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1. Knowledge of operating systems: Microsoft Windows & their version

2. Knowledge to backup data and store them for further use.

3. Knowledge of essential application programs: a) Microsoft office package (MS word, MS excel, MS
power point &MS Access) b) Data base Programs (Dbase & Fax Pro.) c) Photo editing programs
(Paintbrush, Adobe Photoshop, Macromedia, freehand package etc.) programs

4. Printing & Scanning knowledge

5. Internet& E-mail uses for official purposes.

Evaluation Method

- Typing letters using MS word in Nepali & English scripts

- Design Pvc card using appropriate program

- Maintain the database of AFU staff using MS excel/Access

Necessary to prepare slides of AFU structure and present them.






