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CIRCULAR

The Directorate of Training is entrusted with the basic responsibility of conducting

- training programmes for various levels of _officials/officers in various areas of .

administration. The Directorate has identified subjects needing basic knowledge and skill -

for functional efficiency. A three day’s training course on “Basic Functional Efficiency
~ in Computerization” is an important course in the list. The Course shall commence on
- 23" February, 2011 to 25" February, 2011 (Wednesday to Friday). -

IMPORTANCE OF THE COURSE

Computerization in Government 'Depaftments l}:a's become an important tool for

improving efficiency and effectiveness of the organization, It helps in maintaining =

archival data as well as current data, creation o§ well formatted textual as well as

‘graphical documents and - accessing. of information from other sources as well as

dissemination of informa_tio_n to. other sources’ through Internet with speed, accuracy,

~ - diligence and reduced paper work, - -
- TARGEY BENEFICIERIES OF THE COURSE S _ . _

- The .Course has been - designed to benefit ‘those working in the Government, its

~ local/autonomous bodies and Public sector undertakings. The course would be useful to

- all government functionaries, -both at-middle ‘and ‘lower level management to maintain

data records and accessing/dissemination’ of information to/from other sources with the

- help of internet with speed, accuracy and reduced paper work. Training Module/Learning -

Units are enclosed.

- OBJECTIVES OF THE CQURSE

At th_e_ end of the Coﬁrse_the pmjcipants will be able to: -
- Operate and handle Computer hardware,

Create formatted textual as well graphical document.

" Maintain database. -

~Use internet with security techniques
Mail the data/text data electronically.
Manage graphical data, .

" CONTENTS OF THE COURSE

Basics of Computer
Introduction to MS Word -
Introduction to MS Excel :
- -Introduction to MS PowerPoint.
‘Introduction to MS Access .~ - _ _
" Introduction to Computer networks, Internet and its security techniques
Introduction to Outlook Express . '
Introduction to PageMaker.and ‘Corel Draw




METHODOLOGY OF THE COURSE e
The Course would be conducted by experts and Xperier
Technology. While lecture method would be generally foIlowed,-:
computer will also be included in all sessions. The Course woul
participants would be encouraged in raising questlo_ns and___getttng the doubtscles

NOMINAT!ONS FOR THE COURSE
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Copy forwarded to:

3 E O for updating on the wcb51te of the Department

The Course envisages class strength of 40 Partlc1pants

L.

2. Nominations shall be accepted on first-come-first-serve basis. _ _

3. Nomination letter along with: b10~data form of ‘the: part101pants in the format

_ prescribed (enclosed) may be sent by 16" F ebruary, 2011, .. L
4. Nominations received after 16" February;2011 may not be. et T
5. . Qutstation participants are requested to’ proceed for trammg only aﬂer recelpt of P
- confirmation of acceptance of nommatlon . ' R '

OTHER INSTRUCTIONS ' e o

1.  Participants are expected to come prepared w1th basm mformatlon on the course b o
subject. .

2.  Participants may bring copies of the latest departmentalz’Government c1rculars/ :
orders/reports etc., relating to the course subject, if any. avallable “This would o
benefit other participants, the Diréctorate and also the faculty. |

3. Participants are expected to observe punctuality and regularlty _ S S

4, Participants are expected to keep thelr moblle phones on sﬂent mode durlng the A
training sessions. .

5.  Participants are expected to completc exerases/questlonnalres 1f any, dlstnbutcd by Vo
the faculty during any training session and also fill up the feedback form. R

6. Participants are expected to utlhze the knowledge gamed durmg the trammg for
efficient discharge of their duties. -

7.  Participants may contact the undersxgned for any mformatlon/clanf cation -on
training course.

Contact/correspondence may be made on phone nos 22308552 f.fax_;n 2231
22308556 email address utcs@mc.m T

~ TNEELKAMAL)
_.'. ASSiS_tant'Difec’;to'r'(';raini__ttg)_

 (NFEL KAMAL) -
| ASSIStant Dlrcctor (Trammg)
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LEARNING UNITS OF TRAINING SESSIONS ON BASIC FUNCTIONAL
EFFICIENCY IN COMPUTERIZATION

Name. of the Package of Courses - BASIC FUNCTIONAL EFFICIENCY
Duration of the Course - .. Three Days (23.02,2011)
_ ' : : ' ' Wednesday to Friday
Number of Sessions : ' ' Twelve (12)
Training Branch I
Name of Course Coordinator . Sh. Neel Kamal, Asstt. Dlrector
‘Sessions Duration ~ - Topics. ' Proposed
Sl ' N - Speaker - - |
23.022011 7| 75Min " e Introduction to computers e
"Session — | N :
10.00 am- 11.15am
Tea _ _ .
. | Session 11 175Min.-- |- e Basic.. and = advanced
111,30 am- 12.45pm ~|.  operations in~ computers

- for daily office use

Lunch _ : : . S : : _
Session — III - | 75 Min. e Introduction to MS Word
01.45 pm- 03.00pm ' S
- 1 Tea ' E . B
[ Session ~ IV "~ 175Min.. | e ‘More Topics on MS Word
| 03.15 pm- 04.30pm . R |
©]24.02.2011 |75 Min. s Introduction to MS Excel
Session—V ' - R -
10.00 am- 11.15am
Tea =~ ' ' :

‘Session-VI |75 Min. e (Calculations and more
11.30 am- 12.45pm . _ Topics'on MS Excel
Session— VI . . |75Min. [ e Introduction to ~Power
01.45 pm- 03 00pm ' ' ' Point - '

Tea : S ' o

Session— VII - - 1 75Min. - | = e Introduction to MS
1 03.15 pm- 04.30pm - | | Access




75 Min.

25.02.2611
Sesston — IX “Networks _ t
10.00 am- 11.15am " -Network Security \© 7
- Session —X 75 Min. * E-mail and- Practical operations | =~
11.30 am- 12.45pm in Govemment websnes and B
. portals SR o
[ Lunch ..
Session — X1 T5Min. . | e Introductlon :
1 01.45 pm- 03.00pm ' OUTLOOK
| Tea _ N
| Session — XII 75 Min. e Introduction  to . Adobe
03.15 pm- 04.30pm ' PageMaker and CorelDraw b
-04.30 pm - 04.45pm 15 Min, Valediction . and. Dlstnbutmn of |

Cemﬁcates
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