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Basic Level ICT Training Curriculum

Micro-Contents

Content
S. | Area ( Main
N | Contents) Elaboration of Content (Sub-Contents) Session
e Concept of Computer Hardware and
Software (Basic Concept of 2
Familiarizat Computer Hardware, Hardware
ion with components and their functions)
Computer e Software (Introduction of Operating
system and system, System software, Utility
General Software, application software)
ICT Operating System:
tools GUI based operating (Window 7/8/10)
and their features,
1 e Software Installation
e Create & manage e-mail account
E-mail & (personal &_group) o |
2 . e Share teaching materials in email
Networking _
e Create Messenger/Viber group & share
teaching materials. 1




MS Word

Basic concept of MS-word and its
feature alone with its application
Fonts

1. Name, size, style

2. color underline Italic

3. Effect and Text effects
Paragraph

1. Indentation
Spacing
Hanging
Bullet
Sub bullets

6. Alignment
Editing
Find and Replace
Insert: cover Page, page break, table,
pictures, shapes, smart art, chart,
screenshot, hyper-link comment word
art, date and time, equation, and symbol
Design: Watermark, page border, and
page color
References: Tables of content, Citation,
Bibliography, footnotes,
Track change, restrict editing,
comparing
View ruler, navigation pane
Margin, Orientation, size of paper, page
break, line number, hyphenation
Header, Footer, page number

ok

MS Paint

Drawing
Sketch
Shape and size




MS Excel

Basic concept of MS- Excel
Cell Formatting,
1. Alignment, Orientation, Text
direction
2. border pattern color
Charts, Sparkline’s
Insert, Format and delete
Auto sum, Filter and sorting
Sheet protection, Lock, Rename,
Track change, restrict editing
Freeze pane
Sheet: Repeat header, Repeat Footer
Simple Functions, and Formula,
designing mark-sheet, calculating GPA

Power Point

Basic concept of MS-power point
Designing interactive PowerPoint
presentation,

Slide Layout and Formatting,
Hyperlink and Media clips,

Design, Slide Transition, slide show
Custom animation, Effect,

Master slide

Communicat
ion

Mail Merge, Google translation,
Storing documents on Google drive
External drive

Video
Conferencin

g

Create/open a Google Meet link/Zoom
link account

Google meeting & zoom meeting
hosting

Create Room

Using white board




€. arforH Fserer fafer

e Face to Face @t staets Virtual areaw ( Asynchronous and

Synchronous)
o HEWIdTeTe: T fbehte shira fafer
o ek fafer (Project based Learning)

® Group work, Participants’ involvement in the Discussion Forum

b, ATferHaT FEuTiEESR! Tedrge

HEMTEEeh! dfeh BT Hearged
Hishd WEHTIIT, SR ThTor
Tt T sgzmes (Online Etiquette and Netiquette)

End Training Evaluation (Quiz, Subjective Test)
Post Test



