a Letter - Case

18

Current Situation

Imagine, the current situation: your 
immediate senior requested you to 
type a letter. The content of letter is 
vocally told to you.
- You prepared a letter > submit to 
boss > refined it > again submit > 
refine it > again submit > …..

YOU

BOSS

19

Current Situation

- Your BOSS should also be 
smart to help furnish task 
efficiently

YOU

BOSS

20
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- please create a memo and save in 
the computer – it is required in the 
next level activities

21

Let us Do ONE TASK: Įी_________,

____________।

म ______यस ___मा ǓमǓत २०७०-०१-०२ देिख _____________ काय[रत 

रहेको यहाँमा अवगतनै छ। मैले गनȶ दैǓनक कामको भार बÕदै गएकोले मेरो 

कामको भारलाई कम गन[ अनरुोध गद[छु वा अǒफस समय भÛदा बाǒहरको 

समयमा पǓन गनȶ वातावरण बनाई Ǔनयमानसुार काया[देश हनु अनरुोध गद[छु।

___________________

_____

______

कम[चारȣ पǐरचाय पğ नः  

22

E-Administration example.
• The letter is registered in the reception, 

• Receptionist scan the leter and sent to Dean.

• Dean adviced on the letter - Įी Ĥसाशन Ĥमुख, आ का and 
forwarded. 

• Admin chief आ का to Section offier – ram kumar giri

• Section Officer आ का to head assistant-raj kumar wagle.

• Head assistant write a memo

• Decision flow.

• Decided…

• Print the memo and file it. (decision on the data center)

23

How much time it takes for you to 
type and save this work?

24
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25 26

Question:
- Next month, you need to open 
the content and re-issue such 
type of memo again, What you 
do?

1) retype again or 2) get it back 
from computer? 

27

Question:
- Unfortunately your computer is 
crashed by next week. Your work is very 
important.

- have you applied any precaution to 
save and recover the content? 

- Do you have the backup of those 
contents? 

28
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Question:
- by next week, your computer 
got infected by virus?

- how do you recover that content 
from virus?

29

2nd Task:
- Send your previous work into 
the email: trainer’s_email

30

Content Management

• Content management refers to the system and 
processes whereby information is created, managed, 
published, and archived.

• A computer software system for organizing 
and facilitating collaborative creation of 
documents and other content, especially for 
loading to a website

31

Content Management

• A CMS typically offers
• Easy content creation and editing for non-technical 

content contributors
• Access rights for security
• Structured workflow processes for content 

approvals
• Archival and versioning of content
• Templates for consistent output
• Content check-in/check-out services for distributed 

users 
32
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Backup and security
• Keep a copy in the email or better in the drive

• Never insert other’s pen drive into your computer or 
make sure that your computer is antivirus-
antimalware protected.

• Perform regular backup of your work into a drive

• For normal work, generally do not login from 
administrator account.

• Use power user for normal operation 

33

Backup and synchronize

• Store in Cloud like
• Sync
• Google Drive
• One Drive
• Drop Box
• Amazon Drive
• Media Fire
• SugarSync
• ……

• Store in Cloud like
• Box
• Bitcasa
• Evernote
• Skydrive
• Tresorit
• iDrive
• pCloud
• Degoo
• ……….

34

Question:
- On which folder have you saved 
your previous task?

35

Backup and security
• Never keep your work on the desktop on which drive 

your OS is installed – it has maximum chances to crash

• Make folder/sub-folder well organized in to a hierarchy 
such that search would be easy for you.

36
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Security Tips
• Tip #1 - You are a target to hackers
• Tip #2 - Keep software up to date
• Tip #3 - Avoid Phishing scams - beware of suspicious 

emails and phone calls
• Tip #4 - Practice good password management
• Tip #5 - Be careful what you click
• Tip #6 - Never leave devices unattended
• Tip #7 - Protect sensitive data
• Tip #8 - Use mobile devices safely
• Tip #9 - Install anti-virus protection
• Tip #10 - Back up your data

37

Discussion Session:

Let Us Discuss:

What are the Local e-Administration challenges and 
issues we are facing??

38

Conclusion

• Let us deal in a smart way.
• Optimum use of ICT tools for time and work 

optimization.
• Focus to paperless work if possible.
• Prepare your content/document backup and 

recovery plan

39

Thank you

40
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Presentation &
Document Writing Skills

What is a good presentation?

Good presentation is one that has 4Ps:

- Plan 
- Prepare 
- Practice 
- Present

Why do we need to know how to prepare the 
information?

- Public speaking is commonly feared by many people.

- It can be a nerve-racking experienced, but anxiety can 
be minimized.

- Practice and preparation can help become a good 
presenter.
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Plan

Preparation or planning is the first step for successful presentation
Aspects:
- Purpose
- Audience
- Structure

• Ask yourself:

Who is your audience?
What do you want to present? (Content, material)
Why do you want to present this? (purpose)
Where do you want to present? (place)
How do you want to present this? (ppt, other, technology,etc.)

Audience Analysis

 In what is the audience interested?
What does the audience want?
What does the audience already know?
What does the audience need to know?
What does the audience expect from this presentation?
How will the audience benefit from this presentation?

Plan

Structure:

 Structure the content in line with the audience’s needs
What is your objective?
Do your research
Gather material from different sources o Arrange points logically

Important Tips:

Anticipate audience’s questions and prepare possible answers
 Prepare handouts if desired and appropriate. Everyone benefits from

visual/graphic documents.
Don’t forget to prepare with the allotted presentation time in mind.

If you don’t know how long you have, find out.

Plan

Example Structure for 20-minute presentation:

Opening: 2 minutes

Middle: 13 minutes

 Ending: 2 minutes

Questions: 5 minutes

Plan
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 Opening:
The first few minutes are critical for success

 Carefully design and master this while practicing
o Good first impression
o Rehearse well, but use natural speech and no reading from notecards or computer

 Get attention
o Shock, humor, question, story, statistics

 Be enthusiastic
o Motivate audience to listen

 Middle:
 Logical sequence
 Understandable
 Recaps (summaries) when appropriate
 Visual aids (flip-charts, handouts)

 Ending:
The last few minutes are just as critical for success as the first few minutes

 Summarize important points
 Suggest action

o What should the audience do now?
o When should they do it?
o Why?
o How?

Prepare Practice

 Be active 
o Move around rather than stand stiffly in one spot 

•
 Controlled gestures 

o Hand movements 
o Playing with hair 

•
 Where to keep hands? 

o Not in pockets 
o Occupy hands with notes or a pointer. Nervousness tends to show in our hand 

gestures. 
•

 Eye contact 
o Look around from person to person while glancing at notes or presentation 
o Don’t stare 

•
 Face audience 

Practice

Verbal Communication
 Speak naturally
 Variations in tone and pitch of voice
 Talk to audience, not just in front of them
 No jargon
 No ambiguous or complicated language
 Question your audience throughout to facilitate group 

involvement or garner attention

Practice
Audience

 Be aware of audience’s nonverbal and verbal communications
 If people are bored or confused, their body language will show it.
 Adjust based on what you see
 Engage audience
 Questions, activities
 Handle questions to the best of your ability
 You are not expected to know everything
 Anticipate questions and have answers ready
 Sometimes questions allow you to highlight a point you want to 

make
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Present

 Prepare thoroughly
 Breath deeply and slowly
 Use gestures and facial expressions as a way of converting nervous 

fear to positive enthusiasm.

Anxiety and stage fright
 Everyone has it to some degree, even the best public speakers
 Do not try to completely eliminate fear 
 Instead, channel that fearful energy into an effective presentation.

So, what is a Good Documentation? 

 It is a concise, legible, accurate and traceable records in a simple
word.

Concise:
The document must tell the entire story and must be understood by internal/ external customers

Legible:
The documents must be readable by internal/external customers.

Accurate:
• The document must be error free.

Traceable:

• Each aspect of the document must be traceable, such as, who recorded it, where and why

How do we make the task easy?
Let’s examine what it means to be concise.

- Are our documents standardized?
- Are the documents easy for all to use?
- Do we have certain documents that consistently have errors?
- Do our documents tell a complete story?

If we have an answer to these questions, then we are good to go…

Let’s examine what legible means.
- Can everyone read what is written?
- No matter who, where or what, can the written or printed data be read?

Now, let’s examine what it means to be accurate.
- Data shall be recorded as soon as possible and shall not be falsified.

What does the traceability mean?

Can everyone understand who recorded the data, why it was recorded, what was recorded and when it was
recorded.

• If we have an answer to this, then we can trace every information about the data.
• For all this, standardization is the key, a common practice accepted by everyone.

Purpose of documentation:
- Documents are objective evidence that actions or tasks have been performed
- Documentation helps other to read your research, experiment and account of future countless possibility

of new ideas and also it provides credit to the owner.
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Quality System Records

• Includes:
- Purchase Orders
- Management Reviews
- Contracts
- Training Records
- Device History Records
- Device History Files

What am I responsible for?

You are responsible for your signature:
- Written Signature

• Should at a minimum be your first initial and full name.
• Eg J. Doe
• Initials maybe used on any page of a document once signature appears on that page.
• Eg. JD

- Electronic Signature
- Responsible for all recorded information before you… because you will be reviewing all data before you to be

sure no one has made any mistakes.

What if there is a mistake?

- All errors should be corrected by the person who created them.
- If the person is not available, the error can be corrected by their manager
- Or be corrected by the next highest member of the management and so on

How to correct Mistake?

- Draw a single line through the error
- Make the correction next to the error
- Write an explanation for the error

• Sign and Date the correction

Quality System Records

What if there is no more space for correction?

- Draw an asterisk (*) next to the error. Place the asterisk (*) on the same page where there is room to write
and put the information.

Quality System Records Thank You!

• Enjoy Practicing !
• Working, Learning and Sharing ! 
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CSCA0101 Computing Basics

1

CSCA0101

COMPUTING BASICS

Chapter 1

History of Computers
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CSCA0101 Computing Basics

2

History of Computers

Topics

1. Definition of computer

2. Earliest computer

3. Computer History

4. Computer Generations
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CSCA0101 Computing Basics

3

History of Computers

Definition of Computer

• Computer is a programmable machine.

• Computer is a machine that manipulates data 

according to a list of instructions. 

• Computer is any device which aids humans in 

performing various kinds of computations or 

calculations. 
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CSCA0101 Computing Basics

4

History of Computers

Definition of Computer

Three principles characteristic of computer:

• It responds to a specific set of instructions in a well-

defined manner. 

• It can execute a pre-recorded list of instructions. 

• It can quickly store and retrieve large amounts of 

data. 
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CSCA0101 Computing Basics

5

History of Computers

Earliest Computer

• Originally calculations were computed by humans,
whose job title was computers.

• These human computers were typically engaged in the
calculation of a mathematical expression.

• The calculations of this period were specialized and
expensive, requiring years of training in mathematics.

• The first use of the word "computer" was recorded in
1613, referring to a person who carried out
calculations, or computations, and the word continued
to be used in that sense until the middle of the 20th
century.
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CSCA0101 Computing Basics

6

History of Computers

Tally Sticks

A tally stick was an ancient memory aid device to 

record and document numbers, quantities, or even 

messages. 

Tally sticks
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7

History of Computers

Abacus

• An abacus is a mechanical device used to aid an 

individual in performing mathematical calculations. 

• The abacus was invented in Babylonia in 2400 B.C. 

• The abacus in the form we are most familiar with 

was first used in China in around 500 B.C. 

• It used to perform basic arithmetic operations.
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8

History of Computers

Abacus

Earlier Abacus Modern Abacus
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9

History of Computers

Napier’s Bones

• Invented by John Napier in 

1614.

• Allowed the operator to 

multiply, divide and 

calculate square and cube 

roots by moving the rods 

around and placing them in 

specially constructed boards. 

John Napier

Napier’s Bones
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10

History of Computers

Slide Rule 

• Invented by William Oughtred 
in 1622.

• Is based on Napier's ideas 
about logarithms.

• Used primarily for

– multiplication

– division

– roots

– logarithms

– Trigonometry

• Not normally used for addition
or subtraction. 

William Oughtred

Slide Rule
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11

History of Computers

Pascaline

• Invented by Blaise Pascal in 

1642.

• It was its limitation to addition 

and subtraction. 

• It is too expensive. 
Blaise Pascal

Pascaline
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12

History of Computers

Stepped Reckoner

• Invented by Gottfried 

Wilhelm Leibniz in 1672.

• The machine that can add, 

subtract, multiply and divide 

automatically. 
Gottfried Wilhelm Leibniz

Stepped Reckoner
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13

History of Computers

Jacquard Loom

• The Jacquard loom is a mechanical loom, 

invented by Joseph-Marie Jacquard in 1881.

• It an automatic loom controlled by punched cards. 

Joseph-Marie Jacquard Jacquard Loom
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14

History of Computers

Arithmometer

• A mechanical calculator invented 

by Thomas de Colmar in 1820, 

• The first reliable, useful and 

commercially successful 

calculating machine. 

• The machine could perform the 

four basic mathematic functions.

• The first mass-produced 

calculating machine. 

Thomas de Colmar

Arithmometer
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History of Computers

Difference Engine and Analytical Engine

• It an automatic, mechanical calculator designed to 
tabulate polynomial functions.

• Invented by Charles Babbage in 1822 and 1834

• It is the first mechanical computer.

Charles Babbage
Difference

Engine
Analytical

Engine
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History of Computers

First Computer Programmer

• In 1840, Augusta Ada Byron

suggests to Babbage that he use 

the binary system. 

• She writes programs for the 

Analytical Engine.

Augusta Ada Byron
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History of Computers

Scheutzian Calculation Engine

• Invented by Per Georg Scheutz in 

1843.

• Based on Charles Babbage's 

difference engine.

• The first printing calculator.

Per Georg Scheutz

Scheutzian Calculation Engine
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History of Computers

Tabulating Machine

• Invented by Herman 

Hollerith in 1890.

• To assist in summarizing 

information and accounting.

Herman Hollerith

Tabulating Machine
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History of Computers

Havard Mark 1

• Also known as IBM Automatic 

Sequence Controlled Calculator 

(ASCC).

• Invented by Howard H. Aiken in 

1943

• The first electro-mechanical 

computer.

Howard H. Aiken

Mark 1
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History of Computers

Z1

• The first programmable computer.

• Created by Konrad Zuse in 

Germany from 1936 to 1938.

• To program the Z1 required that 

the user insert punch tape into a 

punch tape reader and all output 

was also generated through 

punch tape.

Konrad Zuse

Z1
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History of Computers

Atanasoff-Berry Computer (ABC)

• It was the first electronic digital computing device.

• Invented by Professor John Atanasoff and 

graduate student Clifford Berry at Iowa State 

University between 1939 and 1942.

Professor John Atanasoff Atanasoff-Berry Computer
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History of Computers

ENIAC

• ENIAC stands for Electronic 

Numerical Integrator and 

Computer.

• It was the first electronic general-

purpose computer.

• Completed in 1946.

• Developed by John Presper 

Eckert and John W. Mauchl. 

ENIAC

147



CSCA0101 Computing Basics

23

History of Computers

UNIVAC 1

• The UNIVAC I (UNIVersal Automatic Computer 1) 

was the first commercial computer.

• Designed by J. Presper Eckert and John 

Mauchly.

UNIVAC 1
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History of Computers

EDVAC

• EDVAC stands for Electronic 

Discrete Variable Automatic 

Computer

• The First Stored Program 

Computer

• Designed by Von Neumann in 1952.

• It has a memory to hold both a 

stored program as well as data.  

EDVAC
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History of Computers

The First Portable Computer

• Osborne 1 – the first portable computer.

• Released in 1981 by the Osborne Computer 

Corporation. 

Osborne 1
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History of Computers

The First Computer Company

• The first computer company was the Electronic 

Controls Company.

• Founded in 1949 by J. Presper Eckert and John 

Mauchly.
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History of Computers

Computer Generations

There are five generations of computer:

• First generation – 1946 - 1958 

• Second generation – 1959 - 1964 

• Third generation – 1965 - 1970 

• Fourth generation – 1971 - today 

• Fifth generation – Today to future
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History of Computers

The First Generation  

• The first computers used vacuum 

tubes for circuitry and magnetic 

drums for memory, and were often 

enormous, taking up entire rooms. 

• They were very expensive to operate 

and in addition to using a great deal of 

electricity, generated a lot of heat, 

which was often the cause of 

malfunctions.
Vacuum tube
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History of Computers

The First Generation  

• First generation computers relied on machine 

language, the lowest-level programming language 

understood by computers, to perform operations, 

and they could only solve one problem at a time. 

• Input was based on punched cards and paper tape, 

and output was displayed on printouts.
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History of Computers

The Second Generation  

• Transistors replaced vacuum tubes 
and ushered in the second generation 
of computers.

• One transistor replaced the 
equivalent of 40 vacuum tubes.   

• Allowing computers to become 
smaller, faster, cheaper, more 
energy-efficient and more reliable.

• Still generated a great deal of heat 
that can damage the computer.

Transistor
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History of Computers

The Second Generation  

• Second-generation computers moved from cryptic 
binary machine language to symbolic, or assembly, 
languages, which allowed programmers to specify 
instructions in words.

• Second-generation computers still relied on punched 
cards for input and printouts for output. 

• These were also the first computers that stored their 
instructions in their memory, which moved from a 
magnetic drum to magnetic core technology.

156



CSCA0101 Computing Basics

32

History of Computers

The Third Generation 

• The development of the integrated 
circuit was the hallmark of the third 
generation of computers. 

• Transistors were miniaturized and 
placed on silicon chips, called 
semiconductors, which drastically 
increased the speed and efficiency of 
computers. 

• Much smaller and cheaper compare 
to the second generation computers.

• It could carry out instructions in 
billionths of a second.

Integrated Circuit
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History of Computers

The Third Generation 

• Users interacted with third generation computers 

through keyboards and monitors and interfaced with 

an operating system, which allowed the device to 

run many different applications at one time with a 

central program that monitored the memory. 

• Computers for the first time became accessible to a 

mass audience because they were smaller and 

cheaper than their predecessors.
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History of Computers

The Fourth Generation

• The microprocessor brought the 
fourth generation of computers, as 
thousands of integrated circuits 
were built onto a single silicon chip.

• As these small computers became 
more powerful, they could be linked 
together to form networks, which 
eventually led to the development 
of the Internet. 

• Fourth generation computers also 
saw the development of GUIs, the 
mouse and handheld devices.

Microprocessor
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History of Computers

The Fifth Generation  

• Based on Artificial Intelligence (AI).

• Still in development.

• The use of parallel processing and superconductors 

is helping to make artificial intelligence a reality.

• The goal is to develop devices that respond to 

natural language input and are capable of learning 

and self-organization. 

• There are some applications, such as voice 

recognition, that are being used today.  
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Unicode Typing - Trainer’s Handout 

Time allocated: 4 hours  

Content delivery format: Theory + lab  

1. Teaching methods.  

 

Methods  Theory  Lab work 

Content delivery  Power point sides and  

explanatory. 

Instructor shall perform all 

the  lab works by him/herself 

in  front of students using live  

displays (projector / TV etc)  

and make students follow the  

process. 

Motive  Student shall memories and 

under  stand 

Students shall get Hands-on  

practical experiences with 

the  help of instructors. 
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2. Summary of the topics.  

By the end of this course, you should be able to:  

1) Knowing Characters  

2) Encoding techniques 

3) ASCII  

4) Limitations of ASCII  

5) UNICODE 

6) Advantages of Unicode 

7) Traditional Nepali Typing methods and their drawback. 

8) Nepali Typing Using UNICODE(Traditional/Romanized) Layouts. 

9) Online Nepali typing. 

10) Browsing using Nepali Unicode. 

11) Create high quality document using Nepali Unicode. 
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3. Introduction to characters and  ASCII (20 minutes)   

Basics of Computer Language: 

Computers don’t understand human language. The only language computers understand is 0’s and 

1’s (presence of a signal or absence of a signal).  

Everything that goes into the computer memory for processing converts first into 0s and 1s. It 

could be numbers, character, texts, audios, videos and nowadays even emojis. Another fact is that, 

all the characters are just symbols. That means, every characters you see on the screen are 

symbols.  

 

All the Characters are ‘JUST SYMBOLS’ 

 

These symbols do not make any sense to the computers. Symbols are only for humans.  

Now we have a problematic scenario in front of us. On one side have symbols so that human can 

interact with computers. On the other side, we have 0s and 1s , the only language the computer 

understands.  

163



 

If we want computer to process these symbols, then we need to convert it into 0s and 1s. 

But the problem is, we cannot convert symbols directly into 0s and 1s. Because 0s and 1s are 

actually numbers and belong to binary number system. A number from one number system can be 

converted into another number system. For example, a decimal number 65 can be converted into a 

binary number system and a binary of 65 can be converted back to decimal number. 
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4. Knowing Unicode and its advantages (20 minutes) 

Refers to slide material 

 

 

5. Downloading and installing Unicode Romanized and traditional.(20 

minutes) 

 

Here participants should encourage and taught to how to download 

,install and use Nepali Unicode layouts of their choice 

 

6. Working with text (lab work – 2 Hours)  

 

Participants now are encouraged to type and practice sufficiently using 

Unicode Romanized/Traditional layouts.  

 

 

7. Hints ,Online browsing and typing practice (1 Hour) 

 

Hints on special characters typing and grammatical punctuation 

options as well as type and browse using Nepali key words in internet. 

 

8. Evaluation: ( Reference only) 

 

 

Particular  Weightage 

Concept of the word processing  20% 

Interaction  10% 

Final document preparation  60% 

Extra knowledge gained  10% 
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MS- Word 2013 trainer’s handout. 

Time allocated: 4 hours 

Content delivery format: Theory + lab 

1 Teaching methods. 

Methods Theory Lab work 

Content delivery  Power point sides and 

explanatory. 

 

Instructor shall perform all the 

lab works by him/herself in 

front of students using live 

displays (projector / TV etc) 

and make students follow the 

process.  

 

Motive Student shall memories and under 

stand 

Students shall get Hands-on 

practical experiences with the 

help of instructors. 

 

2 Summary of the topics. 

By the end of this course, you should be able to: 

a. work with the basic features of Word 

b. create a new document 

c. work with a document 

d. display documents using various views 

e. select and work with text in a document 

f. use a range of font formatting techniques 
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g. format paragraphs 

h. work effectively with features that affect the page layout of your document 

i. create and modify tabs and tables 

j. insert and work with clip art and pictures 

k. use the Mail Merge Wizard to perform mail merges 

l. print a document 

m. find the information you need in Help 

n. Create high quality document designs and layouts. 

 

3 Introduction to Word processing (5 minutes)  

What is word processing? 

Word Processing refers to the act of using a computer to create, edit, save and print documents. In 

order to perform word processing, specialized software (known as a Word Processor) is needed. 

One example of a Word Processor is Microsoft Word, but other word processing applications are 

also widely used.  

Examples of word processors: Microsoft Word, LibreOffice writer. 

Online tools for word processing: Google docs, Microsoft word online. Both are free tools anyone 

can access and use from anywhere using internet. 

Note: Access Microsoft word, Word online and/or google docs inside the class. 

 

4 Getting started with Word (30 min) 

4.1 Starting Microsoft Word 

Different ways to starting MS Word. Using start menu and run. 

Opening Word using start menu: 

167



Windows 7 and earlier: Click on start menu >> All programs >> Microsoft office /office >> 

Word. 

Windows 8/10: Use of start menu and search to start Ms Word. 

Using run: 

Click windows key  + R in keyboard >> Type winword >> click ok button 

4.2 Understanding the start screen and creating a new blank document 

The use of following three parts of start screen 

Templates: Create document using different templates. Blank document template to start creating 

blank documents. 

Recent: To access recently opened / edited documents. 

Open other documents: Access other documents on recent list from different locations. 
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4.3 The word screen 

Quick Access Toolbar: Quick Access Toolbar lies next to the Microsoft Office Button. It is a 

customizable toolbar that comes with a set of independent commands. Default quick access toolbar 

contains save button, undo button, redo button and a drop down to customize quick access toolbar. 

Document Title: It lies next to the Quick Access Toolbar. It displays the title of the currently open 

document or application. 

Ribbon and tabs: It is located below the Quick Access Toolbar and the Title Bar. It comprises 

seven tabs; Home, Insert, Page layout, References, Mailing, Review and View. Each tab has 

specific groups of related commands. 

Status Bar: The Status Bar is a thin toolbar that runs along the bottom of the Word workspace. 

This bar can display information about the document being worked on, such as page number, word 

count, language, and there are viewing options in the form of icons at the right hand side of the 

Status Bar. 

Navigation panel: In Word 2016, 2013, and 2010, the Navigation Pane helps you quickly navigate 

through long documents. This feature organizes your document into a series of headings and pages. 
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Word 2013 screen 

 

Navigation pane sample for proper formatted document 

4.4 Understanding the backstage view 

Backstage view appears after clicking File tab. 
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Dialog box after clicking file tab ( bakstage view) 

4.5 Using shortcut menus 

A shortcut menu is a menu that appears when you right-click an object. In Microsoft Forms, the 

following objects have shortcut menus. 

Sample Shortcut menus: 

 

Shortcut menu for text. 
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4.6 Understanding dialog boxes 

A dialog box is a small window that a program pops open to request input from the user. For 

example, in Word if you click on the Save icon and the document hasn't already been named, Word 

will pop open a dialog box that prompts you to name the file and tell the program where to save it. 

 

Font dialog box 
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Paragraph dialog box 

4.7 Launching dialog boxes 

Click in arrows as shown below inside red circles to access ribbon dialog box. 
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Launching dialog boxes of font and paragraph group ribbons. 

 

4.8 Understanding the status bar 

Word status bar displays information such as word count, page number, line number, Language 

etc at the right side and different display modes , zoom, zoom slider, etc at the left side. 

 

 

 

Right side of status bar 

 

 

 

 

Left side of status bar 

 

 

4.9 Exiting safely from Word 

 Click X (cross button) on top right corner of the word document.  
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 Following dialog box will appear if you have not saved the document. 

 Click save to save changes in the document.  

 Cancel or X button to cancel the closing process and continue editing document. 

 

Dialog box after clicking close button on word 

5 first document (Lab work - 10 min) 

Note: sample file Word_lab_1.docx 

5.1 Creating documents in word 

a. Create a blank document 

b. Typing text 

c. The save as place 

d. The save as dialog box 

e. Saving a new document on your computer 

f. Typing numbers 

g. Inserting a date 

h. Document proofing 

5.2 Checking spelling and grammar 

On the Word menu, click Review > Spelling & Grammar. 

To start a check of the spelling and grammar in your file just press F7 or follow these steps: 
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1. click the Review tab on the ribbon. Click Spelling or Spelling & Grammar. 

  

 

2. If the program finds spelling mistakes, a dialog box appears with the first misspelled word 

found by the spelling checker. 

 

Dialog box for spelling and grammer. 
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3. After you decide how to resolve the misspelling (ignoring it, adding it to the program’s 

dictionary, or changing it), the program moves to the next misspelled word. 

 

5.3 Printing a document 

Click Ctrl+P or File > Print. 

 

 

5.4 Safely closing a document 

Remember to save you document before closing. 

 

6 Working with a document (Lab work – 5 mins) 

a. The open place 

177



b. The open dialog box 

c. Opening an existing document 

d. Navigating with the keyboard 

e. Scrolling through a document 

f. Page zooming 

g. Viewing the ruler 

h. Showing paragraph marks 

i. Counting words 

j. Viewing multiple pages 

k. Splitting the window 

l. Opening a new window 

m. Understanding document views 

n. Changing document views 

o. Understanding read mode 

p. Viewing a document in read mode 

 

7 Working with text (lab work - 15 minutes) 

7.1 Text manipulation  

Selecting text using the mouse 

Selecting text using the keyboard 

Deleting text 

Using undo 

Using redo 

7.2 Understanding find and replace 

Finding words 

Replacing words 

Using go to 

7.3 Understanding Copy, cut, paste 
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7.3.1 Understanding cutting and copying 

8 Text appearance (lab work - 10 minutes) 

a. Understanding font formatting 

b. Understanding font formatting tools 

c. Working with live preview 

d. Changing fonts 

e. Changing font size 

f. Increasing and decreasing font size 

g. Making text bold 

h. Italicizing text 

i. Underlining text 

j. Highlighting text 

k. Changing text colour 

l. Using the format painter 

m. Using the font dialog box 

n. Clearing font formatting 

o. Table of Content 

9 Working with paragraphs (lab work - 20 min) 

a. Understanding paragraph formatting 

b. Understanding text alignment 

c. Changing text alignments 

d. Changing line spacing 

e. Changing paragraph spacing 

f. Indenting paragraphs 

g. Out denting paragraphs 

h. Starting a bulleted list 

i. Adding bullets to existing paragraphs 

j. Removing existing bullets 

k. Starting a numbered list 

l. Numbering existing paragraphs 

m. Removing existing numbers 

n. Applying borders to paragraphs 

o. Using the paragraph dialog box 

10 Working with pages (lab work - 20 min) 

a. Changing page margins 

b. Setting custom margins 

c. Changing page orientation 
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d. Changing paper sizing 

e. Setting custom paper sizes 

f. Inserting page breaks 

g. Removing page breaks 

h. Inserting page numbers 

i. Formatting page numbers 

j. Removing page numbers 

11 Tables (lab work - 30 minutes) 

a. Understanding tables 

b. Creating a table 

c. Adding data to a table 

d. Selecting in tables using the ribbon 

e. Selecting in tables using the mouse 

f. Inserting columns and rows 

g. Deleting columns and rows 

h. Changing column widths 

i. Changing row heights 

j. Autofitting columns 

k. Shading cells 

l. Modifying borders 

m. Adding custom borders 

n. Choosing a table style 

12 Pictures (lab work - 15 minutes) 

a. Understanding clip art and pictures 

b. Inserting clip art 

c. Selecting clip art 

d. Applying text wrapping styles 

e. Positioning clip art 

f. Resizing clip art 

g. Applying picture styles to clip art 

h. Inserting a picture 

i. Inserting an online picture 

j. Resizing a picture 

k. Changing the picture 

l. Cropping a picture 
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13 Performing a mail merge (30 minutes) 

a. Understanding mail merge 

b. Understanding the mail merge process 

c. Creating a recipient list 

d. Creating the starting document 

e. Starting the mail merge wizard 

f. Selecting a recipient list 

g. Inserting mail merge fields 

h. Previewing the merged documents 

i. Completing the merge 

14 Printing your documents (5 minutes) 

a. Understanding printing 

b. Previewing your document 

c. Quick printing 

d. Selecting a printer 

e. Printing the current page 

f. Specifying a range of pages 

g. Specifying the number of copies 

15 Getting help (5 minutes) 

a. Understanding how help works 

b. Accessing the help window 

c. Navigating the help window 

d. Using the office website 

e. Googling help 

f. Printing a help topic 

16 Prepare a Document using above details – (40 minute) 

17 Evaluation: ( Reference only) 

Particular Weightage 

Concept of the word processing 20% 

Interaction 10% 

Final document preparation 60% 

Extra knowledge gained  10% 
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My office 
July 18, 2021 

I work as head assistant at Nagarjung Rural Municipality. I have been working since 2069 B.S. I 

have following responsibility and job in my work place. 

a. Create all necessary official documents. 

b. Monitor and assist my junior staffs. 

c. ………………… 

d. …………………. 

e. …………………. 
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1 Introduction 

1.1 Introduction 

1.1.1 Background of project 

The proposal is written on the behalf of the naragjung municipality to state government for starting a 

project ………….. 
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1.2 Objectives of the project  

• To solve the problem of transportation  

• To help people 

*Bullet and numbering concept. 
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2 Methodology 

2.1 Budget 

S.N. Particulars Quantity Rate Total 

1.      

2.      

3.      

4.      

5.      

 

 

 

 

*NOTE: Shall include 

- Concept of portrait and landscape pages 

- Create tables,  

o insert and delete rows, columns and cells 

o Changing size of rows ,columns and auto fit column 

o Change border and shading of cells
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3 Annexure 

3.1 Images 

 

Map of Shivapuri- Nagarjun National park. 
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MS- Excel 2013 trainer’s handout.  

Time allocated: 4 hours  

Content delivery format: Theory + lab  

1 Teaching methods.  

Methods  Theory  Lab work 

Content delivery  Power point slides and 

explanatory. 

Instructor shall perform all 

the lab works by him/herself 

in front of students using live  

displays (projector / TV etc)  

and make students follow the  

process. 

Motive  Student shall memories and 

understand. 

Students shall get Hands-on 

practical experiences with the 

help of instructors. 

 

 

2 Summary of the topics.  

By the end of this course, you should be able to:  

a. Work with the basic features of Excel. 

b. Create a new Spreadsheet. 

c. Work with a Spreadsheet. 

d. Display Spreadsheet using various views.  

e. Select and work with sheets in a Spreadsheet. 
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f. Use a range of font formatting techniques. 

g. Format sheets. 

h. Work effectively with features that affect the layout of your Spreadsheet. 

i. Create and modify the tables. 

j. Insert and calculate the required operations.  

k. Print a document. 

l. Find the information you need in Help.  

3 Introduction to Excel Spreadsheet (20 minutes)   

What is Excel Spreadsheet?  

Microsoft Excel is a spreadsheet developed by Microsoft for Windows, macOS, Android and 

iOS. It features calculation, graphing tools, pivot tables, and a macro programming language called 

Visual Basic for Applications (VBA). It has been a very widely applied spreadsheet for these 

platforms. Excel forms part of the Microsoft Office suite of software. 

Microsoft Excel has the basic features of all spreadsheets, using a grid of cells arranged in 

numbered rows and letter-named columns to organize data manipulations like arithmetic operations. 

It has a battery of supplied functions to answer statistical, engineering, and financial needs. In 

addition, it can display data as line graphs, histograms and charts, and with a very limited three-

dimensional graphical display. It allows the sectioning of data to view its dependencies on various 

factors for different perspectives (using pivot tables and the scenario manager). 

Microsoft Excel is free tools anyone can access and use from anywhere using internet.  

Note: Access Microsoft Excel, Excel online and/or google docs inside the class.  
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4 Getting started with Excel (40 min)  

4.1 Starting Microsoft Excel 

Different ways to starting MS Excel. Using start menu and run.  

Opening Excel using start menu: 

Windows 7 and earlier: Click on start menu >> All programs >> Microsoft office /office >> 

Excel.  

Windows 8/10: Use of start menu and search to start Ms Excel.  

  

4.2 Understanding the start screen and creating a new blank spreadsheet 

The use of following three parts of start screen  

Templates: Create a new Excel spreadsheet by clicking on New Blank WorkBook; also we can 

use different templates avilable there. 

Recent: To access recently opened / edited documents.  

Open other documents: Access other documents on recent list from different locations. 
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4.3 The Excel screen  

Quick Access Toolbar: Quick Access Toolbar lies next to the Microsoft Office Button. It is a  

customizable toolbar that comes with a set of independent commands. Default quick access toolbar  

contains save button, undo button, redo button and a drop down to customize quick access toolbar.  

SpreadsheetTitle: It lies next to the Quick Access Toolbar. It displays the title of the currently 

open  spreadsheet  

Ribbon and tabs: It is located below the Quick Access Toolbar and the Title Bar. It comprises 

eight tabs; Home, Insert, Page Layout, Draw, Formulas, Data, View and Help. Each tab has specific 

groups of related commands.  

Status Bar: The Status Bar is a thin toolbar that runs along the bottom of the Excel workspace.  

This bar can display information about the Spreadsheet being worked on, such as sheet number,  

language, and there are viewing options in the form of icons at the right hand side of the  Status 

Bar.  

Navigation panel: In Excel2016, 2013, and 2010, the Navigation Pane helps you quickly 

navigate  through long documents. This feature organizes your document into a series of headings 

and pages. 
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Navigation pane sample for proper formatted document  

4.4 Understanding the backstage view  

Backstage view appears after clicking File tab. 

 
Dialog box after clicking file tab ( bakstage view)  

4.5 Using shortcut menus  

A shortcut menu is a menu that appears when you right-click an object. In Microsoft Forms, the  

following objects have shortcut menus.  

Sample Shortcut menus:  
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Shortcut menu for text. 

4.6 Understanding dialog boxes  

A dialog box is a small window that a program pops open to request input from the user. For  

example, in Word if you click on the Save icon and the document hasn't already been named, Word  

will pop open a dialog box that prompts you to name the file and tell the program where to save it.  
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Font dialog box 
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Paragraph dialog box  

4.7 Launching dialog boxes  

Click in arrows as shown below inside red circles to access ribbon dialog box. 
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Launching dialog boxes of font and paragraph group ribbons.  

4.8 Understanding the status bar  

Word status bar displays information such as word count, page number, line number, Language 

etc at the right side and different display modes , zoom, zoom slider, etc at the left side.  

Right side of status bar  

 

Left side of status bar  

4.9 Exiting safely from Excel 

⮚ Click file of the Excel Spreadsheet.  

⮚ Following dialog box will appear to saved the document.  

⮚ Click save to save in the document.   
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Dialog box after clicking close button on Excel 

 

Other referred to slides……. 
 

 

5 first document (Lab work - 10 min)  

Note: sample file Excel_lab_1.docx  

5.1 Creating Spreadsheetin Excel 

a. Create a new document  

b. Typing text,numbers 

c. The save as place  

d. The save as dialog box  

e. Saving a new document on your computer  

 

5.2 Printing a document  

Click Ctrl+P or File > Print.  
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5.4 Safely closing a document  

Remember to save you document before closing.  

6 Inserting Data(Lab work – 5 mins)  
• At first, let's insert different data i.e., as names seen in the spreadsheet. 
• Each person’s details are kept in a row (like Student,Test1, Test2, Final and Average as 

seen in the picture.) 
• Each column holds a person's specific information like how much they scored as seen 

in the picture. 
 

7 Using Formulas (lab work - 15 minutes)   
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• We start by clicking on the function menu(fx) that is present on the side of the function bar. 
• Then, it'll show you different options for calculations to be performed as required. 
• let’s use average for our example. 

 

16 Prepare a Document using above details – (30 

minute) 

 

17. lab practice session (1.5 hour) 

 

18. freezing panes, views, sorting , filtering & printing etc. (30 minutes) 
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19 Evaluation: (Reference only) 

Particular  Weightage 

Concept of the Excel 20% 

Interaction  10% 

Final document preparation  60% 

Extra knowledge gained  10% 
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Microsoft Excel 
Lab Sheet: 

1. Add all the data as shown below in the cell of the spreadsheet of the excel and perform 

average operation using the function bar. 

 

2. Then show the maximum and minimum value from the data. 

3. Now graphically show the data using any of the methods. (Bar-graph, pie-chart, etc.) 

Home assignment: 

1. Use random data and perform all the steps as above and also explore further possibilities of 

the excel. 
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MS- Powerpoint trainer’s handout.  

Time allocated: 4 hours  

Content delivery format: Theory + lab  

1. Teaching methods.  

 

Methods  Theory  Lab work 

Content delivery  Power point sides and  

explanatory. 

Instructor shall perform all the  

lab works by him/herself in  front 

of students using live  displays 

(projector / TV etc)  and make 

students follow the  process. 

Motive  Student shall memories and under  

stand 

Students shall get Hands-on  

practical experiences with the  

help of instructors. 

 

 

 

Instructors are requested to thoroughly gone through provided slides , hand 

out and materials and practice sufficiently before conducting training. At the 

end one should give participants class work as specified and let them do it 

with their creativity and lesson learnt during class.  
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2.  Summary of the topics.  

By the end of this course, participant should be able to:  

• what is power point.               [1 Hour] 

• creating a new ppt file. 

• knowing views, ribbon, thumbnail.  

• display file using various views. 

• knowing layouts.  

• Knowing designs. 

 

➢ use a range of font formatting techniques      [1 Hour] 

➢ use text formatting, bullets, lists. 

➢ changing and choosing suitable themes.  

➢ Adding contents: picture , online picture, chart, tables. 

 

• Transitions and animations.                                         [1 Hour] 

• Slideshow. 

• Saving and opening. 

• Editing slides. 

• Printing slides. 

 

➢ Create presentation class work using all concepts. [1 Hour]  
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3. Evaluation: ( Reference only) 

Particular  Weightage 

Concept of the word processing  20% 

Interaction  10% 

Final document preparation  60% 

Extra knowledge gained  10% 
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1 
 

 

What is PowerPoint? 

PowerPoint is a graphical presentation program used to organize and present 
information. PowerPoint presentations consist of a number of individual pages or 
"slides.” Slides may contain text, graphics, sound, movies, and other objects that can be 
freely arranged. 
 
Presentations can be printed, displayed live on a computer, or navigated through at the 
command of the presenter. For larger audiences, the presentation is often projected onto 
a large screen. Handouts, speaker notes, or outlines can also be produced from the slides. 

 

PowerPoint 2016 Editing Window (Normal View) 

The Normal View in PowerPoint features several commonly used Tabs, Panes, and Tools.  
We’ll use Normal View as we create and design our presentation. 
 

The Ribbon 

The Ribbon replaces the menu bar seen in previous versions of PowerPoint. The Ribbon 
groups items that are most likely to be used together. There are several frequently used 
tabs, such as File, Home, Insert, Design and View. Clicking on each tab activates a group 
of relative commands, menus, and buttons. There are also contextual tabs that only show 
up only when needed, such as Text Box Tools, Picture Tools, Drawing Tools and Chart 
Tools. To activate those tools, click on the associated object. 
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Opening PowerPoint 

 

To open a PowerPoint 2016 presentation, click on the File tab in the upper left corner. 

 

 

 

 The most common choices for opening a presentation are: 

 New  ‐  allows  you  to  open  a  Blank  presentation  or  you may  choose  from  a 
selection of Templates and Themes. 

 Open ‐ lets you navigate to an existing file to view and/or modify a presentation 
that has already been created. 

 Recent – displays a list of your most recently created presentations and their file 
locations. 

Creating New Presentations 

The New selection gives you several options: 

 Blank presentation creates a new presentation using default settings for text and 
color. Theses slides will not include content or design elements. 

 Templates  and  Themes  are  used  to  create  a  new  presentation  based  on  pre‐
designed slide styles. These options also do not include content. 

 New from existing will use the formatting of a previously created presentation. 

For  this  exercise,  we’ll  start  with  a  Blank  presentation.  Select  New,  choose  Blank 
presentation and click on the Create icon. 
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PowerPoint Slides 

When you choose to create a blank presentation, PowerPoint will open a presentation 
with a Title Slide. Once the Title Slide is open, you’ll see a slide with two placeholder text 
boxes for a title and a subtitle. Click inside the placeholder box and type to add the title. 
If you want a subtitle, click and type inside the smaller placeholder. If you don’t want a 
subtitle, you can just ignore its placeholder box. 

 
 

To add a New Slide, make sure you’re on the Home tab. The New Slide button will add 
slides to your presentation. 

 

 

 

 

 

 

The New Slide button has two parts: 

 

Clicking on the top part will automatically insert a new slide. If you have just 
reated a Title slide, the new default layout will be a Title and Content slide (for 
details, see the section on slide layouts). 

 

Clicking on the bottom will give you a choice of layouts. You can choose which 
layout you want for your next slide. Select a slide layout by clicking on its image 
in the Office Theme gallery. 

208



  
 

4 
 

 

Slide Layouts 

There are several standard slide layouts to 
choose from when adding new slides. 
 
A unique  layout can be chosen by clicking 
on the bottom half of the New Slide button 
in  the Home  tab. When  the  layout gallery 
opens,  click  on  the  style  you want  and  a 
new  slide with  that  layout will  appear  in 
your presentation. 
 
Each  layout  caption  describes  the  layout 
type.  Content  can  be  text,  tables,  charts, 
graphics, pictures, clip art, or video. 
 
If you decide later that the layout you chose 
doesn’t  work  well  for  a  particular  slide, 
select  the  slide  by  clicking  on  it  in  the 
Thumbnail pane. Next, click on the Layout 
button in the Slides group of the Home tab. 
Click on a new layout and it will change the 
layout of the slide. 
 

 

 

209



  
 

5 
 

 

Applying a Theme 

Once  a new presentation has been  created,  a design or  color  scheme  can be  added. 
Remember to use color carefully to enhance your presentation, not detract from it. You 
will want to maintain good contrast between the background color and the text color. 
Consider using a  light colored background and dark text (or vice versa), but avoid busy 
backgrounds and primary colors. Use sans serif fonts like Arial, Calibri, and Helvetica for 
titles and size them between 44 – 60 points. Sub‐headings should be between 32 – 40 
points, and body text between 18 – 32 points. Try not to use more than two fonts. 
 
PowerPoint has many pre‐set designs and themes that include complimentary colors and 
fonts. To add a theme to a presentation, go to the Design tab  in the ribbon. There are 
several themes immediately available. To use one of the built‐in themes, just click on its 
thumbnail. 

 

On  the  right  side of  the  Theme  thumbnails,  there’s  a  scroll bar  and  an Arrow Down 
button, which will offer more designs, as seen below. If you’re online, you can get more 
themes  from Microsoft Office Online.  (Your office program must be  a  genuine Office 
product to get online templates). 

 

 

 

 

 

 

 

If you don’t want to use a theme, you can add Background Styles.  From this selection, 
you can add some preset background styles that change according to the colors you’ve 
chosen. 
 

   

210



  
 

6 
 

 

 

 

Using  the  Format  Background  feature,  you  can  choose  fill  colors, 
gradients, transparencies, textures, or pictures for your background. 

 

 

When  you have  the desired background  fill effect,  select Close  to 
apply  it  to  the  selected  slide  or  choose  Apply  to  All  to  add  the 
background to all of the slides in the presentation. 

 

 

Designs can be added to all of the slides or to selected slides. To select 
multiple  slides,  click  on  a  slide  in  the  Thumbnail  pane  of  the 
navigation bar and then hold down the control key and click on any 
other slides you want to apply the design to. 

 

Text 

Formatting Bulleted Lists 

In PowerPoint, you can easily modify a slide’s default bulleted  list. Click  inside the text 
box, and the Format tab will automatically be highlighted. Click on the drop down triangle 
next to the Bullets button in the Paragraph group. 

 

 

   

Text  in the form of a bulleted  list 
is the default content of this slide 
layout. To add a bulleted list, just 
Click to add text and start typing. 

Bullets Drop Down 
Button 
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From the Bullets and Numbering menu you can make various changes to your list: 

 The bullet size relative to the text 

 The color of the bullet 

 The shape of the bullet using either a picture 
or a character 

 

You  may  also  want  to  adjust  line  spacing 
between paragraphs or  lists.  You  can do  this 
through  the  Paragraph  group  of  tools  by 
clicking the Line Spacing button and selecting 
Line Spacing Options. 

 

 

 

 

Indents  and  Spacing  controls  will 
open in a separate dialog box. 
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Adding Content 

Text is the default content of the slide below. The format for the default text is a bulleted 
list. To add text, click and begin typing. To add other content, click on the icon within the 
content group on the new slide. Each icon will open the appropriate dialog box or task 
pane in the Drawing Tool 
s contextual tab. 
 
 

 
 
 
The icons represent the six standard graphical elements that you might want to insert. 
 
 

 
 

 
Table 

 
 
 

Chart 

 
 
 

SmartArt 
 
 

 
Picture 

 
Online 
Pictures 

 
Video 

 
 

Clicking on an icon will open the associated dialog box. Note that these icons, as well as 
several other insertion options, are also displayed in the Insert tab on the Ribbon. 

Drawing Tools 
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Tables 

Set the number of columns and rows as needed in the Insert Table dialog box and click 
OK. Methods for editing and the design and layout of your table are located on the Table 
Tools contextual tab. 
 

 

 

 
 
 

 

 

Charts 

Select the type of chart you want and click OK. Once inserted into the slide, you can click 
on the chart to activate the Chart Tools contextual tab, where you’ll find tools for editing 
chart data and changing layouts and styles. 
 
 

 

 

 

 

 

 

 

 

 

   

Table Tools 
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SmartArt Graphics 

SmartArt graphics are shapes that are designed to represent the relationship between 
things  or  people.  You might  use  SmartArt  for  an  organizational  chart  or  a  timeline. 
SmartArt styles and layouts can be formatted in the SmartArt Tools contextual tab. 
 
 

Pictures 

Rather than using too much text on your slides, consider using pictures along with text 
as a more interesting way to communicate your ideas. You can put lots of text into the 
Notes Section and refer to that as you’re speaking. 
 

When browsing for images, keep in mind that pictures imported from web sites can be 
low  resolution,  and  are  typically  used  for  on‐screen  presentations  and web  pages.  If 
you’re going to print handouts, be sure to use images that are at least 180 dpi (dots per 
inch). 

Notes Section 
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Online Pictures 

Online pictures have  replaced  the old Clip Art. When you click on  the Online Pictures 
button you get a search box. You can type in a word and press enter to search for a specific 
image or you can click on the Bing Image Search icon to browse categories.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

Videos / Media 

You can embed a video or link to a video from 
your presentation. If you want to limit the size 
of your file, you can link to a video file on your 
local drive or to a video file that you uploaded 
to a web site, such as YouTube or Hulu. 
 
All options to insert video or audio are 
located on the Insert tab, in the Media 
group. 
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Viewing Presentations 

There are four different ways to view your presentation in PowerPoint. The views can be 
accessed using the buttons in the status bar, or by using the View Tab on the Ribbon. 

 

 

 

Normal  View  displays  a  single  slide  as  it 
appears  in  the  presentation,  as  well  as 
thumbnails  and  an  outline  tab, where  you 
can organize the structure. Speaker notes can 
be  added  in  the  bottom  section  of  this 
window. This view is used to create and edit 
slides. 

 

Slide Sorter View shows thumbnails of your 
slides. From this view you can reorder slides 
by dragging and dropping  them, or you can 
set the timing for the slide show. You can also 
hide  slides  in  this  view.  Hiding  a  slide will 
keep it in the file, but it will not show when 
you view the presentation. 

 

Notes  Page  View  allows  the  speaker  to 
create  notes  to  use  during  a  presentation. 
Each  page  corresponds  to  one  slide.  These 
can be printed to assist the presenter during 
the presentation. Use this view when you’re 
composing speaking topics. 

 

Reading View/Slide Show View displays the 
slides as an audience will see them. Use the 
arrows and  icons on  the  lower  right side of 
the  Status  Bar  to  advance  slides  or  switch 
views. 

Use the Esc key to return to Normal View. 
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Slide Show Tab 

The Slide Show Tab allows you to review the slide show from beginning to end or from 
the current (active) slide.  You can also control how the show will be presented and 
rehearse timings in the Set Up Slide Show drop down box. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

Changing the Order of Slides in a Presentation 

In the slide sorter view, click and hold down the left mouse button and 
drag the slide to a new location. You’ll see a line where the slide will be 
placed when you release the mouse button. This can also be done in the 
Thumbnail pane area of the Navigation bar. 

 
 
 
 
 
 
 
 

PowerPoint Help 

If you need help at any point while you’re creating or presenting a PowerPoint slide show, 
you can press the F1 key on your keyboard to get content‐specific help. 

Select slide 4 and drag it above slide 3. 

Use Presenter View 
lets  the  speaker 
read  their  notes  as 
they  present,  but 
the  audience  will 
only see the slides. 
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Saving a Presentation 

You can save a file by clicking the File tab, choosing Save, typing a descriptive name into 
the File Name window, and then clicking the Save button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Save and Send to Others 

If  you  need  to  send  your presentation  to 
someone else, the best way to is to use the 
Save  &  Send  option.    You  can  send  an 
attachment of your file using Send Using E‐
mail, but if you have large media files, such 
as  videos,  you’ll  need  to  compress  those 
first  to make a  smaller  file. On  the Home 
Select the Info tab and click the Compress 
Media  button  and  choose  Presentation 
Quality.  Note: Only  available  if  you  have 
inserted media. 
 
 
You also have the option to Package Presentation for CD.  This allows you to add other 
files or to add a PowerPoint Viewer so that the presentation can be run on a computer 
that does not have the PowerPoint program. You can also add any  linked files such as 
video or audio. 
   

If  others  will  need  to  open  your  file  with  previous  versions  of 
PowerPoint, use the Save As option and select PowerPoint 97 – 2003 
Presentation from the Save as typemenu.

You  can  also  use  the 
Save  button  on  the 
Quick  Access  Toolbar 
in the top left corner. 

Save 
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Printing your Presentation 

PowerPoint offers several print options to help you prepare your presentation. You can 
print slides, handouts, and/or notes to support your presentation. 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

Types of Print Layouts 

 Print All  Slides  prints  out  the  entire  presentation,  one  slide  per  page,  usually 
landscape. If you have color graphics on your slides and a large number of pages 
to print, you may want to print in Grayscale or Pure Black and White. 

 

 Notes Pages will print one slide per page and have room for your presentation 
notes (if you type them in). 

 

 You can print a text outline of your slides with the Outline option. 
 

 Handouts can be printed with one, two, three, four, six or nine slides per page. 
When printing handouts with multiple slides per page, you also have the option 
to print the pages horizontally or vertically. 

 

Exiting PowerPoint 

There are several ways to close your file and exit PowerPoint. From the File Button, click 
Close, if you have not saved your presentation, PowerPoint will prompt you to save. Click 
Yes to save your presentation and your changes, click No to discard your changes and 
close the file. 

 

To close the presentation and exit the program, choose Exit or use the X in the upper right 
corner of  the PowerPoint window. You’ll be prompted  to save  the presentation  if any 
changes have not been saved. 
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Class Work 

1. Create a new folder named ‘IT Training’ 

2. Open a Blank presentation inside that folder. 

3. Save the presentation as PowerPointLabOne.pptx 

4. Add a Title to the first slide: My Country. 

5. Type your first name and last name in the Subtitle section. 

6. Choose an appropriate design. 

7. Use suitable color for background using format background. 

8. Use bullet lists and write name of 5 Districts of Nepal. 

9. Insert our national flag in next slide. 

10. Insert table and fill appropriate data. 

11. Insert chart to show population province wise  and modify data by right 

clicking. 

12. Use attractive transition for one next slide and fill content. 

13. Use animation (onclick) to list name of president and prime minister of 

Nepal. 

14.  Present your slides using slideshow. 

15. Print your slides (as pdf) in such a way that two slides lies per page. 
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Surfing the internet, content search, & email 

 
Internet Surfing 

• Are you wondering where to get information for your project or the price of commodities in other 
cities? 

• Are you planning to travel to a new place with your family or friends during your vacation but you 
have no new place to suggest? 

❖ One easy and quick way to find any information is through the internet 
 
Internet Surfing means to go from one page to another on the internet, browsing for the topics of interest. 
 
Internet Surfing usually involves: 

❖ Starting an internet browser (Browsers are software that helps during surfing) 
❖ Typing the address of a web page in the location box or address field of the web browser. 
❖ Identifying and use of common buttons on the browser toolbar like Back, Forward, Home 
❖ Navigating or moving between web pages 

 
Steps on How to Surf the Internet 
 

A. Start the Web Browser 

 
Some popular web browser 

B. Type on a Web site Address 
o Click to place your cursor in the address of location bar. Type a website address. Eg 

www.google.com 
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http://www.google.com/


 
o Press the Enter key on the keyboard or click on the go button. Then, wait as the page 

loads on the computer. 
o Access the webpage. 
o  

 
 

C. Click on Hyperlinks 
o Click on a topic of your interest and read the information given.  

Note: You can move to other pages on the website by using hyperlinks. When you point 

to a hyperlink, the pointer changes to a hand . When you click a hyperlink, it takes you 
to that page. 
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D. Navigate Between Webpages 

o Go back to the first page by clicking the Back Button  on the toolbar. 
o Click to place the cursor n the Address or location bar and type another Website address. 
o Press the Enter key on the keyboard or click the Go button on the toolbar. Then, wait as 

the Web page loads on the computer. 
o Read the Web Page. 

o Click the icon on the toolbar that looks like a house . This icon is called Home and it 
usually takes to the default home page of the browser. 

o Go back to the previous page by clicking the Back button  on the toolbar. 
o To visit the page the page or any Website again, bookmark the page. 

o Click the Forward button  to move the Web page that you were viewing before you 
click the Back button 

 
E. Close the Browser. 

o Click the close button  at the top-right corner of the browser window to exit. 
o  
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LAB-Work 
1. Start an internet browser 
2. Type the address of a webpage in the address field of the web browser 

o Go to www.google.com and search for most popular websites and visit any one of them 
by typing the address on the address bar of the web browser. 

3. Identify and use common buttons on the browser toolbar like Back, Forward, Home 
4. Navigate or move Between web pages 
5. Exit the browser 

 
Content Search 
Search Engines are used to search the content on the web. E.g. Google, Bing 
 

• The first step is to open a Browser by clicking on the browser icon. Once the browser open, type 
www.google.com or www.bing.com on the top of the browser window and press the Enter key 
on the keyboard. 

 

 
 

• The browser now displays the large Google search bar. As you begin to enter the phrase most 
popular toys of 2017 into the search bar, notice how the search bar moves to the top of the screen 
as the words are typed. This movement is normal; continue to type the phrase.  
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• As the will display a dropdown list word are typed, the search engine of suggested search options. 
At this point either continue typing the phrase or select the option of most popular toys 2017. 
Selecting a suggestion option is done in two ways; either by using the mouse to click on the desired 
option, or by using the down arrow key on the keyboard to select an option, then pushing the 
Enter (or Return) key. 

 

 
• The search is now entered and the webpage displays the results of your search. Notice how the 

results are displayed. Box #1 is the first page of the search results. Box #2 is an advertisement 
targeted to be relevant to the search. The search results in the list are titled by hyperlinks in a 
larger font and in a blue color. These links direct you to a website with information about the 
search. The advertisements on the right side are linked to something to buy. When conducting a 
search for information, the primary focus is on the list of search results, not the advertisements. 

 

 
 
LAB-Work 

1. Search for the products to want to purchase. 
2. Search for the recent news on the browser. 
3. Search for the most beautiful places to visit in 2021 in Nepal. 
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Email 
Email (electronic mail) is a way to send and receive messages across the Internet. It's similar to traditional 
mail, but it also has some key differences.  
 
Email advantages  

• Productivity tools: Email is usually packaged with a calendar, address book, instant messaging, 
and more for convenience and productivity.  
 

• Access to web services: If you want to sign up for an account like Facebook or order products from 
services like Amazon, you will need an email address so you can be safely identified and contacted. 

 

• Easy mail management: Email service providers have tools that allow you to file, label, prioritize, 
find, group, and filter your emails for easy management. You can even easily control spam, or junk 
email.  

 

• Privacy: Your email is delivered to your own personal and private account with a password 
required to access and view emails. 

 

• Communication with multiple people: You can send an email to multiple people at once, giving 
you the option to include as few as or as many people as you want in a conversation. 

 

• Accessible anywhere at any time: You don’t have to be at home to get your mail. You can access 
it from any computer or mobile device that has an Internet connection. 

 
Understanding email addresses 
 
To receive emails, you will need an email account and an email address. Also, if you want to send emails 
to other people, you will need to obtain their email addresses. It's important to learn how to write email 
addresses correctly because if you do not enter them exactly right, your emails will not be delivered or 
might be delivered to the wrong person. 
 
Email addresses are always written in a standard format that includes a user name, the @ (at) symbol, 
and the email provider's domain. 
 
The user name is the name you choose to identify yourself. 

 
 
The email provider is the website that hosts your email account. 
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Some businesses and organizations use email addresses with their own website domain. 
 

 
About email providers  
In the past, people usually received an email account from the same companies that provided their 
Internet access. For example, if AOL provided your Internet connection, you'd have an AOL email address. 
While this is still true for some people, today it's increasingly common to use a free web-based email 
service, also known as webmail. Anyone can use these services, no matter who provides their Internet 
access. 
 
Webmail providers  
Today, the top three webmail providers are Yahoo!, Microsoft's Outlook.com (previously Hotmail), and 
Google's Gmail. These providers are popular because they allow you to access your email account from 
anywhere with an Internet connection. You can also access webmail on your mobile device. 
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Other email providers  
Many people also have an email address hosted by their company, school, or organization. These email 
addresses are usually for professional purposes. 
 
Many hosted web domains end with a suffix other than .com. Depending on the organization, your 
provider's domain might end with a suffix like .gov (for government websites), .edu (for schools), .mil (for 
military branches), or .org (for nonprofit organizations). 
 
Getting started with email  
You should now have a good understanding of what email is all about. Over the next few lessons, we will 
continue to cover essential email basics, etiquette, and safety tips.  
 
Setting up your own email account  
If you want to sign up for your own email account, we suggest choosing from one of the three major 
webmail providers. 
 

 
 
Once you have signed up, you can log in using the email address and password you have set. 
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Understanding the email interface  
Below are some examples of different email interfaces from Gmail. Review the images below to become 
familiar with various email interfaces 
 

• Inbox  
The inbox is where you'll view and manage emails you receive. Emails are listed with the name of the 
sender, the subject of the message, and the date received. 
 

 
• Message pane  
When you select an email in the inbox, it will open in the Message pane. From here, you can read the 
message and choose how to respond with a variety of commands 
 

 
Compose pane  
You can click the Compose or New button from your inbox to open the Compose pane to create your 
own email message. From here, you'll need to enter the recipient's email address and a subject. You'll 
also have the option to upload files (photos, documents, etc.) as attachments and add formatting to 
the message. 
 
A Compose pane will also appear when you select Reply or Forward. The text from the original 
message will be copied into the Compose pane 
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Forward  
Whenever you want to share an email you've received, you can use the Forward command to send 
the message to another person. 
 
Email attachment etiquette  
Attachments are an easy way to share files, photos, and more, but many people aren't aware of some 
of the most common attachment mistakes. Be sure to follow these basic rules when including 
attachments in your emails. 
 
Mention included attachments  
Never attach a file without mentioning it in the body of your email. On the other hand, make sure the 
attachments you mention are actually included with the message—it's easy to focus on your message 
and forget to include the file itself. We recommend attaching any files before you start writing. 
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Consider file size and format  
Avoid sending excessively large attachments or uncompressed photos, which can take a long time for 
your recipients to download. You can always ZIP or compress files to make them easier to send. 
Additionally, make sure your attachments don't need to be viewed in a specific application—use 
universal file types like .PDF, .RTF, and .JPG. 
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LAB-work 

• Sign up on one of the top three webmail providers are Yahoo!, Microsoft's Outlook.com or 
Google’s Gmail 

• Sign In using Email ID and password 

• Obtain one of your friend’s Email addresses 

• Enter the friend’s email address on the recipient box 

• Compose the mail (Include Subject and the content) 

• Attach any files (images, txt, docx) but consider the size (limit within 2-3MB) 

• Now send the message to your friend 
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Presentation and Documentation Writing Skills 
 

What is a good presentation? 
Good presentation is one that has 4Ps: 

- Plan  
- Prepare  
- Practice  
- Present 

 

Presentation Skills: 
- Why do we need to know how to prepare the information? 
- Public speaking is commonly feared by many people. 
- It can be a nerve-racking experienced, but anxiety can be minimized. 
- Practice and preparation can help become a good presenter. 

 
Plan: 

- Preparation or planning is the first step for successful presentation 
Aspects: 
- Purpose 
- Audience  
- Structure 

 
Ask yourself: 

➢ Who is your audience? 
➢ What do you want to present? (Content, material) 
➢ Why do you want to present this? (purpose) 
➢ Where do you want to present? (place) 
➢ How do you want to present this? (ppt, other, technology,etc.) 

 

Audience Analysis  
➢ In what is the audience interested?  
➢ What does the audience want?  
➢ What does the audience already know?   
➢ What does the audience need to know?  
➢ What does the audience expect from this presentation?  
➢ How will the audience benefit from this presentation? 

 

Structure: 
➢ Structure the content in line with the audience’s needs  
➢ What is your objective?  
➢ Do your research  
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➢ Gather material from different sources o Arrange points logically 
 

Important Tips: 
 

• Anticipate audience’s questions and prepare possible answers  

• Prepare handouts if desired and appropriate. Everyone benefits from visual/graphic 
documents.  

• Don’t forget to prepare with the allotted presentation time in mind. If you don’t know 
how long you have, find out.  

 

 
Example Structure for 20-minute presentation:  
➢ Opening: 2 minutes  
➢ Middle: 13 minutes  
➢ Ending: 2 minutes  
➢ Questions: 5 minutes  

*Always leave time for questions* 

 

Prepare 
❖ Opening: the first few minutes are critical for success  

• Carefully design and master this while practicing  
o Good first impression 
o Rehearse well, but use natural speech and no reading from notecards or computer 

• Get attention 
o Shock, humor, question, story, statistics 

• Be enthusiastic 
o Motivate audience to listen 

❖ Middle: 

• Logical sequence 

• Understandable  

• Recaps (summaries) when appropriate 

• Visual aids (flip-charts, handouts) 
❖ Ending: the last few minutes are just as critical for success as the first few minutes 

• Summarize important points 

• Suggest action 
o What should the audience do now? 
o When should they do it? 
o Why? 
o How? 

❖ Visual Aids: 

• Colors 
o Grey on white 
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o Black on white 

• Grammar 

• Font size 
o Small 
o Medium 
o Large 

 
 

Practice 
 

• Be active  
o Move around rather than stand stiffly in one spot  

 

• Controlled gestures  
o Hand movements  
o Playing with hair  

 

• Where to keep hands?  
o Not in pockets  
o Occupy hands with notes or a pointer. Nervousness tends to show in our hand 

gestures.  
 

• Eye contact  
o Look around from person to person while glancing at notes or presentation  
o Don’t stare  

 

• Face audience  
 
Verbal Communication 

• Speak naturally 

• Variations in tone and pitch of voice 

• Talk to audience, not just in front of them 

• No jargon 

• No ambiguous or complicated language 

• Question your audience throughout to facilitate group involvement or garner 
attention 

 
Audience 

• Be aware of audience’s nonverbal and verbal communications 
o If people are bored or confused, their body language will show it. 
o Adjust based on what you see 

• Engage audience 
o Questions, activities 
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• Handle questions to the best of your ability 
o You are not expected to know everything 
o Anticipate questions and have answers ready 
o Sometimes questions allow you to highlight a point you want to make 

 
Present 

• Prepare thoroughly 

• Breath deeply and slowly 

• Use gestures and facial expressions as a way of converting nervous fear to 
positive enthusiasm. 

Anxiety and stage fright 

• Everyone has it to some degree, even the best public speakers 

• Do not try to completely eliminate fear  

• Instead, channel that fearful energy into an effective presentation. 

 
 

So, what is a Good Documentation?  
➢ It is a concise, legible, accurate and traceable records in a simple word. 

 
Concise: 
The document must tell the entire story and must be understood by internal/ external customers 
 
Legible: 
The documents must be readable by internal/external customers. 
 
Accurate: 
The document must be error free. 
 
Traceable: 
Each aspect of the document must be traceable, such as, who recorded it, where and why. 
 

How do we make the task easy? 
 
Let’s examine what it means to be concise. 

- Are our documents standardized? 
- Are the documents easy for all to use? 
- Do we have certain documents that consistently have errors? 
- Do our documents tell a complete story? 

 
If we have an answer to these questions, then we are good to go… 
 
Let’s examine what legible means. 

- Can everyone read what is written? 
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No matter who, where or what, can the written or printed data be read? 
 
Now, let’s examine what it means to be accurate. 

- Data shall be recorded as soon as possible and shall not be falsified. 
 

What does the traceability mean? 
 

- Can everyone understand who recorded the data, why it was recorded, what was 
recorded and when it was recorded. 

 
If we have an answer to this, then we can trace every information about the data. 
 
For all this, standardization is the key, a common practice accepted by everyone. 
 

Purpose of documentation: 
- Documents are objective evidence that actions or tasks have been performed 
- Documentation helps other to read your research, experiment and account of future 

countless possibility of new ideas and also it provides credit to the owner. 
 
 

Quality System Records: 
Includes: 

- Purchase Orders 
- Management Reviews 
- Contracts  
- Training Records 
- Device History Records  
- Device History Files 

 

What am I responsible for? 
 

• You are responsible for your signature: 
- Written Signature 

Should at a minimum be your first initial and full name. 
 Eg J. Doe 
Initials maybe used on any page of a document once signature appears on that page. 
 Eg.  JD 

- Electronic Signature 
- Responsible for all recorded information before you… because you will be reviewing all 

data before you to be sure no one has made any mistakes. 
 

What if there is a mistake? 
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- All errors should be corrected by the person who created them. 
- If the person is not available, the error can be corrected by their manager 
- Or be corrected by the next highest member of the management and so on 

 

How to correct Mistake? 
 

- Draw a single line through the error 
- Make the correction next to the error 
- Write an explanation for the error 
- Sign and Date the correction 

 
 
 
 

What if there is no more space for correction? 
 

- Draw an asterisk (*) next to the error. Place the asterisk (*) on the same page where there 
is room to write and put the information. 
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Computer Skill Training - 2078 
Assignment Presentation Evaluation Session 

Evaluators:                                                                                                                   Date:  

सि.न+.  नाम थर  Topic Please Include 
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Group 1 

Group 1 

Group 1 

2 

Group 2 

MS Office Excel 
Group 2 

Group 2 

Group 2 

3 

Group 3 

MS Power Point 
Group 3 

Group 3 

Group 3 

4 

Group 4 

Traditional and Unicode typing 
Group 4 

Group 4 

Group 4 

5 

Group 5 

Introduction to Project Management 
Information System 

Group 5 

Group 5 

Group 5 

6 

Group 6 

Surfing the internet, content search, 
& email 

Group 6 

Group 6 

Group 6 

7 

Group 7 

e-Administration 
Group 7 

Group 7 

Group 7 
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Please divide total participants in seven groups as shown in  Assignment Group Division sheet 

and assign them respective topics and allow sufficient time for discussion and presentation 

making. 

 

Team collaboration and presentation making : 3 Hours 

(on the basis of the team members and topics assigned participants are allowed to make 

discussion and make presentation on powerpoint) 

 

Presentation and Evaluation : 2 Hours 

(Nearly 10 minutes for presentation and about 6 minutes for feedback by the evaluators and other 

participants) 

 

Feedback form filling (on google form): 1 Hour 

At the end of the training session it is required to collect feedback from participants in the google 

form. The questionnaire is attached herewith in excel sheet. Please mention name of respective 

trainer on google form and do it for all 8 topics. 

 

Evaluation reference 

Particular Weightage 

Final slide presentation 50% 

Concept of the topic 30% 

Interaction 10% 

Extra creativity 10% 
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The objective(s) of the training were met. Strongly Agree Agree Neutral Disagree Strongly disagree

Overall the trainers were highly capable, knowledgeable & engaging. Strongly Agree Agree Neutral Disagree Strongly disagree

The trainers were well prepared and able to answer any questions Strongly Agree Agree Neutral Disagree Strongly disagree

The course length was appropriate. Strongly Agree Agree Neutral Disagree Strongly disagree

The pace of the course was appropriate to the content and attendees Strongly Agree Agree Neutral Disagree Strongly disagree

The time allotted for the training was sufficient. Strongly Agree Agree Neutral Disagree Strongly disagree

The training Hall/Lab and facilities provided were adequate and comfortable. Strongly Agree Agree Neutral Disagree Strongly disagree

The organizing team and members were helpful and supportive. Strongly Agree Agree Neutral Disagree Strongly disagree

It is believed that such type of training is useful and is required in the future too. Strongly Agree Agree Neutral Disagree Strongly disagree

Do you have any suggestions regarding the food supply and its quality? so that we can take care in the futures.

Another Section

Prepaare below questions for all topics individually including trainer name.

This topic is highly relevant for me in this training Strongly Agree Agree Neutral Disagree Strongly disagree

The training session was highly interactive, informative & engaging. Strongly Agree Agree Neutral Disagree Strongly disagree

The Trainer was knowledgeable, well prepared and encouraging. Strongly Agree Agree Neutral Disagree Strongly disagree

The time slot allotted for this topic was suitable. Strongly Agree Agree Neutral Disagree Strongly disagree

If you want more comments and suggestions, please write below

Repeat 7 More sets of these questions

   
O
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n

s

Paragraph  
  

  
  

  
O

p
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o

n
s

Paragraph

Please prepare a google form and submit summarized responses

Topic Name:

Trainer name

Training hour
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मूल्याङ्कनका औजारहरू 
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Training on Information and Communication Technology 

Pre & Post test Questionnaire 
 

Participant’s Detail 
 Name: Organization: 
 Designation:                                         District: 
 
Additional Detail: 
        Gender                                                     Age 
        Ethnicity:                                                Education:  
 

Please read the following questions carefully & answer them with (✔) mark. 
 

1. The brain of any computer system is 
a) ALU 
b) Memory 
c) CPU 
d) Control unit 

 
2. _______ is an area of a computer that holds data that is waiting to be processed, stored, or 

output. 
a) ALU 
b) Memory 
c) CPU 
d) Control unit 

 
3.    Computer _________is the result produced by the computer. 

a) ALU 
b)  Input 
c) Output 
d)  Storage 

 
 

4. An _______ device displays, prints or transmits the results of processing. 
a) Keyboard 
b)  Input  
c) Output  
d)  Storage  

 
5. Which of the following device is used for taking input by the computer  ? 

a) ALU 
b)  Mouse 
c) Mice 
d)  Laptop 

Local Development Training Academy
(Established by Local Development Training Academy Act, 2049)

:yfgLo ljsf; k|lzIf0f k|lti7fg 
-:yfgLo ljsf; k|lzIf0f k|lti7fg P]g, @)$( åf/f :yflkt_

"An Autonomous, Professional, Client 
Centered, Gender Responsive National 

Institute of Excellence in the area of 
Local-Self Governance."

LDTA >>>
नेपाल सरकार 

सङ् घीय म मालमला ा ा सामाय य म रशासासन मय रालय म 
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6. Which of the following are the capabilities of the computer? 

a) Huge Data Storage 
b) Input and Output 
c) Processing 
d) All of the above 

 
7. Which generation of computer do we use currently? 

a) Third Generation 
b) Fourth Generation 
c) Fifth Generation 
d) Sixth Generation 

 
8. Which of the following are the capabilities of the computer? 

a) Huge Data Storage 
b) Input and Output 
c) Processing 
d) All of the above 

 
9. Computer is free from tiresome and boredom . We call it 

a) Accuracy 
b) Reliability 
c) Diligence 
d) Versatility 

 
 

10. Mention any four applications of computer 
a) ___________________ 
b) ___________________ 
c) ___________________ 
d) ___________________ 

 
11. Project Have a specific ________, with a focus on the creation of business value, to be 

completed within certain specifications. 
 

a) Time 
b) objective 
c) PMIS 
d) Date 

 
12. Which of the following is not an example of project? 

 
a) Constructing a building or facility 
b) Developing a new product or service 
c) Having a tiffin  
d) Software development 
 

 



253 
 

13.    A project management information system is the logical organization of the ____________ required 
for an organization to execute projects successfully.  

a) Data 
b)  Information 
c) Time  
d)  Money 

 
14.  ___________ is defined as data with context. ___________organizes data, with a meaning and 

relevance. 
a) Datum 
b)  Input  
c) Information 
d)  Wisdom 

 
15. Your PMIS could include? 

a) Scheduling software tools. 
b) Work authorization system. 
c) Configuration management system 
d) All of above 

 
16. Government policy is an example of which sources of information in PMIS? 

a) Intermediate 
b) Internal  
c) External 
d) All of the above 

 
17. Objectives of PMIS includes. 

a) To compare the baseline with the actual completion of activity. 
b) To manage materials. 
c) To collect financial data. 
d) All of above mentioned 

 
18. Feedback is provide after which steps in PMIS? 

a) Input 
b) Processing 
c) Output 
d) None of the above 

 
19. Which of the following is not an limitation of PMIS? 

a) Accuracy 
b) Not suitable for many (specially smaller) projects. 
c) Resistance to use by some persons. 
d) Possible technical issues etc. 

 
20. Mention any four benefit of PMIS. 

a) ___________________ 
b) ___________________ 
c) ___________________ 
d) ___________________ 
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21. Communication is a non stop______________. 

a) paper 
b) process     
c) programme 
d) Plan 

 
22. Which Our dress code is an example of _____________ communication. 

a) Verbal 
b) Non-Verbal 
c) Written 
d) Spoken 

 
23.    Which of the following is fundamental skill we need to be successful in our professional career?  

a) Private Speaking 
b)  Public speaking 
c) Fear 
d)  Anxiety 

 
24. Preparation or planning is the first step for successful presentation which includes 

a) Purpose 
b) Audience  
c) Structure 
d) All of above 

 
25. ______ Is nothing but checking whether we have followed the earlier stages promptly and efficiently 

a) Review 
b) Reading 
c) Looking 
d) None of the above 

 
26. In oral presentation outside your organisation you must first give the audience a  ______ of your 

organization. 
a) Flash Back 
b) Background 
c) Front view 
d) Forward View 

 
27. Which of the following is not a part of an audience analysis? 

a) What does the audience already know?   
b) What mobile device audience have?  
c) What does the audience expect from this presentation?  
d) How will the audience benefit from this presentation? 

 
28. Which of the following quality refers that the document must be error free? 

a) Concise 
b) Legible 
c) Accurate 
d) Traceable 
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29. which of the following is not a step for correcting a mistake in written record ? 

a) Draw a single line through the error 
b) Make the correction next to the error 
c) Put a # sign for corrected word 
d) Write an explanation for the error 

 
30. Mention 4P’s for a good Presentation.. 

a) ___________________ 
b) ___________________ 
c) ___________________ 
d) ___________________ 

 

 



 

256 
 

सूचना र संचार  प्रविवि  प्रविक्षण 

 

दैवनक पृष्ठपोषण फाराम (..........................वदन) 

नामः            ममम ः 

१. आजका प्रमिक्षण सत्रहरूबाट के के मसकाइहरू भए ? 

   

   

   

   

   

२.  पाई ँ  ी मसकाइहरूलाई व्यवहारमा कसरी प्रयोग गननहुुन्छ ? 

   

  

  

   

   

३.  प्रमिक्षणलाई अझ प्रभावकारी बनाउन के गननुपलाु ? 
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सूचना र संचार  प्रविवि  प्रविक्षण 

प्रविक्षण अवतिम मूल्याङ्कन ााराम 

 

प्रविक्षणको नामः ........................................   प्रविक्षण वमविः ....................................... 

 

कृपया िलका प्रश्नहरूमा आाूलाई उपयकु्त लागेको विकल्पमा वचह्न लगाउनुहोस ्। 

 

१. यस प्रविक्षणलाई िपा इ्ं  कसर  मूल्याङ्कन गनुहहनतछ ? 

(क) उत्कृष्ट   (ख) ज्यादै राम्रो    (ग) राम्रो     (घ) विकै    (ङ) सिुार गनुहपने  

 

विप्पण /सझुाि  .........................................................................................................................................................

.................................................................................................................................................................................. 

 

२. सहजकिाहहरूलाई िपाई ंकसर  मूल्याङ्कन गनुहहनतछ ? (विषयिस्िुको ज्ञान, सञ्चार क्षमिा, प्रस्िुि करण िैल  आवद) 

(क) उत्कृष्ट   (ख) ज्यादै राम्रो   (ग) राम्रो    (घ) विकै     (ङ) सिुार गनुहपने   

 

विप्पण /सझुाि...........................................................................................................................................................

.................................................................................................................................................................................. 

 

३. प्रविक्षणको विषयिस्िु िपा इ्ं लाई कस्िो लाग्यो ? (कामसगँ सम्बति  र उपयोग , ज्ञानमा िृवि, वसप र दक्षिाको विकासमा 

सहयोग  आवद) 

(क) उत्कृष्ट    (ख) ज्यादै राम्रो    (ग) राम्रो     (घ) विकै     (ङ) सिुार गनुहपने   

 

विप्पण /सझुाि...........................................................................................................................................................

.................................................................................................................................................................................. 

 

४. प्रविक्षणमा प्रयोग भएको प्रविक्षण विवि िपाईलंाई कस्िो लाग्यो ? (विषयिस्िु बुझ्नका लावग सहयोग  आवद) 

(क) उत्कृष्ट    (ख) ज्यादै राम्रो   (ग) राम्रो    (घ) विकै       (ङ) सिुार गनुहपने   

 

विप्पण /सझुाि...........................................................................................................................................................

.................................................................................................................................................................................. 

 

५. प्रविक्षणमा उपल्ि गरा्एका पाि्यसामग्र  िथा सतदभहसामग्र हरू िपा्इं लाई कस्िा लागे ? (विषयिस्िु बुझ्नका लावग 

सहयोग , भाि  प्रयोजनका लावग उपयुक्त आवद) 

(क) उत्कृष्ट   (ख) ज्यादै राम्रो    (ग) राम्रो     (घ) विकै     (ङ) सिुार गनुहपने   

विप्पण /सझुाि...........................................................................................................................................................

.................................................................................................................................................................................. 



 

स्थानीय तहको क्षमता अभिवृभिका लाभि तयार पाररएका प्रभिक्षण सामग्री 

 

आिलािी र अग्नी भनयन्त्रण उपकरण सञ्चालन 

फोहोरमैला व्यवस्थापन तथा वातावरण व्यवस्थापन 

जग्िा नापजााँच 

हररत आवास 

सडक ठेिाना र िौिोभलक सूचना प्रणाली 

एकीकृत स्थानीय भवकास योजना प्रणाली 

 

Urban Design (अववन भडजाइन) 
 

सूचना र संचार  प्रभवभि 

पूवाविार भनमावण  

 

मोड्युल १२ 

 

मोड्युल १३ 

 

मोड्युल १४ 

 
मोड्युल १५ 

 
मोड्युल १६ 

 
मोड्युल १७ 
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