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Training Schedule

5 day long Basic ICT in Education Literacy, Trouble Shooting and Maintenance

Introduction to
Computer Basic:
Lab/Software/hardw
are (Continue)

Session Plan Time Hour Activity and Topic Resource
Person/Facilitator
Day-1 (Module 1 & 2)
Registration 8:45-9:00 | 15 mints | All participants and resource
person/facilitators
Inauguration 9:00-9:30 | 30 mints | Opening session: Resource
person/Chief guest/participants
Module: 1 9:30- 1 hour e Introduction to Computer Lab
10:30 and power management (AC/DC)

Social Networking (Tea Break); 10:30 — 10:45

Module: 1

Introduction to
Computer Basic:

10:45- 2 hours

12:45

e Identify different parts/peripheral
devices of computer (HDD,DVD
etc)

e I|dentify input, output, storage

Basic of MS Word

Lab/Software/hardw and special devices.
are e Understand different
components of motherboard.
e Trouble shooting
Networking Lunch; 12:45 — 1:45 pm
Module: 2 1:45-3:45 | 2 hours e Introduction to MS Word

e Typing (Bangla/English)
e Control panel, Font installation

(continue) (Bangla/English)
e Paragraph formatting and editing
(table/column/insert graphics)
Social Networking (Tea Break); 3:45 —4:00 pm
Module: 2 4:00-5:00 1 hour e Document printing, resize,
e 4 formatting
Basic of M5 Wer e Trouble shooting
e Session wrap-up
Day-2 (Module 3 & 4)
Module: 3 9:00- 2 hour e Introduction to MS PowerPoint
11:00 e Insert image and shapes, coloring,
Develop a content

My

===,




using MS PowerPoint
and Projector Setting

resizing, and formatting.
e Smart art, AutoShape and

(Continue) formatting
Social Networking (Tea Break); 11:00 — 11:15

Module: 3 11:15- 1 hour e Present content using

12:15 projector/screen
Develop a content ; .

i ) e Projector controlling

using MS PowerPoint e Trouble shooting
and Projector Setting
Practice Session 12:15- 30 mints e Hands on practice by participant

12:45 (self)

Networking Lunch; 12:45 — 1:45 pm

Module: 4

Basic Internet and
browsing /Email
corresponding and
personal account

1:45-3:45

2 hours

Introduction to browser, search
engine, educational sites,
contents, social media
Install/Update browser, search
engines etc.

e Bookmarking, browser

management management (clear cookies,
(continue) search history etc)
e Create email/social media
account
Social Networking (Tea Break); 3:45 —4:00 pm
Module: 4 4:00-5:00 | 1 hour e Account management:
) Login/ logout /attachment send
Basic Internet and email/password
browsing /Fma;l change/filtering/Chatting/Hangou
corresponding and t
pmerizn:L?:rfsunt e Trouble shooting
anag e wrap-upSession
Day-3 (Module 5 & 6)
Module: 5 9:00- 2 hours e Briefiing/introduction to Teachers
11:00 Portal

Access to Teachers
Portal, online
collaboration and
resource collection

e-learning platform
(Muktopaath)-
continue

Content download, browsing,
magazine and review

Invitation and membership
Content upload, blogging, rating




Social Networking (Tea Break); 11:00 — 11:15

Module: 5 11#15- 1 hour e Introduction to Muktopaath
12:15 e Course enrollment, course

AeRESSITD Teachers materials collection

Portal, online e Trouble shooting

collaboration and

resource collection

e-learning platform

(Muktopaath)

Practice Session 12:15- 30 mints e Hands on practice by participant
12:45 (self)

Networking Lunch; 12

45 —

1:45 pm

Module: 6 1:45-3:45 | 2 hours e Introduction to MMC Dashboard
Y e How to input and view data
. hltr)ne clja I e Related troubleshooting
Da's oar /Goog N ¢ Introduction to online file
drl‘vfe/dropbox/Vldeo synchronization and collaboration
editing platform (google drive/dropbox)
e C(Create a Google Drive or Dropbox
account
e Manage cloud service account
Social Networking (Tea Break); 3:45 —4:00 pm
Module: 6 4:00-5:00 | 1 hour e Use youtube and Video
) ) downloader
Multimedia s Widdo
Déshboard/Google customization/trimming/dubbing
drive/dropbox/Video e Trouble shooting
editing e Session wrap-up
Day-4 (Module 7 & 8)
Module: 7 9:00- 2 hours e Customizing Desktop
11:00 environment (screen saver, color,

Know my Computer
Peripheral’s better
Necessary Software
and Management

resolution, power setup etc)
Installing Printer, Scanner Driver,
modem

BIOS setup (Priority for Booting
Device)

Social Networking (Tea B

reak); 11:00 — 11:15

Module: 7

Know my Computer

11:15- 1 hour

12715

Installing Operating System
(Windows 10, Ubuntu)

e Install and Uninstall

V oy =

/




Peripheral’s better
Necessary Software
and Management

Application & Utility Software
(Avro, MS office, Anti Virus,
driver soft, media player:
VLC/KM Player, dopdf etc.)
Remove Malware by Anti
Virus
e Upgrade Antivirus, Apps &
Driver

e Trouble shooting

Practice Session

12:15-
12:45

30 mints

Hands on practice by participant
(self)

Networking Lunch; 12:

45 —

1:45 pm

Module: 8

Anonymous and
Instant Trouble
Shooting (Demand
Based)- continue

1:45-3:45 2 hours

File Conversion, Compression,
Disk Defragment, Disk Cleanup.
Identify & Explore Control Panel,
Device Manager, Disk
Management etc

Connecting Laptop to WiFi
Connecting Printer, Scanner or
Other Devices.

Social Networking (Tea Break); 3:45 —4:00 pm
Module: 8 4:00-5:00 | 1 hour e Laptop to projector connection,
resolution/screen setup
Anonymous and e Time management,
Instan‘t Trouble e Trouble shooting
Shooting (Demand e Session wrap-up
Based)
Day-5 (Module 9 & 10)
Module: 9 9:00- 2 hours e Network Basics & Importance
5 11:00 e Network Devices (WiFi, Hub,
amputer Switch, Router etc.)

Networking and
Trouble Shooting

Server (file/client)
IP Basics, Private & Public IP

(Continue)
Social Networking (Tea Break); 11:00 — 11:15
Module: 9 11:15- 1 hour e Configuring Simple Network
12:15 e Configuring Simple WiFi Router
Computer

Networking and
Trouble Shooting

Connecting Wireless Devices to
Router
Necessary Trouble shooting




Module: 10

Computer Security
and Lab

12:15-
1515

1 hour

Device Security (Laptop, Desktop,
Router, Keyboard, Mouse,
Printer, Scanner)/Room
Security/Software Security/

Maintenance/Ethics e Cyber Security
(Continue) -
Networking Lunch; 1:15 —2:00 pm
Module: 10 2:00-3:00 | 1 hour e What you can do & don’t do in
) Lab

COMPWEEF SECUFiLy e How to make Computer Lab

and Lab Functional? (Teachers

Maintenance/Ethics engagement/learners
engagement/ICT club)

Course evaluation 3:00-4:00 | 1 hour e Evaluation (module 1-10)

test/MCQ/exam

Social Networking (Tea Break); 4:00-4:15 pm

Closing Ceremony

1 hour

e Review, feedback, certificate
distribution and closing
ceremony




5 day long Basic ICT in Education Literacy, Trouble Shooting and Maintenance

Session Plan Hour Activity and Topic Resource
Person/Facilitator
Module: 1 3 hour | e Introduction to Computer Lab and
) power management (AC/DC)

IEHlICtiGN ¥ e |dentify different parts/peripheral

Computer Basic: devices of computer (HDD,DVD etc)

Lab/Software/hardware e Identify input, output, storage and

special devices.

e Understand different components of
motherboard.

e Trouble shooting

e Occupational Health and Safety

Module: 2 3 e Introduction to MS Word
el P S aEd hours e Typing (Ba ngla/EngI{sh) '

e Control panel, Font installation
(Bangla/English)

e Paragraph formatting and editing
(table/column/insert graphics)

e Document printing, resize, formatting

e Trouble shooting

Module: 3 3 e Introduction to MS PowerPoint

hours e Insert image and shapes, coloring,
BEvelap's content resizing, and formatting.
iisiing WS Poveer Fomt e Smart art, AutoShape and formatting
and Projector Setting e Present content using projector/screen

e Projector controlling

e Trouble shooting

Module: 4 3 e Introduction to browser, search engine,
) hours educational sites, contents, social

Basic Internet and niedia

browsing /Email e Install/Update browser, search engines

corresponding and etc.

personal account e Bookmarking, browser management

management (clear cookies, search history etc)

e Create email/social media account

e Account management:

Login/ logout /attachment send
email/password
change/filtering/Chatting/Hangout

e Trouble shooting

Module: 5 3 e Briefiing/introduction to Teachers
hours Portal

Hecesslo Teagherns e Content download, browsing, magazine

Portal, online and ravicn




collaboration and
resource collection

e-learning platform
(Muktopaath)

Invitation and membership

Content upload, blogging, rating
Introduction to Muktopaath

Course enrollment, course materials
collection

Trouble shooting

Module: 6

Multimedia Dashboard/
Google
drive/dropbox/Video
editing

hours

Introduction to MMC Dashboard
How to input and view data

Related troubleshooting
Introduction to online file
synchronization and collaboration
platform (google drive/dropbox)
Create a Google Drive or Dropbox
account

Manage cloud service account

Use youtube and Video downloader
Video customization/trimming/dubbing
Trouble shooting

Module: 7

Know my Computer
Peripheral’s better
Necessary Software and
Management

hours

Customizing Desktop environment
(screen saver, color, resolution, power
setup etc)

Installing Printer, Scanner Driver,
modem

BIOS setup (Priority for Booting Device)
Installing Operating System (Windows
10, Ubuntu)

Install and Uninstall Application &
Utility Software (Avro, MS office, Anti
Virus, driver soft, media player: VLC/KM
Player, dopdf, keep etc.)

Remove Malware by Anti Virus
Upgrade Antivirus, Apps & Driver
Trouble shooting

Module: 8

Anonymous and Instant
Trouble Shooting
(Demand Based)

hours

File Conversion, Compression, Disk
Defragment, Disk Cleanup.

Identify & Explore Control Panel, Device
Manager, Disk Management etc
Connecting Laptop to WiFi
Connecting Printer, Scanner or Other
Devices.

Laptop to projector connection,
resolution/screen setup

Time management,

Trouble shooting

Module: 9

Computer Networking

Network Basics & Importance
Network Devices (WiFi, Hub, Switch,

W

S




and Trouble Shooting

Router etc.)

Server (file/client)

IP Basics, Private & Public IP
Configuring Simple Network
Configuring Simple WiFi Router
Connecting Wireless Devices to Router
Necessary Trouble shooting

Module: 10 3 e Device Security (Laptop, Desktop,
. hours Router, Keyboard, Mouse, Printer,
Computer Security and Scanner)/Room Security/Software
Lab Security/
Maintenance/Ethics e Cyber Security
e What you can do & don’tdo in Lab
e How to make Computer Lab
Functional? (Teachers
engagement/learners engagement/ICT
club)
Closing Ceremony 1 hour °
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