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Session: 3 (7%[d X:00-9:00)
Session: 1 ( T Y0:90-5>:00) Use/Scan Anti Virus
Secretariat Instruction and Brief on Information Security
Digital Nothi Method How to create e-mail account,
Change password, Signature
File attachments, Create group
Tea Break: ( =15 35:9w0-5%:00) mail, Use of internet
Session: 2 ( T d:00- d:00) Tea Break: (R¥1# 0v:00 -00:90)
What is Unicode Session: 4 (R 09;90-08:90)
Avro Bangla Tools Nothi:
Bangla TYP_ing using Profile Management
Avro/Unibijoy Dack Upload
Use Bangla Software, Bangla Creating type of Nothi
Keyboard File Create
. File put up.
Practice Drafting Letter
[ssued Letter
Dashboard
Practice
3 W Session: 1 (¥ 05, 90-d0.00) | GHIJ Y AL (A1g SINYAR
3@/0b/2033%2 | Etiquette Manner s #5F (RIS A=), oy s (@16 |

Session: 2 ( T do0:100-33:90)
MS Word-2016:

a) Home

b) Insert

c¢) Page layout

d) References

e) Mailings

f) Review

g) View

Tea Break: ( 51 d3:90-5%:00)

Session: 3 ( FFIH d:00- d:00)

Power Point-2016:
a) Home
b) Insert
¢) Design
d) Animations
e) Slide Show
f) Review
g) View

Practice

Session: 4 ( 97d %:00-9:00)
MS Excel-2016:

a) Home

b) Insert

c) Page layout

d) Formulas

e) Data

f) Review

g) View

Tea Break: ( 731 o0®:00 -09:90)

Session: 5 ( 31 09;90-08:90)

Troubleshooting (Practical):
System Unit Troubleshooting
Display Troubleshooting
Audio Troubleshooting
Network Troubleshooting
Keyboard and
Troubleshooting

Printer Troubleshooting
Some Error Messages and Their
Remedy

Practice

Mouse
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