FHASTER! AL AT AIFTG

w12 ST

www.nbr.oov.bd

7 ob CBTY 5835
HRL 2-01,05,0000,05W.90.00¢. 5. 58 OFA™E e
9 (T 2083
e oo srew @S Wi wome R (28w p5) ©y wicwifre srsyadt aifimest 1ot wiexiaze
HALFTF|

@WWWMWWN,WWWWWW@WWW
SICfers SeTaa aiffrmer S sv/00/208% R, 6 vojoe/ross B, SR T od:iwo BT 30e
T%Woa:ooWWW@WWW(W)WW(WW,WW,
FIFAIRE, B19]) @ FFS 207

o} T ATt affreendl R sikge wiferet (et Al IR e RS IR @ T
SRHAR PR Gy RHAF SR S 2@ Sy o, ST el smie e ordm qres
QTSR G T FEF Safirs |

2

A (ST @ fadra e sifimrenSions wifere oL
DG' .
\9
( W?'T%-CSIT’STPT)
5w @aiferg
ITITFT: 038
E-mail: mostafa_sa@nbr.gov.bd
[EISEQR
e S A (G 1s)

TSN AT (IS, GI9j= AITAGT, B |

S (8 SReifS @ e [Corvers fefere =)

S HAT AR (4F @ OI1F 2H1>), S [T (TS, BIT;

31 2 A (T AHOW), SO e @S, GI:

© | AN A (T 2f=13F), SO ey (@IS, 5rT,;
mcwmwmmamm,w@amm@,m(mwmmwmwx
¢! 514 § 5o (4= @ oy ATR), SIS e (M, BIRT () NI 597 W10 @)
\wﬁfm}‘W(RﬁW),WWW,W(WWWWWW);
‘llﬁMEW(WWGWWW),W@EWﬂé,W(WWWWW
G40);
wﬁagww,w@ammﬁwﬁ?%wwmwmﬁ%ﬁmm
S| w33 |




G918 DI (TS

ARrF R eifet
RILRESIE
g 72 G A A4 IEHICH FALS =TT/ ABCLS A
5. TR S-S EIEE R A 7 THI
5, Qo7 T AT S T2 ST G 9%
9. | o wfewr @ s WewE TR SAfIBTEE, A @ AfFHL A7 o
frdrn 57 (T2, 7 Tife ¢ @z @fe),
8. @ gifers sireEre S e RR-5¢) s )
afefie AT o8 IEr @ AfeAr= =2
. 5 P w13 @ 9 =
s | TR i fsfiE AT o8 ¢ A¥e 8 Jos FAS
12T
b, | GRS TR s ATE % AEGeS pier @ rfiey =t
T | s RS A AL | 2, FATER =1
s A5 (*fF wyfaTm= ¢ 2" I
b. . | S T2EE =T
SRR e | ol wifr: S 753 (% CAITaeT @
ferars) =ma
By s sty S AT 7 NS 923
30. | o ity ot Seuiy | T RS I AT ST
W | emne st waem Hfew JATE T Ao @B G TS =M1
. == T3 BT T S ATTS ST (TATS 2*15=) 7
NUR S I ST SR wEH WA HASy (T AT @ o) WY
AT (T T @ SffIwia) 7w
8. | TR (AT ATQMS (I L TENH FIESE TG (I WA @ TAE)
Gkl
& T A T = REe ST TSR 9 9
S, | GHIR (g TPME TN wIEH HLAE G FAHFOE 7Y
5, | GHIR GRS S s AT 22w Af53 ([F MR @ i) S
S, | TR g WEH 2 S TS 781y #fo1 (F9 4=IPHE-2)
e wifers: T8 A3 (FF 2¥=-9)
., | TR WEWE @I A TLIE W% NS =mar
0. s AT fa®r =63 (9% ¢ ©7b 2=H-0)

3T YR




T8 R FHHIT A AT | TR R =4/ R 8w 1w

23 | wmR s forar S ST e el 34153 (77 eprorm. ) =

258, TR I TR e wF g 'W@ﬁ"ﬂﬂ?-sw

ST RS — w7 g = S TG A3 1=y

38, o R e i TR %W(WW-@)WW
Q. | TR R @R W o em P T =

QY. | GER @ErE i G Sz T ([F ) weg

Q4. | TR 223 5w (i S TR P AT @ 2oy
h | TF AV CRT @ T =rey

b, | THR3 RlLil S e

5. | o e e e Bt *9 A @ affirmet =

afSs wfiee o7 &R @ sifweds s

9% | i s et TR P R ST w7y

B Ak i FBIH: WCO Affairs =41

OR | o e wiEF swgme QeI 3b7e T

oo.Tmm@m o g (TS 2.y =
L 08, | TR fAEres (weary S e (TG ST ==y j

9G@. S T2 AL A (P AT @ oI wfeemr
L SR I ATS
L O, [WWW o e fasa 55 (21 opeimi-o) wrorear com

| b,
\® e
e 2
O M s
WO et L CLe
ettt
s Q“e@\‘

anermaiss a0 00 Batch-02).docex 8



|
|

A WS (TSt 515)

fa @ wifay |

G

lmiad

ST fam Inaugural Session G THAE FLC
39/06/2033%8 | (FTFTF 5:90-30.90) A (TS 2M¥T), SIS s (TS |
Session: 3 ( 77F 2:00-9:3¢) '
Session:1 ( FFE do:90-33:90) Taking Care of Computer |
Secretariat Instruction and | Device: Monitor, System Unit,
Digital Nothi Method UPS, Printer, Keyboard, Mouse,
Introduction to Computer
Operating System (win X) (Start,
Tea Break: ( 7171 3>:90-53:8¢) Closing OS, Searching file)
Tea Break: (TF 09:5¢ -09:90)
| Session: 2 ( e 35:8¢- d:00) R A ——
Introduction to Computer and Use Bangla Software, Bangla
Maintenance of Computer Keyboard and Use/Scan Anti
Virus, E-mail & Internet
Practice
i Practice
¥ fuH Session: 1 (FTFTH 05.90-50.90) G WY AR (A8 SIIEATR
| ©0/0?/203%%2 | Etiquette Manner A2 A5 (AT 2T), ST AGH (@S |

Session: 2 ( FFE >0:00-53:00)
What is Unicode and use of
Unicode

Typing Practise

&

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

Management

Tea Break: ( FFE 55:00-55:8¢)
Session: 3 ( TFE 55:8¢- >:00)
Printing a document, Page
Range, Page Setup. Duplex

printing

Practice

Session: 4 ( 97[F 2:00-9:5¢)
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: ( & o9:d¢ -
09:30)

Session: 5 ( ¥ 00;00-0¢:00)
Awareness and safety in use of
ICT

Practice
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