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Session: 3 (179 x:00-9:00)
Session:1 ( T do:00-55:00) 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: ( 71 »3:90-53:00) mall. Uss o imerie
Session: 2 ( 1 33:00- >:00) Tea Break: (R=75 0:00 -09:90) .
What is Unicode. Unicode Session: 4 (15 09;90-08:90)
Font, Avro Bangla Tools Nothi:
Bangla Typing using Profile Management
Avro/Unibijoy Layout Dack Upload
Use Bangla Software, Bangla Creating type of Nothi
Keyboard File Create I
) File put up. l
Practice Drafting Letter '
Issued Letter
Dashboard
Practice
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| Session: 2 ( FFTH %0:90-53:90) Session: 4 ( 77F 2:00-9:00)
' MS Word-2016: MS Excel-2016:
a) Home a) Home
b) Insert b) Insert
¢) Page layout ¢) Page layout
d) References d) Formulas
€) Mailings ¢) Data
f) Review f) Review
g) View g) View
Tea Break: ( 7F# d>:00-33:00) Tea Break: ( 73 09:00 -09:90)
Session: 3 ( 31 53:00- 3:00) Session: 5 ( RFE 09;00-08:90)
|
Power Point-2016: Troubleshooting (Practical): |
a) Home System Unit Troubleshooting
b) Insert Display Troubleshooting
¢) Design Audio Troubleshooting
d) Animations Network Troubleshooting
¢) S[id? Show Keyboard and Mouse
f) Review Troubleshooting
g) View Printer Troubleshooting ]
_ Some Error Messages and Their /9\
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