Training Plan

Batch-01: 10-12 September, 2018. Time: 9.00AM-3.30PM
Batch-02: 13-17 September, 2018. Time: 9.00AM-3.30PM (Except weekénd)

Batch 03 18 20 September, 2018. Time: 9. UOAM 3 30PM
o Day-Ul (1 Day of Every Batch) :

Tralner

Class Subject Tfme &
No venue
1. | Conduct Rules, Discipline, 9.00-10.00 | Md. Badrul Alam Bhuiyan
Leave rules @ Registrar
Auditorium | Appellate Division
2. | Computer Hardware: 10.00-11.00 | Engr. Md. Al-Emdad Sikder
Functions of individuals, | @ Programmer
Interconnectivity, Assembling, Auditorium | Appeliate Division
Troubleshooting
3. | Tea Break 11.00-11.30
4. | Appellate Division Rules for 11.30-01.00 | Md. Golam Rabbani
efficient Case Management @ Registrar
Auditorium | High Court Division
5. | Prayer & Lunch break 01.00-02.00
6. | Software: 02.00-03.00 | Engr. Md. Al-Emdad Sikder
Classification, functions, @ Programmer
Relation with hardware, Computer | Appellate Division
Licensing. LAB
7. | Tea & Snacks @
| | Auditorium
Day -02 (2" Day of Every B_at‘ch)__ N
8. Htgh Court Division Guidelines | 09.00-10.30 | Md. Shamim Sufi
on Prevention of sexual @ Research & Reference Officer
harassment in work place Auditorium | Appeilate Division
9. | Tea Break 10.30-11.30
10. | Operating System: 11.30-01.00 | Md. Siddikur Rahman
Classification, features, Task @ System Analyst
monitoring, update, firewall, Computer | Appellate Division
security. LAB
Anti-virus & its use,
Use of Pen drive.
11. | Prayer & Lunch Break 01.00-02.00
12. | Printer & Scanner: 02.00-03.30 | Kazi Parvez Anwar
Classitication, Set-up, @ System Analyst
maintenance, Trouble Auditorium | High Court Division
shooting, How to buy Genuine
accessories.




| Computer Network:

Merits & demerits of
Networking, Smart-Use, Self
cefence.

| 13. | Refreshment
. Day -03 (3" Day of Every Batch) | |
14. | Microsoft Office: 09.00-10.00 | Md. Siddikur Rahman
Version, Features, MS-Word, @ System Analyst
fonts, Unicode fonts, Bangla Computer: | Appellate Division
Tvping & Standards, Table, LAB
| Shading, Saving in different
i format, Header-footer.
Ques-Answer,
15. 1 Microsoft Excel: 10.00-11.00 | Monishankar Datta
Commonly used and Regular @ Programmer -02
use of functions, Smart Computer | High Court Division
Calcutation Techniques. LAB
16. | Tea Break 11.00-11.30
17. | Microsoft Power Point: 11.30-12.15 | Kazi Parvez Anwar )
' Smart Presentation @ System Analyst !
t2chniques, Create template Computer | High Court Division |
and Common features of LAB
. MS-Power Point,
18. | Searching & surfing safe 12.15-01.00 | Kazi Parvez Anwar
; i internet, Email @ | System Analyst
| Computer | High Court Division
g LAB
19. i Prayer & Lunch Break 01.00-02.00
20. | Concept of professional 02.00-03.00 | Md. Saifur Rahman |
habilities under ICT Act 2006 @ Special Officer
Auditorium | High Court Division
21. | Assessment & closing speech. 03.00-03.30 | Course Director
Refreshment. @ &
Auditorium | Course Co-ordinator
Co-Trainer:

1. Mrs. Yasmin Akther (for Batch-01)

2. Dilip Kumar Chowdhury (for Batch-02)

3. Md. Mizanur Rahman (for Batch-03)

B

Course Coordinator
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