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Name of the Course: Basic ICT Training for Teachers (UITRCE)
Course Duration: 05/12/2021 to 22/12/2021 (F/y:2021-2022,3" Batch) Center Name: Baniachong,Habigon;.

[Daily Activities]

Time: 09:00 to 01:15 AM Shift:Morning
Day Trainer Name Timing Topics
Dilruba 09:00-11:00 Online Registration of Trainee & Evaluation of Pre-test
I Day 11:00-11:15 Tea-Break
05/12/2021 ICT Basics and its Components. File/ Folder Create. Introduction to MS
Sunday | A Mannan Chokdar |11:15-01:15| Word, Introducing Menu Bar Options (Select, Copy, Move, Delete, Cut
and Paste, Save, alignment etc.)
Introduction to Avro Keyboard Layout, Avro Phonetics, Exercise: Type
2 Day Md. Ayiub Ali ~ |09:00-11:00| a Paragraph of your own institution using Avro Phonetics.Formatting
06/12/2021 Paragraph (Line spacing & Indenting) Insert Table
Monday i 11:00-11:15 Tea-Break
{7 B Avro Keyboard Practice in MS Word.
Internet, Web browser, Download Image (JPEG, GIF, PNG, Outline)
» 09:00-11:00| using search engine, Download and Insert Picture, Word Art, Create
073“2%‘321 Header/Footer, Page Numbering, Footnote and Printing.
Tuesday Miton Chandra Dash [11:00-11:15 Tea-Break
11:15:01:15 Introduction to MS Excel (Cell, Row & column, Worksheet, Workbook,
Editing & Saving, Insert, delete row& column, wrap text, merge cell)
' 09:00-11:00 Formatting values in MS-Excel Using of Functions SUM, AVG, MAX,
Miton Chandra Dash MIN, COUNT, ROUND etc. Exercise- Creating Salary Sheet, Sub Total
4" Day , i
08/|2/262| 11:00-11:15 Tea-Break
Wednesday . . Introduction to MS Power Point (New Slide), Layout, Changing the
Md. Ayiub Ali i ] :
11:15-01:15|  slide design, Formatting.Insert Shape, smart art, text box, word art,
chart, table
Insert an image with caption, heading and animation (Entrance and
- Kripendra Dash 09:00-11:00 exit),
ng ; 2%‘32] Image editing (using PowerPoint and paint), Drawing with PowerPoint
Thrsday 11:00-11:15 Tea-Break
Kripendra Dash [1:15:01:15 Animation (Emphasis, motiqn Path), /l\dvance animation (effect option,
timing, Trigger)
) | Format shapes and picture (outline, effect, fill color, crop, rotate), Print
. . 09:00-11:00
" Md. Ayiub Ali Setup.
6" Day
11/12/2021 11:00-11:15 Tea-Break
) Mohamed ho Gzl Drawing with shapes and scribble Equation, Screen shot and Screen
Hossain 11:15-01:15 : g
recording. convert PPT to video
ideo- Wi ftware) and edit video
7 Day Kripendra Dash—|09:00-11:00( D" Sy ﬁ?wr?t:z;l;fntl'?:e(vic;te?:t;izt‘innygstgol. i )
i 11:00-11:15 Tea-Break
Sunday Md. Ayiub Ali - . - —
11:15-01:15 Insert Video to the PowerPoint Presentation.
$% Day | Miton Chandra Dash |09:00-11:00 Plannin% withModel Content for Qigital Conten_l Creation
13/1272021 reate a group Content Using Power point
Monday ot e T 11:00-11:15 Tea-Break
Y Kripendra Dash = z = :
11:15-01:15 Continue...Create a group Content Using Power point
9 Day | A.Mannan Chokdar 09:00-11:00 Create Individual Digital Content with PowerPoint
14/12/2021 11:00-11:15 Tea-Break
S Md Apub AL - L rotas Continue...Create Individual Digital Content with PowerPoint
09:00-i1:00 - Creation of e_—mail id. Send E-mail (With Attachment) and
A (TR Receive(attachment Download and save)
15/12/2021 Hossain 11:00-11:15 Tea-Break
Wednesday LT 18:01:18 Google Services (Google Map Navigation. Calendar, Google translator,

Google Drive, Google Docs)




09:00-11:00 Uploading Quality Digital Content to faaror=
i Des https:// h bd -
18/12/2021 (https://www.teachers.gov.bd)
Saturday | A Mannan Chokdar |11:00-11:15 Tea-Break
Continue...
i Uploading Quality Digital Content to fraarom=
©7 7 |(https://www.teachers.gov.bd)
Mohammad Mofazzal |09:00-11:00 Google Form and google classroom
12" Day Hossain
11:00-11: -
Sl . e 11:15 Tea-Break
Sunday orsmEnud Vs Sea How to Conduct class using Zoom Or Google meet with Desktop and
Hossain 11:15-01:15 :
Mobile.
USEO 09:00-11:00{  -Education Policy, Vision 2020 to 2041 SDG-4 ,Values and Ethics
13" Day 11:00-11:15 Tea-Break
20/12/2021 Control Panel, Task Manager, Device Manager, Troubleshooting Virus
Monday Kripendra Dash ~ |11:15-01:15|  Scan. Bijoy to Unicode and Unicode to Bijoy conversion. Digital
content
A Mt Choltar Visit i.mportant Govt. sites- ( w.ww.banbc':is. gov.bd) and go through of
! menu item of BANBEIS Website; especially User Manual for Student
711;’1 2/2(%1 09:00-11:00| Profile Entry of IEIMS Project. User manual also incorporated at the
Tuesday Miton Chandra Dash end of manual
11:00-11:15 Tea-Break
11:15-01:15 Examination (Practical)-Post Test
Review the Course, visit www.banbeis.gov.bd (BANBEIS Survey Form,
15" pay | A-Mannan Chokdar |09:00-11:00/ Data and Reports, Library Service, Documentation, Institute Search)
22/12/2021 Educational Apps: Kahoot, Padlet, MMC Apps
Wednesday Dilruba 11:00-11:15 Tea-Break
11:15-01:15 Closing Session
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Resource Person

=l Name Subject Institute P Mobile No.
No.
1. | Md. Abdul mannan Akata High School = 01718168596 |
2 | Md. Mufazzal Hossain Computer Baniachong Adarsha High School 01722917918
3 Md. Ayiub Ali Science Bakterpur Abul Khayer High School 01715266748
4. | Miton Chandra Das Math Dr. llias Academy | 01717278784 |
I 777”Ki|:ie_ndro Chandra Das Biology Janata high school = ~ | 01717019131




