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(Use Internet and Access Resources)
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- (Learning Outcome):

(Content):
?

- .jpeg
- .png
- .pdf
- bmp
- tiff

- Offline Tools (Default application)

o .doc/ .docx to .pdf,
o .xls/ .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
o www.ilovepdf.com
o www.pdf2go.com
o https://pdf2doc.com/

/
- WinZip
- WInRAR
- 7zip

(Assessment Criteria):
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¥ I L E AR OGNy

v
o

(Learning Materials):



(Learning Activity)
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jpeg, png, pdf,
bmp, tiff
Jpeg - JPEG (Joint Photographic Experts Group)
lossy
PNG - PNG (Portable Network Graphics) lossless
compression, transparency a wide range of colors PNG GIF
Pdf - (Portable Document Format) :
Adobe Systems \
PDF



. Connect a Wired Scannar on Windows




- Printer & Scanners




- Add a printer or Scanner

Printers & scanners
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| Printers & scanners
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‘% Canan RS0 ancies Prirter
Pows Mk Microms® Frist 10 P06

m MO XP§ Cacirrent Wite

Printers & scanners

v 51 Add printers & scannets

+ Add 3 prnter of scanner

W& othar Qeaces

Printers & scanners

&=
Eg) Canon ES10 sevies Prirter

tdoaa tri Microsol Pt 1o PDF

Lacannery
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Scan

Cannon MX410

Filo type

Image (PNG)

Offline Tools
Offline Tools

.doc .docx
XIs  .xlsx

ppt  .pptx
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Jpg .pdf
offline tools PDF converter, PDF Editor, Foxit PDF Editor, Adobe PDF Editor



Online Tools

5. www.ilovepdf.com
X.  www.pdf2go.com
©. https://pdf2doc.com
PDF to PowerPoint, PDF to Excel, Pdf to word, PDF
to jpg
» ¥ w P
@ (X . o
PDF to Powerpoint PDF to Excel \Word to PDF Powerpoint to PDF
X s .
5. < 2,
Excel to PDF Edit PDF PDF to JPG JPG to PDF

WinZip, WIinRAR, 7zip

-

£ Pin to Quick access
57 Pinto Start

[Tl Compress to ZIP file
Copy as path Ciri«Shift+C

2 Properties Alt+Enter

™ Open in Terminal

£3 Show more options

o


https://pdf2doc.com/
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WinZip
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; WinZip 27
W B] 12005 0t B [5 ek
Open Copy/  Rename
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Extact all

@ @ B @

= Open

fe Open with

£ Pinto Start

17 Add to Favorites

1 Comptess to ZIP file

Copy as path CisteShiltaC
2 Properties Alte Enter

© Share with Skype

£ Show more options Shitt+F10

- Extract

¢ e Extract Compressed (Zipped) Folders

Select a Destination and Extract Files

Files will be extracted 10 thes folder

B show extracted files when complete
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- Merge PDF
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Merge PDF

- Select PDF

Merge PDF files

Combine PDFs in the order you want with the easlest PDF merger available

0
Select PDF files
| seccrporrios P

or deop POFZ here
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ipeg, png, pdf,
bmp, tiff

www.ilovepdf.com
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- (Learning Outcome):

(Content):

- 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

- Ask

- MSN

- Bing

- Pipilika

- Duckduckgo
- AltaVista

(Assessment Criteria):

(Conditions):

(Learning Materials):
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(Learning Activity)

Learning Activities

( )

Resources / Special instructions

( )
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World Wide Web

Microsoft Edge, Google Chrome, Mozilla Firefox, Opera,
Safari, Duronto browser, Brave, Yandex, Netscape Navigator, Tor Browser

Microsoft Edge

Microsoft Edge

Web browser 2015
10
Microsoft Edge macOS, i0OS, Android,
Google Chrome
Google Chrome 2008

Google Chrome

Mozilla Firefox

Mozilla Firefox,
2004

Firefox Windows, macOS, Linux, iOS, Android

Firefox

Web browse

0



Safari
2003

M inbox (6) - engrbdsad@gmailee X | () ChanGeT x
€ = C O | & googlecom/chrome/

3 Apps @ Genting Started @ Unicode ToBjoy €. 3 35 Linux Basic Com..

Google Chrome Home The Browser by Google
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@ chrome
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: Save file

Would you fike to save thi file?

Ingtalling..

. e
. Get Started
L 4
i o
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Make Chrome your own

=

My

.’ E
Add bookmarks to your favorite Google Apps
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Pick a background
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Continue

. @
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Sign in and turn on sync to get your bookmarks, passwords and more on all devices

Your Chrome, Everywhere

]

o thanks

Google

Q  Seorch Goagle o tyae s UR

Vet Sere At shertais

9

5 ) &

18 raseg e

o g



behavior appearance
Synchronization, Privacy and security, Autofill,

Appearance, Language, Download, Accessibility, Cookies History

Settings
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o T ®

@ Settings

You and Google

You and Google
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Google, Yahoo, Ask, MSN, Bing, Pipilika, Duckduckgo 3

AltaVista
Google -
p 1998
Google <
Technology comparny a
Yahoo
yahoo/ a 90
Good evening!
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World Wide Web

2003
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Method of preparation / procedure (

(PPE)
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Required Personal Protective Equipment (PPE) (

Required Tools Equipment: /
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(Learning Outcome): -

(Content):

o.

2.
9.

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

Print

(Assessment Criteria):

(Conditions):
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(Learning Materials):



(Learning Activity)

Learnining Activities

( )

Resources / Special instructions

( )
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Web mail services

(Gmail)

(

Yahoo
Yahoo

Outlook
Outlook

. Gmail)

(election mail).

Microsoft

A

POP3 IMAP

- (comScore)

Microsoft Office



Create Account

For Myself
First Name, Last Name
Next
. Date of Bith  Gender
Next
Username
Username Next

Mot W wotteePorats 8 | [ Setes S Ovrven

€ 9 C O | & sumssgoogiecsmy s Satngniis
e @ GodE T T -

Go gl
Sign in

et pour D00k Accownt

[Formyser 1O

For my child

Gocgle

Enter your name

Create a Google Account

©)

To manage my business

Create account
Last name (optional)

Google

Basic information
Enter your birthday and gender

Month  « Day Year

Gender .

Google

How you'll sign in

Create a Gmail address for signing in to your
Google Account

Usemame
[ engrsaif.nsda01| @gmail,.com

M aa an " g

Use your existing email

0O




Skip

Next

Send

Skip

Google

Create a strong password

Create a strong password with a mix of letters,
numbers and symbols

Praswora

Confirm

[] show password

Google

Add recovery email

The address where Google can contact you if
there’s unusual activity in your account or if you get
locked out.

[ Racovary emall sidiess

Next Skip

Google
Add phone number

Phooe rumber ]

m [ 017230044161

Googhe el e Bas nuimbiee only Ter sccount secutity. Your nimbee
wan'! e winilhe 10 ofhrs, You can chnoss later whether to use i
other purpoees

Noxt Skip

Gougle
Verify your phone number

To make sure this number i yours, Googhe will send you &
text message with a 0-digit verfication code. Stanciasd
rates apply

B 01723004419

Back

08



Verify

yes I'm in

Next

Google
Verify your phone number

To moke sure this number is yours, Google will send you o
text message with & 6-dgit venfication code

B 01723004410

e vetbcatin code
| G- 373924 J

Sndart res apety

-

Go:gle

Get more from your number

I yous Bk, yOu <an acd your phone naimber 10 your account
for use across Google sevvices. Lesm more

For example, your number will be used to

[k Racenve video cals & messages

G Make Google services. including ads, more relevant
10 you

Meve options

Yes, I'min Siop

Go<:g|e

Review your account info
You can use this email address or mobile number

1o sign In later

Md, Saif

engraalf nsdal) @gmad com

Recovery mobsle number

01723-004419

Next

e



| agree

Compose
Inbox

Compose:

Send:

Attachment:

Single Recipient:
Multiple Recipient:
CC:

BCC:

Reply:
Forward:
Delete:

You're in control

Depending on your account settings, some of this data may
be associated with your Google Account and we treat this
data as personal information. You can control how we
collect and use this data now by clicking “"More Options®
below. You can always adjus! your controls later or
withdraw your consent for the future by visiting My Account
(myaccount.google.com).

Mare options v

@ . M LR B >
M Gerait Q

0
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s 122 vy
[

g Cammavty Ta TP ST RR——_—

Y



Gocgle
Sign in

Use your Google Account

engrbd saifigmall com n

forpst emul?

TOE Vi Compuin T Lise Gt mmode 10 s o sl

Learmn awere

Cruate sceourt

Google
Hi Md., Saif

& egrbasategmatzam -

[ S=owpassnina

fzeget pasawer

0 ek

*  Fored

[
»  rportanl
Mozt

0q

Ctrl+P
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CcC

Forward

?77?

0



IMAP

CcC

: Gmail)

(election mail).

80
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Method of preparation / procedure (

(PPE)
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Required Personal protective Equipment (PPE) (

Required Tools Equipment: /

83




- (Learning Outcome):

(Content):

- Zoom

- Bip

- Meet

- WhatsApps

- WeChat

- Remote Desktop Application
o TeamViewer
o AnyDesk
o RemotePC

- Meeting Schedule

- Guest management
- Session Recording
- Screen Sharing

- Messaging

— File sharing

- Dropbox

- MEGA

- OneDrive

- Google drive

- Google form
- Microsoft form
- Type form
- Paper form
- Wufoo
(Assessment Criteria):
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(Learning Materials):
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(Learning Activity)

Learning Activities

( )

Resources / Special instructions

( )
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AN O B DT

Google

Google Meet

AN O B Y DG
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Bip,

BiP
BiP , BiP <
’ ' ' Messenger
Software
WhatsApps
( . WhatsApp)
(IM) - - (\;oIP) | -
WhatsApp

WeChat
WeChat -

WeChat

Guest management, Session Recording, Screen Sharing, Messaging 8 File sharing

(Remote Desktop Application)

84



TeamViewer

TeamViewer TeamViewer <

Computer softvware

AnyDesk
AnyDesk

AnyDesk

Scware

A

N N

Google
Google Google

Google

8



Google

¥y L ehr >0

MEGA, OneDrive

L & AR X6 Ny

Google form

Microsoft Forms
Microsoft Forms Microsoft

Type form, Paper form, Wufoo
Online form

8>

Office 365
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Assessor Registration Form

This is use to collect data for registration of Assessor pool

)

€5,

Name of Candidate [ = Short answet -
¥ S aowwer -
D] @
B
®
Russtior E | @ wmuniple choice -
2
3
B 7 U ® % ) &) e
Option 1 @ =
- : - &=
Add option o add "Other :
@
Designation @ & | ® Dbropdown -
a
2. Network Engineer X =
©, =
3. Trainer X
=
=
4. Maintenance Engineer X

- Mandatory
Required

0O m@

Required ® :

@




Assessor Registration Form

This form is use to collect data for registration of Assessor pool

engrbd.saif@gmail.com Switch account

E3 Not shared

* Indicates required question

Mame of Candidate *

Your answer

Designation *

Lhoose -

Name of Organization *

Your answer

Maobile Mo *

Your answer

Email ID *

Your answer

@
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Google
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(Remote Desktop Application)

Google Google
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Method of preparation / procedure (

(PPE)
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Registration Form

foem 11 wme 30 cofect ot for regairation of A33ss301 300
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Required Personal protective Equipment (PPE) (

Required Tools Equipment: /
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5. http://medbox.iiab.me/kiwix/wikipedia_bn_all_maxi_2020-
01/A/%E0%A6%86%E0%A6%B0%E0%AE%97%E0%AT7%3BY%E0%AE%AB%ED
%AT7%8BY%E0%AE%AEENY%AE6%BFY%E0%AE%I5%E0%A6%BS

2. https://lwww.capuncless.ga/products.aspx?cname=correct+ergonomic+posture+compu
ter&cid=10&xi=1&xc=19&pr=73.99
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