Company Logo

Information and Technology Institute
https://itechinstitute.org/

info@itechinstitute.org

01937003532

PPV P P00-77777 7 P70 P77 V7?7?77 777777

About ThisTraining

‘o -II 0 [T 110 (I

[ITITTITTIT] (111 " (LTITT] 0 [

[LTITITIT] (LTITITIT] [0 [ (LTITIT]
(TITTIITITITTIT] (11T} 0 [T arm - -{rn
[ITITTIIT] (LTITTIT] » ] (LTTTITTTIT] (g [T
(LI (LT (LITIIIT] (110 (LI LLLLT]
[IITTT (TTITTITTTTITITIIT (LTI

[LITIT] 1 -1 » (LT 0 [T
[LTITTITTIT] (1111 (1 =[TTTTIT] » LIITITTT

[LITT11] 0 I (I (110 [ I (I1T]
[LTTTTIITIT] (111 0 [T (LTITTIT] (0 [T

[T a0 I
[LITTIT] (L1111

o I I 10
o [IITTTITTI [IT1T] [0 /M 0D
e [IIIT] [IIITIT] 110 ;[0 (I


https://https://itechinstitute.org/
mailto:info@itechinstitute.org

[ITTT] TIIITI (Course Modules)

1. [(TITIIIII10 [T111] (1111 (Computer Fundamentals)
2. [[II11T] [ITITIIT] [LIII11] 0 [
[(LIITITITTT
3. (I 0 I [ITIIT] [LIII11]
4. 1100 -I10 [IITTITT] 0 O
(ITTITTIT] (Stenography)
5. IIIIIIII (TITI11] (Microsoft Word)
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12. 11T 0 [T (L1111 [[TTT1T] (LTI
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13. [TIIIIII1 (TTIT11] (Practical Assessment) []

(LTI TITTITO (Final Assessment)[]
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(T 0 (I '
Windows Operating System [TT]  [111J 0
[LTITIT] (LIITITITIT]

(IO (1111110 (Introduction to
Computer) QT U110 )

[ITITT] 0 [T (Generation of
Computer) [TTTITTTITT] ITTTT1T]

0 [T [LTITITITIT]

(IO (Analog, Digital, Hybrid) [T1TJ
(Data) [ [IIIIIIIIIIIO (Information
Technology){1] [I1TJ 11 11 )
[ITITIT1] » LTI 0 [T

(ITITTT] (T (Computer
Hardware) [TTTIITII11 11110

(111 (IITT1T] CPU, Motherboard, RAM,
ROM, Hard Disk/SSD Monitor, Keyboard, Mouse,
Printer, Scanner UPS [] [IT1111J 11111
[T (ITIT11] (11T i
(LTI (USB, HDMI, LAN)
(T (L11T] 0 I
(LTI (LIITITIT] (11 U
(11 (11 (111 (111

(ITIIIII10 (Computer Software)
(T (11T 0

(IIIIIT0 System Software [] Application
Software Operating System-1] [IIIIL[] Utility
Software [] Antivirus [TTIIIII11] (11111

0 [T (1T [IT11]

NERRNRNNRN (1T 0 [T

-0 OIIIIm 11 Windows Operating

System Windows Desktop [J Interface [TTTT1TJ

Start Menu, Taskbar[] Notification Area Control Panel
0 Settings [IT1111] User Account [J] Password
Management Date, Time[J] Language Settings Device
[0 Printer Management Keyboard Shortcut Keys
System Tools (Calculator, Notepad, Paint, Snipping
Tool) Windows Security [] Basic Troubleshooting

(11 0 1D (I (File
& Folder Management) File[] Folder [J11T]
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10 0 1o 110 (Bangla &
English Typing) (IT1T1 0 IIIm

11T 110 (TIII10 (Bijoy
Bayanno) [TTTIITIIT] (LTITIT]

[ITIT1T] (L11T] (L1 (Avro / Unicode
Layout) [(IT1T1 (ITTT] (11T 0

(1111 (IIIIT] (11T
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(LTIT11] (I [0 (L1

(1111 (IITI1T] (11 [IT11J

(1111 (IITIIITIT] (LIITITIT]

TT11T] English Typing Practice QWERTY
Keyboard Layout [TTTT1T] Home Row, Top Row
[0 Bottom Row [TTTTIT] Touch Typing Technique

Alphabet, Number[] Symbol Typing Capital Letter [

Shortcut Key [TTT11T] Paragraph [] Document
Typing Practice [TT11T] 11 0
[ITITIIII (1110 (I111J

(11110 (1] (WPM) [II11T

[T (111 1 (11110
[ITITIT] (g I [ITITIT]

(1110 1 (11 (I

(1110 11111 (Speed Test) [TT11T1

0 [T (111 (1111

(LTI (LTITTTIT] (110 0

(1111 1 LTI a0 [
(ITIT11] (LTITITIT] (ITITI11

(11T} T (Application)
(TTITIITIIIIO (Curriculum Vitae - CV)
(111 11 (Office Order) [T111J (Notice)
T (Memorandum)

I (Report Writing)

T (Meeting Minutes)
(LITTTTTIT] 11 (Official Letter)
[LTITIT] 0 [T [ITIT1T]

0 (I (LIITITITIT]

[IT11] » I 0 I (I
(T 1111 (Practical Session)

(111 0 IO T 11 0
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MS Office Application

MS Word, MS Excel, MS PowerPoint [IT] 110

[ITITI11] (ITTTITIT] 0 [T

110 Microsoft Word MS Word [TTTT1T] 0
(LTITITIT] I LTI o .
[ITIT1T] 0 [ (11T a

111 11T Text Formatting (Font, Size,

Color, Style) Paragraph Formatting[] Page Setup
Bullets, Numbering [] Multi-level List Table 1111 0
11110 Header, Footer[J Page Number
Picture, Shape, Symbol [] SmartArt [(ITT111]

[LITTTTTT] (I » [T ,
(11 0 I (LTI

Mail Merge-[T] [T 1T Print
Preview [] Printing Microsoft Excel Excel Interface []
Workbook [TTIT1T] Worksheet [T11] 0
(1111 IIIII1] Row, Column[] Cell

Management Cell Formatting ] Number Format Basic
Formula [] Functions SUM() AVERAGE() MAX() MIN()
COUNTY() AutoFill [J Flash Fill Table [TIT] [0 Data
Sorting Filter [] Basic Data Analysis Chart[] Graph

(111 (III1T] (111 o 010

an 0 01 -1 (LIITITITIT]

(11 (IIT111] 0 I

(TIIIIIIII0 Microsoft PowerPoint
Presentation [TT] 0 IO Slide Layout [
Design Theme [J Template 111111 Text,
Image, Table[J Chart [I11111 SmartArt[] lcon
(11110 Audio [] Video [ITTI11] Animation
00 Transition Effect Slide Show [] Presentation Setup
NERRNRNNRN 0 [T

(LTI (LTI

(111 Project Presentation [TTTTTITTTT]

(1111 (ITIIIT] (T a
[ITIT1T] (11 I

(I (Application)

(LTI (CV/Resume) [T1T]

111 (Office Order) 11111 (Notice)
[ITTTITITT] (Memorandum)

(TITIIIIII (Meeting Minutes)

[T (Report Writing) [JTITIT] 0
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(ITITITIT] 0 -1 0 10 (LT
(ITITITITIT] (ITITITITIT]

(1111 (1111 (T 0
(LIITTITTI (LII1T] (11 (WWW)
(111111 Web Browser (Google Chrome,

Microsoft Edge, Mozilla Firefox) [TTT111T]

Website, URL[] Domain [TTIIII1] 1111
(11D (ITITID (I 0
[T (T 0-00m [
(E-mail Management) [J -[I11] nnnnnnnny
(Gmail) I 0 OIIIHO 0 -1
00 0 O0IIm (111

110 0 -0 i, O a
(11 (10 CC, BCC[] Reply/Reply All-T]
(ITIT11] (IO a0 0
(I1IT11O 11 Attachment [TTT1T]
(1111 Signature 1117 0 IIIIn0
Folder, Label [] Archive [IIIIIIIIIT]

(ITITITIT] 0 -{I10 (11T (11T 0
(IO (E-mail Etiquette) [(TTTTT]

(111 (Online Application) (111111

1111 (Registration) [TT1111T] 10
(110 111 (Job Application) [TTT]
(1110 0 (I (IIT1 (11
110 Cv,0n0 0 OO

(LIITTTT] (LTI (111 (I

0 [T LTI U (LTI

(1111 (IITIITIT] (IIIITT] a
[ITITIT] (110 (1110 0 011

(11111 ITIIIIIIT Google Search
[ITITIT] (LIITITITIT] (11

(1] 1L (I {1
[IT11J 0 [OII1 (111 [ITTITTIT]

(0 . PDFO IO (11T (110

0 [T (LIITITIT] (L]

110 1111 11 1110 (Information
Verification) [ [TIIIIIIIIT 1n

[ITIT111] (1T (IIITITT] a0

[III11] (IIIIT] Google Drive-{T]

(T 0 [IIIm arm O
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(11 -1
(Shorthand/Stenography)

(111 -[111 (Shorthand / Stenography)
(T (ITT] (LTTT]

1n  -0IIo (IITIT] 0 [T
(TITITITITIT] g -, I i
(LTI (LTITITITIT] {
(LTI (1111 (1111 (11
(ITITI11] 0 [T (11
(Abbreviation) [TTTTTT] Phraseography [] Brief
Forms-T] [N (11l

(ITITIIITIT] (1111 (1111 11 0
[ITITIT] (11T 0 1110

[ITIT1T] (111 (1111 ([IIT11]
(1110 i (ITITIT] (L1
0 [T (LTITITITIT] (1
(111 0 10 11 (I

(1111 0 [T (TI11

[LIITTIT [III11] NRNRNN ([I1T]
00 OIIm (Speed Note Taking) [IT111]
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(TTTITTIT] OITITT11] (Application)
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(Official Letter) [(ITITTI111 (Memorandum)
(1111 (Notice) [TTITIIIIIL (Meeting
Minutes) [TTTIII11 (Report Writing) (11171
M1 (Office Order) [ITI111] g
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(10 LTI » IIT1T]

(ITIT11] 0 1o (I

(111 (111 (I (1T (111
0 OO0  [OIIIIIIITITd [IT11]

LLITT] L] i, O LTI U
(ITTIT] (I 11111 (Docketing) [
(ITTTITIT] (1 (T a
(LIITTIIT] (1D 0

(LTI (110 (LTIT1T]
(T (I [0 0
(ITITITIT] (LII1T 0 10 (11
(11111 (Note Sheet) [TTIIIIIIIT]

(TTITTIT] 011 (Official Letter) [(TTT]
(LTITITIT] » LTI 0 10
(111 11 11 (Office Order)
(IO (Meeting Minutes)
(T (Report Writing) I11117 0
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[ITIT11] (LTI (LIIT1T] (11
(1111 (Office Communication)

[(TTITITIT] 0 -1 0 1o
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0 0 I (I (11

(LTI 0 I NRNRNN (11
0 I (LI (L1 (LTITIT]
(Record Management) [TTTTTITTJ 0
(ITITI11] (T (1]
[IIITT] INRNRRNRNNNNE 0

[ITITIT] U1 (LT 0 [0
(LTI (LTITITIT] » LLITTIIIT]

0 I (LTTTITITIT] (LIITD
[ITTTITIT] 0 [T

[ITITIT1] (1110 (LT}

ITIIIITT] (1110 (Job Preparation
Skills) 1111 0 [ (II1D
[ITIT111] (ITTTITIT] o -
(LI 0 [ (I

i OO ] I



Fees

Regular: Tk. 6,000.00

Current: Tk. 3,000.00
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