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| 3¢/0¢/033%2 | (T $:90-30.90) FW] (TS 2¥TH), SIS G ([TS |
| Session: 3 ( 993 2:00-9:5¢)
Session:1 ( 71 do:00-53:90) Taking Care of Computer
i Secretariat Instruction and Device: Monitor, System Unit,
Digital Nothi Method UPS, Printer. Keyboard. Mouse,
Introduction to Computer
Operating System (win X) (Start.
Tea Break: ( 715 33:90-55:8¢) Closing OS, Searching file)
Tea Break: (RF1 09:5¢ -09:90)
Session: 2 ( FFIT 53:8¢- d:00
( : Session: 4 (RF= o0w,90-0¢:00)
Introduction to Computer and Use Bangla Software, Bangla
Maintenance of Computer Keyboard and Use/Scan Anti
Virus, E-mail & Internet
Practice
‘ Practice
SHAEC Session: 1 (7715 05.90->0.00) | &I WY AL (N1s I
/0¢/203322 Etiquette Manner AT ABR (RS 2T7), SIS IS (AT |

Session: 2 ( FFF do:00-55:00)
What is Unicode and use of
Unicode

Typing Practise

&

Troubleshooting

Directory
(Creating/Deleting,
Naming/Renaming a Folder)

Management

Tea Break: ( 5F15 53:00-53:8¢)
Session: 3 ( 71T 55:8¢- d:00)
Printing a document, Page
Range, Page Setup, Duplex

printing

Practice

Session: 4 ( §7F 2:00-9:3¢)
Introduction to MS Office
Word:

Page Setup. Setting Margins,

Use Cut, Copy. Paste, Text
Alignment, Insert, Delete, page
number, Header & Footer.
Formatting Font

(Size, Bold, Italic, Underling,
Color)

Creating table (Inserting/Deleting
Column, Row.

Tea Break: (=@ ov:3¢ -
0©:90)

Session: 5 ( 31 09;90-0¢:00)

Awareness and safety in use of
ICT

Practice
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