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(Carryout Communication with Clients)

(Comply to Ethical Standards in IT Workplace)

(Type Text and Documents in English
and Bangla)

(Operate a Personal Computer)

(Prepare a Document Using Word

Processor)
(Prepare a Spreadsheet)
(Prepare a Presentation)
(Use Internet and Access Resources)

(Perform Basic Maintenance and

Troubleshooting)






(Carryout
Communication with

Clients)

(conduct)

(Comply to
Ethical Standards in the
ICT Workplace)

(Type Text and
Documents in English
and Bangla)




2.

(Operate a Personal

Computer) .
8.
.
2.
©.

(Prepare a Document 8.

Using Word

Processor)
e.
2.
©.

(Prepare a Spreadsheet) 8.
e.
v,

(Prepare a
Presentation)
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(Use Internet and
Access Resources)

(Perform Basic
Maintenance and
Troubleshooting)




(Carryout Communication with Clients)

(Comply to Ethical Standards in the ICT Workplace)

(Type Text and Documents in English and Bangla)

(Operate a Personal Computer)

(Prepare a Document Using Word Processor)

(Prepare a Spreadsheet)

(Prepare a Presentation)

(Use Internet and Access Resources)

(Perform Basic Maintenance and Troubleshooting)




(Self Paced Learning)

(Lecture)
(Presentation)
(Discussion)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)

(Brainstorming)



(Carryout Communication with Clients)
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OSH

(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)

(Written Test)
(Demonstration)

(Oral questioning)




(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)

(Written Test)
(Demonstration)

(Oral questioning)

o




(conduct)

o

(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Brainstorming)

(Written Test)
(Demonstration)

(Oral questioning)
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(Comply to Ethical Standards in the ICT Workplace)
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(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)

(Brainstorming)
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(Written Test)
(Demonstration)

(Oral questioning)

ol

(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

(Written Test)
(Demonstration)
(Oral questioning)

58




(Time),

(Time),

(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

(Written Test)
(Demonstration)

(Oral questioning)

¢




(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

(Written Test)
(Demonstration)

(Oral questioning)
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(Type Text and Documents in English and Bangla)
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(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)

ot




(Written Test)
(Demonstration)

(Oral questioning)
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(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

o (Written Test)
o (Demonstration)
o (Oral questioning)

0




(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

o (Written Test)
o (Demonstration)
o (Oral questioning)
- /
- /
- /
- /
- /
- /

(Discussion)

RO




(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)

(Brainstorming)

(Written Test)
(Demonstration)

(Oral questioning)
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(Operate a Personal Computer)

OU-ICT-CO-01-L.3-V1
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(OSH)

(OSH)

(OSH)
OSH
(Statutory)
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(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

(Written Test)
(Demonstration)

(Oral questioning)
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(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

(Written Test)
(Demonstration)

(Oral questioning)

QY




(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

(Written Test)
(Demonstration)
(Oral questioning)
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CDs/DVD

External hard drive

Locations on a network/ on Cloud
USB/ Flash/Thumb drives

Zip disks

b




(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)

(Written Test)
(Demonstration)

(Oral questioning)

11

”

S
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9.
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e. (SOP)
. (soP)
. (soP)

(Discussion)
(Presentation)
(Demonstration)

W




(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

(Written Test)
(Demonstration)

(Oral questioning)
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(Prepare a Document Using Word Processor)
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Sbr.
6. Occupational Health & Safety.
0. Hazard in IT workplace.
2d. Use of appropriate PPEs.
:3. Desktop items
Q0. Software and application packages
38. keyboard layout.
x¢. Use of word processing application software.
Ry, Margin and page layout.

0d




Q4.
.
?W.
. Save and Save As
o).
R.
O\,

Understand the different types of documents.
Spelling and grammar
File format/extension.

Printing process

Shut down procedure

Procedure to Keep a clean workplace and equipment
orderly.

1.1 Word Processing Application Software
1.1.1. Microsoft Word
1.1.2. LibreOffice Writer
1.1.3. WPS Office Free Writer
1.1.4. Google Doc
1.2 Bangla typing Software

1.2.1. Bijoy
1.2.2. Avro

1.3 Converter

1.3.1 Unicode to ASCII code (Bijoy)

O




= ASCII code (Bijoy) to Unicode

- Application

- CV

- Cover letter

- Report

- Project Proposal
- Mail merge

- Letter

- Email

- Envelopes

- Label

(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

(Written Test)
(Demonstration)
(Oral questioning)
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3.1. Page Orientations
3.2. Page Size
3.3. Margin
331 Top
3.3.2 Bottom
3.3.3 Left
3.3.4 Right
3.4. Header and Footer
3.5. Page Number
- Columns
[

- Text

- Drop Cap

- Signature Line

- Table

- Row

- Column

- Fitoption

- Merge & Split

- Alignment

- Repeat Header Row

08




- Illustrations
- Picture

- Shapes

- Text Box
- SmartArt
- Chart

- Screenshot
- Symbols
- Equation
- Links

- Hyperlink
- Bookmark
- Table of Contents

- Page Break
- Column Break
- Section Break

( )

( )

(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

(Written Test)
(Demonstration)

(Oral questioning)
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Font

Paragraph
Image size
Alignment

Footnote
Endnote
Bibliography
Index

.doc
.docx
pdf
rtf
Ixt
.dot
.dotx
.dotm

(Discussion)
(Presentation)

Y




(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

(Written Test)
(Demonstration)

(Oral questioning)
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(Discussion)
(Presentation)
(Demonstration)
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(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

(Written Test)
(Demonstration)

(Oral questioning)
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Printing Page
Single/Both side Print.
Odd/Even Page print
Collated

Page Orientation
Paper Size

Margins

Page Per sheet

USB Pen drive

ob




- Portable Hard drive
- Optical Disk

(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

(Written Test)
(Demonstration)

(Oral questioning)

(1)




(Prepare a Spreadsheet)

OU-ICT-CO-03-L3-V1

¢ R ® 6 L Vv

6y v | PerRr X®opyY

80




T

ot ST FYETFCEnA
BT ST SRANIBT
@ A5

T ( )

Calendar

Monthly budget
Salary sheet

Work schedule

Loan calculator
Organizational chart
Invoice

Inventory list

Result sheet

Data summery report

85




(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

(Written Test)
(Demonstration)

(Oral questioning)
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Page Orientations
Page Size

Margin

Top

Bottom

Left

Right

Header and Footer
Page Number
Columns

Text

Wrap text
Merge
Table

Row
Column
Merge & Split
Alignment
[llustrations
Symbols
Links
Hyperlink
Cell

89




o Sheet

Formulas
Values
Formats
Transpose
Paste Link

O 0 O O O

Xls
Xlsx
.CSV
xml

O O O O

(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

. (Written Test)
. (Demonstration)
o (Oral questioning)
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Arithmetic

+ (Addition)
- (Subtraction)
* (Multiplication)

/ (Division)

Logical

AND

OR
NOT

Relation

SUM

= (Equal)

< (Less Than)

> (Greater Than)

<= (Less Than Equal)
>= (Greater Than Equal)
<> (Not Equal)

SUMIF
SUMIFS

MAX
MIN

AVERAGE
AVERAGEA
RANK

IF (Nested If)

8¢




IFERROR
ISBLANK
Count
CountA
CountlF
Dateif
VLookup
HLookup
Index
Match
Concatenate
INT

O O O O O O O O OO0 O o0 0

List

Text Length
Date

Time
Custom
Number

O O O O O O

(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

(Written Test)
(Demonstration)

(Oral questioning)
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Text to Column
Remove Duplicate
Consolidate
Group / Ungroup
Table

Pivot Table

What if analysis
Hyperlink

Macro

O O O O O O O O O

Column
Line
Pie

Bar

O O O O

(Discussion)
(Presentation)
(Demonstration)
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(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

(Written Test)
(Demonstration)

(Oral questioning)

[

(Discussion)
(Presentation)
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(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

(Written Test)
(Demonstration)

(Oral questioning)

v
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Set Print Area

Rows to repeat at Top
Columns to repeat to Left
Page Order

O O O O

85




Printing Page
Single/Both side Print.
Odd/Even Page print
Collated

Page Orientation
Paper Size

Margins

Page Per sheet

O O O O O 0 O O

USB Pen drive
Portable Hard drive
Optical Disk

o O O

(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

(Written Test)
(Demonstration)

(Oral questioning)
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(Prepare a Presentation)
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(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)
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(Written Test)
(Demonstration)

(Oral questioning)

S. /
Q.
9.
8. -
G.
.
Q.
S.
Q.
9.
8.
c.
L.
q, , , ,
b
5.
do.
S.
Q.
o Tab
o Ribbon
o Bar
9.
8. -
¢
o Text
o Table
o Hlustrations
o Picture
o Shapes
o Customize Shape
o Text Box
o SmartArt
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Chart

Screenshot

Icon

3D Model
Symbols
Equation
Hyperlink

Media

Audio

Video

Screen Recording
Infographic
Object
Countdown Timer
Action Button

.pptx
.pptm
.ppt
.pdf
XpS
.mp4
wmv
Jpg
gif
.png
Aiff

From beginning
From Current slide
Custom Slide show
Slide sorter

L ERXOLY

(Discussion)
(Presentation)

(Demonstration)

(Guided Practice)
(Individual Practice)
(Project Work)
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o (Problem Solving)

. (Brainstorming)
o (Written Test)
o (Demonstration)
o (Oral questioning)
o.
Q.
.
8. /
o.
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8.
¢.
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S0.
o.
2
o,
o Subtle
o Exciting
o Dynamic Content
8.
o,
.
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/

(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)

. (Written Test)
. (Demonstration)
o (Oral questioning)
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8.
.
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.
8.
.
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q.
b
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o
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8.
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(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

(Written Test)
(Demonstration)

(Oral questioning)
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Collated

Print layout
Handouts

Page Orientation

(g}




Paper Size
Margins

Page Per sheet
Color

Header & footer

USB Pen drive
Portable Hard drive
Optical Disk

Pdf

Video
Handouts
Package for CD

(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

(Written Test)
(Demonstration)

(Oral questioning)
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Access Resources)

(Use Internet and

OU-ICT-CO-05-L3-V1
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L

Single Page documents
Multiple page document
Picture

Signature

Jpeg
-png
pdf
.bmp
Aiff

Offline Tools (Default application)
o .doc/ .docx to .pdf,
o .Xxls/ .xlsx to .pdf,
o .ppt/ .pptx to .pdf,
o .jpgto .pdf
Offline Tools (PDF to Others)
o PDF converter
o PDF Editor
o Foxit PDF Editor
o Adobe PDF Editor
Online Tools

Yo




o www.ilovepdf.com
o www.pdf2go.com
o https://pdf2doc.com/

WinZip
WIinRAR
7zip

(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

(Written Test)
(Demonstration)

(Oral questioning)
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Microsoft Edge
Google Chrome
Mozilla Firefox
Opera

Safari

Duronto browser
Brave

Yandex

Netscape Navigator
Tor Browser

Synchronization
Privacy and security
Autofill

Appearance
Language
Download
Accessibility
Cookies

History

Google
Yahoo

YR




Ask

MSN

Bing
Pipilika
Duckduckgo
AltaVista

(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

(Written Test)
(Demonstration)

(Oral questioning)

ad
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Free mail services
o Gmail
o Yahoo
o Outlook
Web mail services

Compose

Send
o Attachment
o Single Recipient
o Multiple Recipient
o CC
o BCC

Receive

Reply

Forward

Delete

(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)

L8




(Problem Solving)
(Brainstorming)

(Written Test)
(Demonstration)

(Oral questioning)
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Zoom

Bip

Meet

WhatsApps

WeChat

Remote Desktop Application
o TeamViewer
o AnyDesk
o RemotePC

Meeting Schedule

Nlte




Guest management
Session Recording
Screen Sharing
Messaging

File sharing

Dropbox
MEGA
OneDrive
Google drive

Google form
Microsoft form
Type form
Paper form
Wufoo

(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

(Written Test)
(Demonstration)

(Oral questioning)
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(Perform Basic Maintenance and Troubleshooting)

OU-ICT-CO-06-L3-V1
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ad

Hardware
o Device Power Issue
o Data cable issue
o Device Date & Time mismatch
o Boot Device fault
Software:
o OS Failure
o Application software error
Network:
o Network connection

(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)

Y




(Brainstorming)

(Written Test)
(Demonstration)

(Oral questioning)

(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

Ly




. (Written Test)
) (Demonstration)

o (Oral questioning)

-Print spooling
-Paper jam

-Poor print quality
-Printer status Offline

(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

) (Written Test)
o (Demonstration)
) (Oral questioning)

qo




/

Office Application Software
Bangla Typing Software

o Bijoy

o Avro
Fonts
ASCII (sutonnymj, ananda)
Unicode (nikosh, solaimanlipi, kalpurush, mukti,
vrinda, Sonar Bangla)
Antivirus Software (Sophos, Kaspersky, McAfee,
Norton, Bitdefender, Avira, Eset)

/
Printer Driver
Scanner Driver
Webcam Driver

O




(Discussion)
(Presentation)

(Demonstration)

(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

(Written Test)
(Demonstration)

(Oral questioning)
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Switch

Router

Ethernet Cable
Ethernet Port
RJ45 Connector
Wireless Adapter
Access Point

aR




(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

(Written Test)
(Demonstration)

(Oral questioning)
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(Assessor)

(Statement of Achievement)

(Evidence)

(Assess)

(Unit of Competency)

a8



a¢



, (Action Verb)

(Resource)

R\
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