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Training plan

Subject Information and Communication Technology

Date

Location | Municipality /Rural Municipality

Facilitator

Targeted Participants

B Staffs from Local Levels

General Objective

To enable the participants at the local level by increasing their knowledge and skills

about various IT tools and techniques

Specified Objectives:

At the end of this training, participants will be able to learn and implement

skill/Knowledge about:

®  Invention of Computer (historical development)

®  Introduction to Project Management Information System
® Traditional and Unicode typing

" MS Office Word

®  MS Office Excel

®  MS Power Point

" Surfing the internet, content search, & email

®  Smart / e-Administration, Smart Accounting/Auditing system, E-Procurement Process, rules,

and regulations

®  Presentation and document writing skill development / Public Speaking




Methodology:

® Brainstorming
®  Multimedia presentation lectures
" group exercises

®  Lab Works short speeches, Q & As etc.

Necessary materials, tools and resources:

Laptop/Desktop Computer With necessary software installed, Internet, LCD Projector , Sound

System, White board, Screen, Pointer, Pin Board, Camera, Printer, Forms, Attendance Register.

(Tentative Training Hall Layout ) :




Remarks:

1. To conduct effective training, to collect necessary information and to determine the
responsibility of all other works as per the need.

2. To arrange accommodation for the participants on the basis of availability of training hall and
number of participants. To manage the table to make it easier to do group work.

3. Although presentation material are in English, it is also needed to be explained in Nepali
language. While giving lectures and conducting exercises and discussions, the background and
interests of the participants will be taken into consideration.

4. To conduct lab works Internet and Office package Installation prior to training is deem

necessary.
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Training on Information and Communication Technology

Schedule

. 8:30- 11:00- 14:00-
Date/Time 09:00-11:00 12:00-14:00 14:30:16:30
09:00 12:00 14:30
Day 1 Chanter# 11 ) e historical " Chapter#4 MS Office Word Lecture + Chapter#4 MS Office Word
1 t t t
apterstlInvention of Computer (historica Interactive Lab Session Lecture + Interactive Lab Session
development) Lecture/Tutorial
Chapter #2 Introduction to Project
) " Chapter#5 MS Office Excel Chapter#5 MS Office Excel
Day 2 Management Information . . . .
. Lecture + Interactive Lab Session Lecture + Interactive Lab Session
System Lecture/Tutorial
. Chapter#7(from 12:00 noon)
. . . " Chapter3(till 12:00 noon)||Chapter#7(from .
Chapter#3 Traditional and Unicode typing . Surfing the internet, content
Day 3 i ] 12:00 noon) Surfing the internet, content .
Lecture + Interactive Lab Session . search, & email Lecture +
search, & email i ]
Interactive Lab Session
2 5 E
Day 4 =< Chapter#9 Presentation and document writing g " Chapter#6 MS Power Point é Chapter#6 MS Power Point
o] < ~
@ skill development Lecture/Tutorial — Lecture + Interactive Lab Session 3 Lecture + Interactive Lab Session
H
Chapter#8.1 Enterprise management system . . Chapter#8.2 Smart
" Chapter#8.2 Smart Accounting/Auditing . .
Day 5 (office ) ) Accounting/Auditing system
. system Lecture + Interactive Lab Session ] .
workflow management) Lecture/Tutorial Lecture + Interactive Lab Session
Chapter#8.3 Local e-Administration " Chapter#8.4 E-Procurement Process, rules, Chapter#8.4 E-Procurement
Day 6 challenges and issues and regulations Lecture + Interactive Lab Process, rules, and regulations
Lecture/Tutorial Session Lecture + Interactive Lab Session
. Chapter#10 Feedback form
Chapter#10 Team collaboration and . . . . .
Day 7 . . " Chapter#10 Presentation and Evaluation filling/Closing and certificate
presentation making L
distribution
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Session Plan

Session: 1
Time: 2 hours

Session Topic: Invention of Computer (historical development)

General Objective: Brief overview on historical development of Computer

Specified Objectives:

At the end of this session participants will be able to,
® Know the fundamentals of Computer System.

® Brief review of computer history.

® Know how generations of computers are evolving.

® Discuss applications of computers.

Contents of the session

® QOverview

® Introduction to Computers

® (haracteristics of Computers
® History/Evolution

® Generation Of Computers

® Application of Computers

® Discussion

14



Duration

Teaching-

Teaching Learning Activities (in Minutes) Learning Remarks
Material
Activity 1: Prior introduction and briefing about
objectives of this training prior
e Program Opening Speech along with 10 Oral Presentation preparation
objectives of this training in this digital by facilitator.
era.
Activity 2: Drawing attention of participants
e Personal and professional introduction of 10 Oral Presentation Class
participants and also mention the use of discussion
computer in their day to day activities.
Activity 3: Introduction to computer, 1/O, i
hardware, software, characteristics, history and 30 Pmolm?rrr?:(;?at Ele:,tle_rsrleiggg
generations.
Referred to
Activity 4: Evolution of computers 10 Video Presentation prvoi\é'edc?d
material
Activity 5: History/generations with pictures 20 Powerpoint Referred to
and Von-Neumann architecture multimedia PPT slides
Activity 6: . . Referred to
Class Discussion on Applications of computer 20 Class discussion PPT slides
Activity 7: feedback/evaluation 10 Questlobnar::all(l reffeed qu:;figﬁg;i?e
Session Summary
Wrapping up the session and providing 10

information aout the next session which is “MS
Office based on the routine.
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Session Plan

Session: 2
Time: 2 hours

Session: Introduction to Project Management Information System (PMIS)

General Objective: Brief overview on PMIS

Specified Objectives:

At the end of this session participants will be able to,
® Know about Project and Project Management.

® Know and explore about use of Project Management Information System, its

elements and advantages.

Contents of the session

® Qverview of project & project management

® Example of Projects

® [ntroduction to PMIS

® Differentiation between data, information and Knowledge
® PMIS Information sourcesApplication of Computers

® Key Functions of PMIS

® Elements of PMIS

® Benefits of PMIS

® [Limitations of PMIS

® Discussion

16



Teaching-

Teaching Learning Activities (ir?lli/?rﬂjotgs) Learning Remarks
Material
Activity 1: Introduction and briefing about orior
objectives of this Session 10 Oral Presentation preparation
e Objectives of PMIS session by facilitator.
Activity 2: Drawing attention of participants
10 Oral Presentation Class
e Ask the participants if they have any discussion
information about the subject
Activity 3: Introduction to Project, examples of 20 Powerpoint Referred to
project and Project management multimedia PPT slides
Referred to
Activity 4: Data, Information, Knowledge, 20 Powerpoint provided
PMIS information sources and PMIS objectives multimedia video
material
Activity 5: Functions, Benefits, elements of 20 Powerpoint Referred to
PMIS multimedia PPT slides
. Referred to
Activity 6. = . o PPT slides/
Limitations, Discussion on possible use of PMIS 20 Class discussion Classroom
in participany’s office for managing projects. discussion
Activity 7: feedback/evaluation 10 Questlobnanc?: reffeed qE(sztei:)rr?g;i? o
Session Summary
Wrapping up the session and providing 10

information aout the next session which is “MS
Office Excel” Based on the routine.

17




Session Plan

Session: 3
Time: 3 hours

Session: Traditional and Unicode typing

General Objective: Brief overview and practical of Traditional and Unicode typing

Specified Objectives:

At the end of this session participants will be able to,

Understand How characters are stored in computer.
Know encoding standards.
Know about Unicode and its advantages.

Install and type in Unicode traditional or romanized.

Contents of the session

Knowing Characters

Encoding techniques

ASCII

Limitations of ASCII

UNICODE

Advantages of Unicode

Traditional Nepali Typing methods and their drawback.

Nepali Typing Using UNICODE(Traditional/Romanized) Layouts.
Online Nepali typing.

Browsing using Nepali Unicode.

Create high quality document using Nepali Unicode.

18



Teaching-

Teaching Learning Activities (ir?lli/?rﬂjotgs) Learning Remarks
Material

Activity 1: Oral Referred to
Introduction to characters and ASCII 20 Presentation/PPT PPT slides
Activity 2: 20 Powerpoint Referred to
Knowing Unicode and its advantages multimedia PPT slides
Live class

Activity 3: 20 practical

Downloading and installing Unicode Practical session under
Romanized and traditional. supervision of

facilitator
Activity 4:

Working with text (Participants now are 90 rzz\ll\'[lier;%czjligt/ Class
encouraged to type and practice sufficiently Classwork Practical
using Unicode Romanized/Traditional layouts. )

Activity 5:

Hints, Online browsing and typing practice. 20 POWernoint Referred to
(Hints on special characters typing and multirr?edia PPT slides
grammatical punctuation options as well as type
and browse using Nepali key words in internet.)

Session Summary
Wrapping up the session and providing 10

information aout the next session which is
“Surfing the internet, content search, & email”
Based on the routine.
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Session Plan

Session: 4
Time: 4 hours

Session: Microsoft Word

General Objective: Brief overview and practical of Microsoft Word

Specified Objectives:

At the end of this session participants will be able to,
® Knowing Characters

® work with the basic features of Word

® create a new document

® work with a document

® display documents using various views

® select and work with text in a document

® use a range of font formatting techniques

® format paragraphs

® work effectively with features that affect the page layout of your document
® create and modify tabs and tables

® insert and work with clip art and pictures

® use the Mail Merge Wizard to perform mail merges
® print a document

® find the information you need in Help

® (reate high quality document designs and layouts

20



Contents of the session

Word Processing

Getting Started with MS word

Understanding the start screen

Word Screen

Navigation pane of a fully formatted Document
Shortcuts Menus

Dialog Box

Status Bar

Lab : Create a document following the instructor
Checking Grammar and Spellings

Printing Document

21



Teaching-

Teaching Learning Activities _Durfatlon Learning Remarks
(in Minutes) .
Material
Activity 1: Oral Referred to
Introduction to Word processing 5 Presentation/PPT PPT slides
Activity 2: 30 Powerpoint Referred to
Getting started with Word multimedia PPT slides
Live class
practical
Activity 3: 15 Lab work under
First Document & Working with document supervision of
facilitator
Activity 4: Powerpoint
. . multimedia/
Working with text & Text appearance 25 Classwork
Activity 5: 20
Working with paragraph Lab work
Activity 6: 20
Working with pages. Lab work
Activity 7:
Working with tables and pictures 45 Lab work
Activity 8:
Performing Mail merge 30 Lab work
Activity 9:
Printing document and getting help 10 Lab work
Activity 10: 40 L ab work

Preparing a document using above concepts

Session Summary
Wrapping up the

“Introduction  to  Project
Information System” Based on the routine.

session and providing
information aout the next session which is
Management
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Session Plan

Session: 5
Time: 4 hours

Session: Microsoft Excel

General Objective: Brief overview and practical lessonof Microsoft Excel

Specified Objectives:

At the end of this session participants will be able to,

® Applying mathematical functions in a large stream of data is easier.

® [arge application in major fields like data entry, accounting, financial analysis,

programming, financial management, almost in anything that needs to be managed.

® Visualizing data in larger data set (in form of graphs, bar-diagrams and pie-charts.)

Contents of the session

® Work with the basic features of Excel.

® (reate a new Spreadsheet.

® Work with a Spreadsheet.

® Display Spreadsheet using various views.

® Select and work with sheets in a Spreadsheet.
® Use a range of font formatting techniques.

® Format sheets.

® Work effectively with features that affect the layout of your Spreadsheet.
® (reate and modify the tables.

® Insert and calculate the required operations.

® Print a document.

® Find the information you need in Help.
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Teaching-

Teaching Learning Activities _Durfatlon Learning Remarks
(in Minutes) .
Material
Activity 1: Oral Referred to
Introduction to Excel Spreadsheet 20 Presentation/PPT PPT slides
Activity 2: 40 Powerpoint Referre_d to
. . : . PPT slides
Getting started with Excel multimedia
and handout
PPT/Live
class practical
Activity 3: 15 Lab work under
First Document inserting data supervision of
facilitator
Activity 4: Powerpoint
Working with formulas 15 multimedia/
Classwork
Activity 5. L . 30 Lab work
Preparing a document using given detail
Activity 6: 30
Freezing panes, views, sorting , filtering & Lab work
printing etc.
Activity 7:
Practice session for the lab work provided 90 Lab work

along with materials

Session Summary

Wrapping up the session and providing
information aout the next session which is
“Traditional and Unicode typing” Based on the
Routine.
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Session Plan

Session: 6
Time: 4 hours

Session: Microsoft Power Point

General Objective: Brief overview and practical lesson of Microsoft Power Point

Specified Objectives:

At the end of this session participants will be able to,

Understand and use basic skills for Microsoft PowerPoint.

Understand general interface of PowerPoint,

® Use various PowerPoint samples

& complete their own PowerPoint presentation.

Contents of the session

Introduction to Powerpoint

® (Opening powerpoint

® Views

® Applying Layouts

® Applying Themes

® Formatting Background

® Lists

® Adding contents: picture, chart, table etc.
® Image, Table, Chart

® Transition and Animations
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Teaching-

Teaching Learning Activities _Durgtlon Learning Remarks
(in Minutes) .
Material
Activity 1: Oral Referred to
Introduction to Powerpoint 10 Presentation/PPT PPT slides
Activity 2: 20 Powerooint Referred to
Creating new Power Point (PPT) file and muItin’F\)edia PPT slides
knowing ribbon and thumbnails. and handout
PPT/Live
o class practical
ACt.'V'ty 3'. . . . 30 Lab work under
Display file using views,knowing layouts and iion of
design supervision o
facilitator
Activity 4:
using a range of font formatting techniques & rZ?J\I/\t/i(ar;pe(Zilir:/
use of text formatting, bullets, lists. 30
Classwork
Activity 5:
changing and choosing suitable themes. &
Adding contents: picture , online picture, chart, 30 Lab work
tables.
Activity 6: 30
Transition, Animation and Slideshow Lab work
Activity 7:
Saving, Opening, Editing and Printing slides 30 Lab work
. Referred to
Activity 8: 30 Lab work handout and

Class work and evaluation

lab work

Session Summary

Wrapping up the session and providing
information aout the next session which is
“Enterprise management system (office
workflow management)”. Based on the routine.
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Session Plan

Session: 7
Time: 3 hours

Session: Surfing the internet, content search, & email

General Objective: Brief overview and practical lesson of internet, email & content search.

Specified Objectives:

At the end of this session participants will be able to,

® [earn about the Internet

® Work with different Browsers

® Navigate through Webpages

® Know about hyperlinks and URL
® [ earn about Search Engine

® Search contents in Internet

® Grasp concepts of Email

® (reate Email

® (Compose and send Email

® Attach a file in Email
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Contents of the session

® [ntroduction to the internet

® (etting started with browsers

® Understanding the start Screen

® Navigating through links

® Lab works - browsers

® (Content search

® [ab works - content search

® Understanding and using emails

® [ntroduction to webmail providers

® Setting up your email

® Inbox, Message Pane & Compose Pane

® Attaching a file

® [.ab works
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Teaching-

Teaching Learning Activities _Durgtlon Learning Remarks
(in Minutes) .
Material
Activity 1: Oral Ele;.?r;ﬁg;:
Introduction to the Internet 10 Presentation/PPT
and Handout
Activity 2: 20 Powerpoint Referre_d to
: . : : T PPT slides
Internet Surfing Stepwise with Demonostration multimedia/Live
and handout
PPT/Live
- class practical
Activity 3:
Lab Works: Start, Using browser and navigate 30 Lab work un_dgr
supervision of
between pages. -
facilitator
Activity 4:
Knowing and doing content search (eg. Search Powerpoint
for the products to want to purchase, Search for multimedia/
the recent news on the browser etc.) 20 Classwork
Activity 5:
Email, Webmail Providers and Setting up email. 40 Lab work
Activity 6: 30
Checking Inbox, Label, message pane, Lab work
attaching & composing.
Activity 7: Referred to
Class work and evaluation: signing up and 30 Lab work handout and

getting contact and composing to facilitator.

lab work

Session Summary

Wrapping up the session and providing
information aout the next session which is
“Presentation and document writing skill
development” Based on the routine.
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Session Plan

Session: 8

Time: 12 hours

Session: e-Administration

General Objective: Gettini familiraty with smart E- Administration, Accounting and Procurement

Specified Objectives:

At the end of this session participants will be able to understand and know about ,

® Smart administration
® [ocal e-Administration challenges and issues
® Smart Accounting

® E-Procurement Process, rules, and regulations

Contents of the session

® E-Administration

® E-Governmence/e-Government
® Smart Leading

® Smart Negotiations

® Smart Collaboration

® Smart Communication

® Smart Officer/Employee

® E-Administration example.
® (Content Management

® Backup and security

e ETDS

® Electronic Government Procurement (e-GP) in Nepal
30



Importance of Public Procurement in Nepal
Issues of Public Procurement in Nepal
Streamlining of Public Procurement in Nepal
Legal Provisions for Electronic Procu rement
Stakeholders of National e-GP System

Benefits of National e-GP System

Functional Coverage of National e-GP Sy system
Features of N tion al e-GP System

Overv iew of Registration ( Public Entity Procurement Unit)
Document Preparation

Contract Management

Practical Session
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Duration

Teaching-

Teaching Learning Activities . Learning Remarks
(in hour) .
Material
ﬁgtrln\/ilr?i/sgr:a(tliio-nA)dm|n|strat|0n(Smart Powerpoint Referred to
4 multimedia/ PPT slides
Interactive Lab Session and Handout
Activity 2: Powerpoint Referred to
Importance Smart Accounting/Auditing system 4 multimedia/ PPT slides
Interactive Lab Session and Handout
Powerpoint Referred to
Activity 3: 4 multimedia/ PPT slides

E-Procurement Process, rules, and regulations

Interactive Lab Session

and Handout

Session Summary

Wrapping up the session and providing
information aout the final session which is
“Presentation and Evaluation”. (Please distribute
the group division and Assignment printed
paper of Session 10)

32




Session Plan

Session: 9
Time: 2 hours

Session: Presentation & Document Writing Skills

General Objective: In depth lesson for Presentation & Document Writing Skills

Specified Objectives:

At the end of this session participants will be able to do,

Planing

® Preparing

® Practice

® & Presenting quality documents along with efficient communication skill.

® Keeping Quality Records.

Contents of the session

® Introduction to good Presentation
® 4 P’s for effective presentation.
® (haracteristics of good document

® (Correction of documents.
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Teaching-

Teaching Learning Activities _Durgtlon Learning Remarks
(in Minutes) .
Material
Activity 1: Oral Referred to
_Iptroductlon to presentation and good 10 Presentation/PPT PPT slides
writing. and Handout
Activity 2: 10 Powerpoint Ele;.?r;ﬁg;:
Importance and challenges of public speaking multimedia and handout
Activity 3: 20 Powerpoint Referred to
Planning and Peparing multimedia handout
Activity 4: . , 20 Powerpoint Referred to
Practicing and presenting multimedia handout
Activity 5: .
Dealing with Anxiety and stage fright: Live Interaction
encouragement to participants. 30 PPT/Practice ~and
motivating to
speak
Activity 6 . . 20 Powerpoint Referred to
Preparing quality documents and correction ; . )
multimedia slides
procedure.
Activity 7: feedback/evaluation 10 Questionnaireffeed | Referred to

back

questionnaire

Session Summary

Wrapping up the session and providing
information aout the final session which is “MS
Power point” Based on the routine. (Please
distribute the group division and Assignment
printed paper of Session 10)
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Session Plan

Session: 10
Time: 6 hours

Session: Lab works/Assignment, Presentation, Evaluation & Closing

General Objective: Presentation of participants, Evaluation and closing

Specified Objectives:

At the end of this session participants will be able to,
® Team collaboration and presentation making
® Doing Presentaions
® Public speaking practice
® Providing feedback

® & Collecting Certificates

Contents of the session

® Team collaboration and presentation making
® Presentation and Evaluation
® Feedback form filling (on google form):

® (osing and certificate distribution
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Duration

Teaching-

Teaching Learning Activities (in Minutes) Learnl_ng Remarks
Material

Activity 1:

Team collaboration and presentation making

Team under

(on the basis of the team members and topics 120 Intgractlon/Collgbo Supervision of

. . ration and practice facilitator
assigned participants are allowed to make
discussion and make presentation on powerpoint)
Activity 2:
Presentation and Evaluation (Nearly 10 minutes 120 Powerpoint Evaluation by
for presentation and about 6 minutes for feedback multimedia Evaluators
by the evaluators and other participants)
Activity 3:
Feedback form filling (on google form) At the
end of the training session it is required to collect Collected via
feedback from .part.lupants in the ggog!e form. 30 Lab work google fo_rm
The questionnaire is attached herewith in excel and making
sheet. Please mention name of respective trainer summary
on google form and do it for all 8 topics.
Activity 4:
Closing and certificate distribution 90 Closing ceremony

Activity 5: Distribution of the teaching/learning
materials to participants via google drive.

36




eI

HIgET: GoAT a9T €r qfafer I
Hu Ro firie
forer: Sl IS, SiRTETT HeargeR qU JHTH

FTUTUT 3T TH HAh] AT FWNTE%e FFohohT FAATS ST SHIRAETHT el T T T
FHAISHT TR TR TS |

e sevar: et s=aar wevmiiesd
" TS FHRITFEI T SR HRISHT a3 T Tee |
" Y RIS feTs Sucied Heamehe T dae |
m  TTEAT IR SO STHT U1 g8 |

TRt HEd fawaaeg:
" R IISHT AR
" TRTEOT AU AR
" yfSTeroTeRT HerdteRtoT
" STEIT 9eTd SR
" yfSTerer ST

PINEL
gfvreror - frents feRaTeRea arafer 1 COE] Hithaa

PraraerT § Fewriiee®! s AL RS
- Feurliee TAS Io HISTed |
IS ATl AT TRMSTE T SATBIT
TR |

Prama R TEH W Jevd < fawaeaeg YRre TATEE e | UeR g Tlee
o FADI W, I3, TaTg ¥ 99T F@g
FASTRE |

37



TTITeTuT — freRTS TohaTeheTa

TTeTeToT —

Brampam 3 ey wwardr seriees 338
o FeuNiiEeds qUEET BT ST TUR
THAET g T g ol drege |
o FH ASHH & % PTG WA Aegard |
o FEAiERATE SUE FHETArs e e

foraEq e FeeTed |

y e

ECESISE

PrareaT ¥ HEaeEr qand
YeanfiaTe AT qarre aley o gl Hf
AT FGE A B AT BEH T
TR |
Y® ARl AT SATHFAT HTIArS=T qa T
TS |
FT AT TSl HEAAT & AEATHT AN T
Hiepel AT TS TRE WA AR |
Tg BT AR AHT B G WA

FASTEE |

qyfee

e eI

A®HS U, HIAATIAT
BRH (3] I9)

P 4 BTN FEqiaen
o HUASH! T T ASTEE |
o TSI FEl JUEC T I AT T
TSTEE. |
o AT ASHN @ WA T HEA T
FASTE |

qyfe

EEREEE]

P & W GEdiE
o EWTEEH! HE NFEES WU g a9
AT TRUHT Frleeears qHas Fardis
TR |

y e

GEREBEES]

NS

Brampam © = TeaiwT
T G AU [y T8 Bk MU
3 U WHR 9TeT qreAswT | devniieeers
ﬁmqwm%ﬁ |
FHAGISAT AHT & BT
BRI & & [ATI8E T
AT TR TRUHT HRASHHAT F &
Prarwraree afear

y e

GRBEES]

NS

38




ufvreror — frente feramereTTa

WCWWWTW
TEWRITEedrs TRTETT TaTce! IR faaeT
REURE I IR
e iEeeTs FRIEH qeag i R
TRUH! R FeArgT wRW BEer T
TSI, |
TEATTEGATs ATavashdl T BT H9
FESHIT e |

et ST T Y
MTETHT TRTEATT AR Fehal WUHT
e e T T T |
e e T ¥ T
rEEETd IMHT TSR |
TEIEears 9ipT GewIdIs! Rl a=aarg
et it e @ wu a9
iy WA FTAFHH Hg S G A
TEERL

39

TroTeroT —




TEI T AT (ATSRCATEE TA13E)



T (I qRTET0r TSI "An Autonomous, Professional, Client
(] s SRTETT GRS O, 2oys gRT Efa) Centered, Gender Responsive National
- = ' Institute of Excellence in the area of

Local-Self Governance."

A
wl ;\

) o LOCal Development Training Academy

ESEEE== (Established by Local Development Training Academy Act, 2049) LDTA >>>

S

At
TS AT FAT HHT TRATHA HeATTd

1 Y i e st sfase o, 2oe gt @t O

\ -, Institute of Excellence in the area of

N T Local-Seff Governance."
- .

_ﬂ‘-Local Development Training Academy

EEEE== (Fstablished by Local Development Training Academy Act, 2049) LDTA >>>

T BT GiTeTor GRTSSTA “An Autonomous, Professional, Client 5
ntered, Gender Responsive National ! E !

At
FS‘:‘ T AR T AIATT TR FAeATor

P >>> +977 (1) -5522004, -5521051
F>>>  +977(1) - 5521521

E>>> Idta.org.np@gmail.com
W>>>  www.ldta.org.np

P >>> +977 (1) -5522004, -5521051
F>>>  +977(1) - 5521521

E>>> Idta.org.np@gmail.com
W>>>  www.ldta.org.np

TTYROT 329

= To enable the participants at the local level

by increasing their knowledge and skills

about various IT tools and techniques




At the end of this training, participants will be able to learn and implement
skill/Knowledge about:

= |nvention of Computer (historical development)

= Introduction to Project Management Information System
= Traditional and Unicode typing

= MS Office Word

= MS Office Excel

= MS Power Point

= Surfing the internet, content search, & email

= Smart / e-Administration, Smart Accounting/Auditing system, E-Procurement
Process, rules, and regulations

= Presentation and document writing skill development / Public Speaking

TteTeruTeRT fararee

p)

» |nvention of Computer (historical development)

» Introduction to Project Management Information
System

= Traditional and Unicode typing
= MS Office Word
= MS Office Excel
= MS Power Point
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= Surfing the internet, content search, & email

= Smart / e-Administration, Smart
Accounting/Auditing system, E-Procurement
Process, rules, and regulations

= Presentation and document writing skill
development / Public Speaking
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Invention of Computer

Historical development

P >>> +977 (1) -5522004, -5521051
F>>>  +977(1) - 5521521

E>>> Idta.org.np@gmail.com
W>>>  www.ldta.org.np

LDTA>>> MoFAGA

>>> Learning-Researching-Networking

Objectives
CONTENTS

To know fundamentals of Computer System.

Brief review of computer history. . Overview
To know how generations of computers are .

evolving. * Introduction to Computers
To discuss applications of computers. — Characteristics of Computers

— History/Evolution
— Generation Of Computers
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Introduction To Computers

* Definition:

« Its an electronic Device that is used for information
Processing.

» Computer.. Latin word.. compute
* Calculation Machine
* A computer system includes a computer,
peripheral devices, and software

Introduction To Computers

Memory is an area of a computer that holds data that is waiting to
be processed, stored, or output

Storage is the area where data can be left on a permanent basis
Computer output is the result produced by the computer

An output device displays, prints or transmits the results of
processing.
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Introduction To Computers

Accepts input, processes data, stores data, and produces output
Input refers to whatever is sent to a Computer system

Data refers to the symbols that represent facts, objects, and ideas
Processing is the way that a computer manipulates data

A computer processes data in a device called the central
processing unit (CPU)

Introduction To Computers

-

Computers produce output on davices
such as screans and printars.

—

A computer accepts input
from an input device,
such as a keyboard, Data i§ prOCOSSOT ) oy,
mouse, scannes, or the CPU according to
digital camera Instructions that have

been loadaed into the

computer’'s memaory.

A computer
uses disks,
CDs, and DVDs
1o permanantly
store data




Introduction To Computers

Computer

Performs computations and makes logical decisions

Millions / billions times faster than human beings
Computer programs

Sets of instructions for which computer processes data
Hardware

Physical devices of computer system
Software

Programs that run on computers

Introduction To Computers

 Capabilities of Computers
* Huge Data Storage
* Input and Output
* Processing

46

>

CPU Primary
Storage

Input Devices

Auxiliary Storage Devices Output
Devices

Introduction To Computers

* Characteristics of Computers
* High Processing Speed
* Accuracy
* Reliability
* Versatility
* Diligence




Introduction To Computers

History Of Computers

In 1822 Charles Babbage (English
mathematician, philosopher), sometimes called
the “father of computing” built the Difference
Engine

Machine designed to automate the computation
(tabulation) of polynomial functions (which are
known to be good approximations of many
useful functions)

— Based on the “method of finite difference”

— Implements some storage

In 1833 Babbage designed the Analytical
Engine, but he died before he could build it

— It was built after his death, powered by
steam

47

*Before the 1500s, in Europe, calculations were made
with an abacus
Invented around 500BC, available in many
cultures (China, Mesopotamia, Japan, Greece,
Rome, etc.)

In 1642, Blaise Pascal (French mathematician,
physicist, philosopher) invented a mechanical
calculator called the Pascaline

In 1671, Gottfried von Leibniz (German
mathematician, philosopher) extended the Pascaline to
do multiplications, divisions, square roots: the Stepped
Reckoner

None of these machines had memory, and they
required human intervention at each step

Introduction To Computers

Generations of Computers




Introduction To Computers

* Generation of Computers
* First Generation (1946-59)

* Second Generation(1957-64)

* Third Generation(1965-70)

* Fourth Generation(1970-90)
+ Fifth Generation(1990 till date)

Introduction To Computers

First Second Third Fourth Gen.
Generation |Gen. Gen.
Technology |Vacuum | Transistors | Integrated Microchips
Tubes Circuits (millions of
(multiple transistors)
transistors)
Size Filled Whole |Filled halfa |Smaller Tiny - Palm
Buildings ~ {room Pilot is as
powerful as
old building
sized
computer
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Introduction To Computers

Generation 0: Mechanical Calculators
Generation 1: Vacuum Tube Computers
Generation 2: Transistor Computers
Generation 3: Integrated Circuits
Generation 4: Microprocessors

Introduction To Computers

Some Pictures.....




Generation 1 : ENIAC

The ENIAC (Electronic Numerical Integrator and Computer) was unveiled in
1946: the first all-electronic, general-purpose digital computer

Generation 2: IBM7094
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The use of binary

In the 30s Claude Shannon (the father of “information theory”)
had proposed that the use of binary arithmetic and boolean
logic should be used with electronic circuits

The Von-Neumann architecture

Generation 3: Integrated Circuits

Seymour Cray created the Cray Research
Corporation

Cray-1: $8.8 million, 160 million
instructions per seconds and 8 Mbytes of
memory




Generation 4: VLSI Improvements to IC technology made it
possible to integrate more and more transistors
in a single chip
SSI (Small Scale Integration): 10-100
MSI (Medium Scale Integration): 100-
1,000
LSI (Large Scale Integration): 1,000-
10,000

VLSI (Very Large Scale Integration):
Microprocessors >10 0(§0 e £ )
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Generation 5?

The term “Generation 5” is used sometimes to refer to all
more or less “sci fi” future developments

Voice recognition

Artificial intelligence

Quantum computing

Bio computing

Nano technology

Learning

Natural languages

*Source of Knowledge:
The Mother of Information...
“The Internet”’
*The World Wide Web




So,

Let's discuss what are applications of computers
in our daily and official lives?

Applications of computer

Home

Computers are used at homes for several purposes like
online bill payment, watching movies or shows at home,
home tutoring, social media access, playing games,

internet access, etc.

¥ $ )
e <
Medical Field ]‘L o S

Computers are used in hospitals to maintain a database
of patients’ history, diagnosis, X-rays, live monitoring of
patients, etc.
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Applications of computer

Applications of computer

Entertainment

Computers help to watch movies online, play games
online; act as a virtual entertainer in playing games,
listening to music, etc.

Industry

Computers are used to perform several tasks in industries
like managing inventory, designing purpose, creating
virtual sample products, interior designing, video
conferencing, etc.




Applications of computer

Education

Computers are used in education sector through online
classes, online examinations, referring e-books, online
tutoring, etc. They help in increased use of audio-visual
aids in the education field.

Government

In government sectors, computers are used in data
processing, maintaining a database of citizens and
supporting a paperless environment.

Applications of computer

Training

Many organizations use computer-based training to train
their employees, to save money and improve
performance. Video conferencing through computers
allows saving of time and travelling costs by being able to
connect people in various locations.
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Banking

In the banking sector, computers are used to store details
of customers and conduct transactions, such as
withdrawal and deposit of money through ATMs. Banks
have reduced manual errors and expenses to a great
extent through extensive use of computers.

Business

Nowadays, computers are totally integrated into business.
The main objective of business is transaction processing,
which involves transactions with suppliers, employees or
customers. People can analyze investments, sales,
expenses, markets and other aspects of business using
computers.

Science and Engineering

omputers with high performance are used to stimulate dynamic
process in Science and Engineering. Supercomputers have
numerous applications in area of Research and Development
(R&D).

And Soon.............
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Objectives

To know about
® Project and Project Management.

" Project Management Information System its elements and advantages.
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Introduction to PMIS

(Project Management Information System)

What is Project?

A project can be considered to be any series of activities and tasks that:

Have a specific objective, with a focus on the creation of business value, to be
completed within certain specifications.

Have defined start and end dates

Have funding limits (if applicable)
Consume human and nonhuman resources (i.e., money, people, equipment)

Are multifunctional (i.e., cut across several functional lines)




Project and Project Management

Project may range from small infrastructure project to more complex
multipart project.

Project are the major tool forimplementing and achieving the strategic goals
of organizations.

Project management is recognized as a strategic competency necessary for
the survival of the firm.

iy
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Example of projects

Constructing a building or facility.
Developing a new product or service.
Organizing a meeting.

Software development.

Research.

Implementing a new business process. Etc.

So,

mention some projects that your organization has conducted, conducting or likely to
conduct in future?

Project Management Information System(PMIS)

* A project management information system is the logical organization of the
information required for an organization to execute projects successfully.

* APMIS is typically one or more software applications and a methodical
process for collecting and using project information.

® PMIS is not just one IT system; it's an entire system/approach including tools
and processes!




Data, Information, and Knowledge

® Data: Dataare raw facts. It is a discrete set of unorganized, scattered
statements about reality. Represented in the form of numbers, letters or
words.

® Information: Information is defined as data with context. Information
organizes data, with a meaning and relevance.

® Knowledge: Knowledge is information in action, or the ability to understand
the relevance of information and how to use it to advantage. The use of
information leads to experience and new knowledge

Your PMIS could include

® Scheduling software tools.

® Work authorization system.

Configuration management system (change management).
Document management system.

® Information collection and distribution system.

Interfaces to other online automated system such as corporate knowledge
based repositories.
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Data, Information, and Knowledge
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PMIS Information sources

® Internal Sources:

Updated baseline plans, formal and informal reports by project teams
information from quality management, HRD management, communication
management etc.

External Sources:

Government policy, Research publications, Commercial journals, industry
magazines, academic journals, websites etc.

6 Key PMIS Functions

4. Cost Mgmt &
Project Performance

1. Planning &
Scheduling

2. Budget &
Estimating

5. Project Progress
Reporting

3. Resource &
Procurement
Management

6. Data & System
Integration
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Objectives of PMIS

To compare the baseline with the actual completion of activity.
To manage materials.
To collect financial data.

To keep record for recording purposes. Etc.

During the planning process, project managers use PMIS
for budget framework such as estimating costs.

The Project Management Information System is also used to create a
specific schedule and define the scope baseline.

At the execution of the project management goals, the project management
team collects information into one database.

The PMIS is used to compare the baseline with the actual accomplishment of
each activity, manage materials, collect financial data, and keep a record for
reporting purposes.

During the close of the project, the Project Management Information System
is used to review the goals to check if the tasks were accomplished. Then, it
is used to create a final report of the project close.

To conclude, the project management information system (PMIS) is used to
plan schedules, budget and execute work to be accomplished in project
management.




Thus,

® PMIS is used by upper and lower management to communicate with each
other.

® PMIS helpsin planning, executing and closing project management goals.

¢ During the planning process, project managers used PMIS for budget
framework such as estimating costs,

® PMIS provides managers with decision-making support needed in planning,
organizing, and controlling projects.

Elements of PMIS

The Project Management Information System consists of input-
transformation-outputs-feedback.

r — e — e

* Data Analysis

» Data Storage * Regular Reports

* Data Retrieval * Special Reports
* Data Dissemination

Data Generation
* Internal Source
* External Source

Feedback

Benefits of PMIS

® Speed

® Capacity

Reduced Human Resources
Economy

® Accuracy

Optimum Decisions and so on

Limitations of PMIS

Possible high cost of infrastructure(hardware, software, networking) and
user training.

Not suitable for many (specially smaller) projects.

® Resistance to use by some persons.

Possible technical issues etc.




Thank you!!
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OBJECTIVES:

At the end of this session you will be able to

»Understand How characters are stored in computer.
»Know encoding standards.
»Know about Unicode and its advantages.

»Install and type in Unicode traditional or romanized.

\ CHARACTERS

A character is any letter, number, space, punctuation mark, or symbol that
can be typed on a computer.

Example :a,A $.#, -,),, 9,+ etc

All data in a computer is represented using 1s and 0s, so numeric binary
codes are used to represent characters such as the ones that appear on a
keyboard (letters, numbers, symbols, etc.)

Characters are usually grouped together in a character set. A character set includes:
*alphanumeric data (letters and numbers)
*symbols (¥, &, : etc.)

control characters (Shift, Escape etc.)




CHARACTER ENCODING
TECHNIQUES

ASCII

ASCII, abbreviated from American Standard Code for Information
Interchange, is a character encoding standard for electronic communication.

ASCII uses 8 bits to represent a character.
However,

one of the bits is a parity bit. This is used to perform a parity check (a form
of error checking). This uses up one bit, so ASCII represents 128 characters
(the equivalent of 7 bits) with 8 bits rather than 256.

EXAMPLE

Letter ASCIl Code Binary Letter ASCIl Code  Binary

a 097 01100001 A 065 01000001
b 098 01100010 B 066 01000010
c 099 01100011 C 067 01000011
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C Code number 67 c
—

Binary 01000011

C butten is
pressed

As you know, computers only understand 1&0.

Humans want to read and write with letters of the alphabet.
So we need a way of converting letters, known as characters, into

binary which the computer can then use.

ASCIl Table

Oct Char [Dec Hes Oct Char [Dec Hex dct Char [Dec Hex Char
31 28 a0 lpacel [ €4 40 100 @ a6 A0
1 TR ] ©w 4 I A EL ) .
2 ®x u & B 42 I B8 a8 62 b
3 /W a3 ow 6 41 W3 € &3 €
a ® M om B 41 04 o o Ae d
5 7 B o 0w A5 W5 E g e
& B W O & W45 M6 F 1z 66 T
o ar ar noo4& W e I ]
w @ om0 | mooam o oW i 6n h
a @ s | EE ST R 11 05 68 '
4 4 5 M o4a uz 106 64 |
ay 3 a3 ™ o4 nyox w1 a0 e
a g m ™ 4 1A 108 6O !
a8 w55 T 4D 15 M 108 6D m
a6 M 56 O T T 1o 6E n
ar @ a1y ™ oo nr o oo s
& M B0 B 5 1 ® E ] 1
W o} e 1 8L 5L 121 g Uz q
s m e 1 B % 13w 14 T B
51 3 63 3 B 5 123 5 us v s
52 M 6k 4 B 54 14 T 116 & t
85 55 BE & &8 8o 1y u
56 66 ® B 3 v 1B v
s 3 &7 B 5 127 W s 7 M
56 3 0 B B E 10 X 10 x
a m onoe B o T 17 ¥
5B I T2 W o 13 T 17z T z
58 3 73 sl s 13 123 {
B0 3 T @ s 13 1 |
0 W T a1 o as | 175 0 }
G 3 T = M S 13 ¢ 126 7E ?
FER TR s 17 ur I




LIMITATIONS OF ASCII ‘

The first big problem is that ASCII only includes letters from the English

alphabet and a limited set of symbols. DEPE] 7scil characters in English language

Representing the character sets for several different language structures is

not possible in ASCII, there are just not enough available characters. 1Over 1.1m [

Eg. If we type some Nepali character in traditional way like using preeti font it
was internally stored using English characters rather than unique value for
our Devanagarik letters.

UNICODE ISSUES

i We all are familiar with this kinds of issues
Unicode was created to allow more character sets than ASCII. .

Now we use
UNICODE to

overcome

Unicode uses 16 bits to represent each character. This means that Unicode

IrZr?Sgacn?‘k:h(gr;ec‘t);?Sszqg.ng 65,536 different characters and a much wider tkfOfn] j8{ kmfOn vlln Pretti kmG6df
6fOk ul/ glkfnLsf] /fd|f] n]v n]Vg'eof] jf
s'g} j+yfsf] ljwfg agfpg'eof] / c?n] grfl?g
eGg] p2]Zon] jf cGo sf/0fn] To;nfO{ Pdf df
sGeb{ ug{ rfxg' eof] . t/ sfllz; ul/ x]bf{ ;a}
clf/x? glkfnLdf geO{sg lgDg cg';f/sf] x'g

such issues

*Unicode can represent 65,536 characters
*Unicode uses 16 bits to represent each character

D t typed i
*Able to represent any universal character in the Unicode Standard U;TE"C':SE vylﬁle "
*There are adapted forms of the original Unicode standard capable of remain as it is no
representing millions of characters

matter whereever
we send it.

62



INSTALLING UNICODE NEPALI TOOLS

Extract and install it.
You can also download it online

Traditonal Mepali Unicode
K2 0-Googee InputToals
2 1-Googieinputiiepali
B 14-Tracitianal Nepali Urvcade

NOW ENJOY TYPING IN UNICODE

AU Mopal (Nepal) Now choose your
Gaogle Input Tosls preferred method
from bottom right
AT Nepsl (Napsl) ¢ 9
Mepshi Unicods Traditional La corner ot your
computer

AP Lewguage preforences

Ao e ST 0

Type on browser ,
email or any of your
document , now it will
not distort.
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‘ NEPALI UNICODE TRADITIONAL

Nepali Unicode Keyboard Layout (Traditional)

FHEEHEEEEEEEEEE
El Y 3 2 £ ] % o ||-at A2

ROMANIZED LAYOUT

"\ — N
~5 ! (-] * AN
et . L)L U8 |
3[ J"" ||ﬂl ERIES
; 3 L] 7| |u
L E__ .H)_L '( | L L
a:'|'=n BIERIERIE
acl||s® 1 g[[FF||aW L

‘) [ ? 11 3
AT swer
0 | YN J

il i i)
Fa T NS VR (T
bW |In¥W| MW

Sdincd 2 o)




"Hints on typing

Convert English text in Nepali by tool powered by google. The tool
automatically corverts and English text into Nepali. The sugpestions are
given under the text area.

Examples:

Hamro Kathmandu= BrAT H1aaTel
Nepal ko sambidhaan=uTd FfaE
Aadi kabi= 3TEY &0
Sagarmatha= HITATET

Gautam Buddha= IMaH 38
Pradesh= 933

Sarkar= TN

Nepali Unicode= #aTel ZAmTs
Madhesi= FEHT

Himali= fTedr

LAB SESSION

AYTTAT 00l HTTh! TSTaifcieh TRAdeT YRAT AP HedReh AT
SAEATTST gof Iy f.F. 00¢ HITAT I[E HeATolben! TATTAT 77| 3.4
R0ty FTeTh! IREdeT Ui T8 A-aToan! A IRade INT g I>arad
Waﬂéﬁrmwmwm TSIt Y 3ieremedier
T YA fSear 3fARRIPr cOaear 73T TAHT 9T Vs, 03¢ URFH

IFeTeeNer T OIS PIE HAcT I AR el SUAT cHafed

TINAT| f&H. 030 HGHAT 3§ HeATGISE TaId FFaetl HIH TS ar
FraTH F1A g o TARNT e Ao o sudfS e
AR AT PR Aed Tedaear T TAENT T 72 adrereT
FREYURT 062 ST & b [Seem FIH ATTAITA Aol HeddTd bl
TSeaT TRIMHeT FIATIEE Bl oo |
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ONLINE TYPE

Type in Nepali
.m You can take
I . online Nepali
Phmi, P eGSO R EE typing tool’s help
. I e - m——— also if you need.

I o AfAdcs 6 TA3S!!




YTIddic !
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Microsoft Word

Summary of Course

By the end of this course, you should be able fo:

= work with the basic features of Word

= create a new document

= work with a document

= display documents using various views

= select and work with fext in a document

= uyse a range of font formatting fechniques

= format paragraphs

= work effectively with features that affect the page layout of your document
= create and modify tabs and tables

= insert and work with clip art and pictures

= use the Mail Merge Wizard to perform mail merges
= print a document

= find the information you need in Help

= Create high quality document designs and layoufs.

Word Processing

= What is word processing?

= Word Processing refers to the act of using a computer to create, edit, save
and print documents. Examples of word processors: Microsoft Word,
LibreOffice writer.

= Online tools for word processing: Google docs, Microsoft word online. Both
are free tools anyone can access and use from anywhere using internet.

= We will be using MS Word 2013 throughout the session.




Getting Started with MS word

= Starting Microsoft Word

= Using Run: Click windows key  + R in keyboard >> Type
winword >> click ok button

= Start Menu : All programs > office > word

Word Screen

Quick Access Toolbar

T ————re

= Document Title
= Ribbon and tabs

Status Bar

Document Title

Nayigation panel

“Mavigation Pane

Status B
" View Opfions.

.
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Understanding the start screen

(_‘; Aa Title a

- Tite: Title Title #
Open from other : .

location

Navigation pane of a fully formatted
Document

Mavigatian




Shortcuts Menus

TimesMewi-(12 - & & o Ad-
A shortcut menu is a menu that appears when ‘BT U-A-iTeise

you right-click an object

Ty Paste Optians:

Status Bar

Page 9 of 14 1429 words [ English {United States)

Right side of status bar

Ed B - B + o0%

Left side of status bar
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Times New Re- (14 - K A
B I Mo oebs oK

Fore

Dialog Box e

= fart ey 5o
s e o ] e i
T - -

Pa- B 1=l

G-t f. == S
- Dl caze
Paragraph Datsw
Devtdn
Sample el

Th 2ot Dy Pt o Fre < ogles gl . ThE et et Furs et

sk tord adle saed.

seaspetat | | Teagres =

Lab : Create a document following the
instructor

= Creatfe ablank document

= Typing text

= The save as place

= The save as dialog box

= Saving a new document on your computer
= Typing numbers

= |nserting a date

= Document proofing




Checking Grammar and Spellings

Al ABC T 2% Eie i
5 EE A5 p 9% A
Spelling # Thessumiz Woed | Smart Traneiaie Lorguage M
Goamaar Count | Lockn | - - Comment

= click the Review tab on the ribbon.
Click Spelling or Spelling & Grammiair.

tractug | Lo ]
= |f the program finds spelling mistakes, a 3
dialog box appears with the first misspelled N
word foynd by the spelling checker. - o e
Spelling !
tabiels
aecer. | [ ignore as | 200

Lab works
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Printfing Document

= Click Ctrl+P or File
> Print.

e T * | Choose printer

" Belect pages to print

Thank you
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Spreadsheet is 2 computerized ledger.

Divided into Rows and Columns.

Excel is a “spreadsheet” which holds different kinds of information.

What is it?:

It performs calculations with mathematical and statistical functions

Spreadsheets It presents your information in a variety of ways, with visually interesting

charts and graphs

Basics Constants - entries that do not change

Formulas - combination of constants and functions
Spreadsheet is generic term; Worksheet is an Excel term

Workbook contains one or more worksheets
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Mictosoft Excel

Why to Study it?

° Applying mathematical functions in a large stream
of data is easier.

° Large application in major fields like data entry,
accounting, financial analysis, programming,
financial management, almost in anything that
needs to be managed.

* Visualizing data is easier even in larger data (in
form of graphs, bar-diagrams and pie-charts.)

My sales

|l I i i||_||_;__ i




Getting Started!!

Initially as in the image on the background we can somewhat see what excels'
initial interface may look like.

It has some excellent inbuilt guides which can deepen your knowledge about
excel.

Here well learn few basics only but you can v you have the cutiosity to

learn it.

Data Entry in

il s U gl it Cells

o g N—— ° Inside each cell as A1,
i A2,B1,B2,C1,C2,D1,
E1 we have filled some
random information.

Any information as per

= ———w our need can be filled

casily and modified
according per as our
needs and demands.
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Inside Excel Sheets

Initially, when a new option is
clicked in the main menu
somewhat interface like this will
show up.

* We can see rows and columns
have specifying naming pattern
like A, B, C, etc for columns and
1,2,3,4,etc.

* Like in chess the name of the 1%
cell is A1,2™ one in consecutive
row is B1 and the pattern follows.

- OuickAces Toolbar

L ¢ . Eaokl - Euel The Ribban 7 BN Pros

m UOME | MNSERT PACELAYOUT  FORMULAS  DaTa REVEWORONEW fwa € Neages™ 1Y
X ||Calibn -l =l o i wal - F ~ £ -t

B U- A A P - %
o N

Agnmant T Myt it
n fr 4— Formula Bar v
£ o (; F [ H I [ LlE T

1

1

]

&

]

10

11

12 v

13 1
shectt IR i

Worksheet View Option Zopm Cantral




Sheetl

Y

<

&

8

Shestl

Januar b

Clicktoadd a
new worksheet

o2

Copy, Cut and Paste

PAGE LAYOUT

B E % R’ s
1 Bl o v paceuavol
= 1
u - . E ¥ Calibii -

Paste

B T U-

¥ Farmat Painter

Faste Values

-
a Lz LS

Other Pirste Oyrions
¥ e L
Paste Specia
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Cell Address.

First

Basi, ... ..,

"

i o

and feerrula bar

B
»
o
—

Cell rarge ALAB
Cefl range A1:B8

al -

e Home e Fge Lo
% o £ 4
I, ik BT U- el

Top Layouts

* Top part consists of the layout as shown above. Here, it is more likely familiar with that as we
have seen in most of the texting editing tools.

Similarly, other have inserting options for pictures and all and other manipulation of tools as
required.

Exactly below this layout there is another one with formula.

We will get familiar with other tools with the entry practice we will do further.

& Sharw




Inserting data in

¥ CCS
rows and vk Futetist
Columns s D E $A%52  The column and the row da not change when copled
] 45 o z
; %l Farmula will appear in A%2  The ow does nat changs when capisd
[SELERTE T B S AT e i, A * Lets insert different rita | both the celf and the
e ) : formula bar. $A2  The columin doas nat thangs when copied
; data in the worksheet. :
- L * Each person’s details ar
- el ac 'pe son’s details are Click, hold and drag the fill handle ta & SR PR g
' - kept in the row. ‘ﬂ opy the formula to ad jacent cefls . B {3 o
¥ | 1 1 i i
W * Each column holds a 2itemn s P |
" . . 3 [ftem2 F: 1
petsons specific detail. 4 [ttem3 ] 1 [Plastic Sibvorwaro [bon of 100 | @1 & SR 78 e
5 [itema | —f 5 4 Maghins [bax o 250) |~ -az 5259
& (items E + Plates (bow of 50) | &) 514.25
T |iem 6 & Cups (bow of 75) 10| 511.99
& |item 7 3 o
5 item 8 [3 L]
10 (item 3 Fi
11 {ftem 10 5
12

; Using Formulas
2
i
4 i a e D 7 =
T 9 . v . - . -
£ > .
: e o = [ T T S g T o L TN YA o T, i T . * Tet’sseea Qxample on
5 jueme | se08 F ! " A T EEEBOCEBR DR - B i, how to insert formulas
3 Mem T Sz.00 Y L Y L J - - " n 1
10 {mams | sioe q : : " ol . for calculations.
11 [ltem 3 $5.00 F: x :—. : : : 1
12ty | 50 E e e ° Here we are going to
Rt} .
) ; " calculate Average marks
:: o = o ; for Test1, Test2 and
"N fun s tuna ey, . . . .
2 e T ; Final using inbuilt
3 Rem MTE
] — formula.
BBl o= e eaceivoir | romauss  pera 1R oumie
: b ol
A Z B ERB |
Isert  futoSum Recently Financial Logical Tew Dute& Lookup & Math & A %em
Function « kedr . *  Tumer Rafereece= Trge 2
Fustion Library :
= g g0t bncten o || comew |
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Using Formulas

* Click on the function
menu on side of

b function bar.
. = * It will show you
. - different options for
- - different calculations.

°* Let’s use Average for
our purpose.

Gaining Proficiency: Formatting

© Oleg Viasov, KIMEP, Fall 2002
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Using Formulas

°* Click on the function
menu on side of
function bar
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Excel Formatting

° Column widths
* Row Heights

* Numeric Format
° Alignment

° Fonts

° Borders, Patterns, and Shading




Format Cells Command
[Pt Cales — s ——

twamber | atorevant | Font | Borcer | pasens | Frotaction |
: Sampk
$E0.00

ecimal ploces: 2 =

ks

Currency formats are ued for genersl monetary valies, Use Accourting
forrmstrs 43 mbgn decimal ports 0 a column,

[ ] _awn |

Sorting and Filtering

- HOME  INSERT  PAGELAYOUT  FORMULAS | DATA | REVIEW  VIEW
™ [ Cannectiane e Ie f B
=3 alz -
g s T Rea B8 Remove Duplicates [
Get External | Refresh | Sert Filter Text to
Data = All- e Yo Advanced | Colymns data Validation ~

Connections Sort & Filter Data Tools

Filter (Ctrl+Shift <L)

Item
- [3 & | Turn on filtering for the selected
= cells,

Then, click the arrow n the column

1

2 ltem1 1/5/2015 3 ) hesder to narrew doswn the data,
3 tem 10 1/6/2015 y ||

4 (ltem2 1/9/2015 1/2 |

5 ltem3 1/5/2015 3 ——

6 |ltema 1/5/2015 Y2 @ Telime mare

7 |ltems 1/5/2015 1/ 2urcvas

8 |ltem & 1/5/2015 1/26/2015

9 item?7 1/5/2015 1/26/2015
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Freezing Panes and View Options

IEIE vome  NSERT  PAGELAVOUT  FORMULAS  DATA  REVIEW

EL] B pageLayout G5 Q l; |7C7L

New Window [ =

b 5 Amange Al -

Nermal Pege Bresk (] custom views | SNO% | Zoom 100% Zoomto | o Switch  Macros
Preview - Selection Freeze Panes~ Windows - -
Waorkbaok Views 2zoam . Unfreeze Panes

Az |3 rtem 1

e while scralling

of the worksheet

1/26/2015 1
3 Item2 1/9/2015 1/25/2015 scrolfing threws st
4 tem3 1/5/2015 1/25/2015
5 lema 1/5/2015 1/26/2015
6 ems 1/5/2015 1/23/2015
7 lemé& 1/5/2015 1/26/2015
& item7 1/5/2015 1/26/2015
o items 1/7/2015 1/15/2015
10 Hem 9 1/6/2015 1/6/2015
11 Item 10 1/6/2015 1/8/2015

Working with Chatrts

. e

FORAILES

DTA RN VW




Worksheet Views and Printing

L Page Break

Mormal View LU

Thank Youl!

° Enjoy Practicing !

* Working, Learning and Sharing !
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Printing Worksheets
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Print e
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Working with Power Point

Working with Power Point

P >>>
F>>>
E>>>
W>>>

+977 (1) -5522004, -5521051
+977(1) - 5521521
Idta.org.np@gmail.com
www.ldta.org.np

Objective
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WHAT IS POWERPOINT?




Opening powerpoint

iew 2
e by -
CGrcrag by >

Fetrosy Falder

Costomize this foider_

Tt
B WinRaR archine
et Dooavent
Gihve access o 7B Mo ol Winiatiant
Pew 3 | Hl WinRAR ZIP archive

Eraperies

© 7 Ribbon

Click to add title

ek tn sl subitithe
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Deign Transimions  Anmations  ShdeShow  Beview

Layout button




Applying themes

This Presentation

Office

Text: Formatting Bulleted Lists

Format Background
-

4 Fill

Using format background

Salid fill
= Gradient fill
E

Pattern fill

sre oF texture Hl

Hide background graphics

Preset gracdients
Type Linear
Direction

A

adient stops

Color

Pasition

Iransparency |

Brightness -4 3%
*
¥

Click to add title

= Click to add text Review View Developer

Text in the form of a bulleted list
Is the default content of this shide
layeut, To add a bulleted list, just
Click to add text and start typing.

Paragraph [

Bullets Drop Down
Button
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» Sagarmatha
* Annapurna

» Gaurishankar




Adding contents: picture, chart ,table etc.

The icans represent the six standard graphical elements that you might want to insert.

Table Chart Smartart

Picture Online Video
Pictures

Online Pictures
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ann

nsers Table |

Nammber of gobmes: | §
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Tables (example)

il Nepal 28.83 147,516
2. China 1,400 9,596,961
3. India 1,367 3,287,263

Amimations  SideShow  Rewew  View  Recording
& ] €& L
= e . ; "
Factting
| - ™ Y - -y * &
‘ = B M B E X K
([ O = X
m B r @D oK E
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Saving Presentation

-
chy the 1 of Slides in a Presentatl a2
in the slide sorter view, click and hald down the left mouse butten and =
ook i drag the shide to a new location, You'll see a line where the slide will be

placed when you releass the mouse buttan. This can alse be done in the
| Thuminail pane area of the Navigation bar.

— Select slide 4 and drag it above slide 3

You can also use the
Save button on the
Quick Access Toolbar
in the top left corner

Printing your presentation

[Ty
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T fA GRTETOr GRTSIA "an Autonomous, Professiona,Clent

1 £ Y e e st s 2 zove S vt Centered, Gender Responsive National

Institute of Excellence in the area of
~ Local-Self Governance."

Local Development Training Academy
(Established by Local Development Training Academy Act, 2049)

LDTA >>>

Surfing Internet, Content
Search and Email

+977 (1) -5522004, -5521051

F>>> +977(1) - 5521521
E>>> Idta.org.np@gmail.com
W>>> www.ldta.org.np

YV V. V V V V VYV YV V V V

Summary of Course

By the end of the course you should be able to:
Learn about the Internet

Work with different Browsers

Navigate through Webpages

Know about hyperlinks and URL

Learn about Search Engine

Search contents in Internet

Grasp concepts of Email

Create Email

Compose and send Email

Attach a file in Email
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Surfing Internet, Content Search and
Email

INTERNET

What is an Internet?

« Internet is the group of interconnected networks.
« The internet is the wider network that allows computer networks around the world run by
companies, governments, universities and other organizations to talk to one another.

* Internet Surfing means to go from one page to another on the internet, browsing for the topics of

interest.

» We will be using google chrome or Firefox or Microsoft Edge to access the internet.




Getting Started with Browsers

> Starting Browser

v Click on the Start Menu
v Type Chrome or Firefox or Edge

v Double click to start browser

Navigating through links

86

*

Back

Current tab

BB o

o

Understanding the start Screen

(W “a a8
URLBOX  NewTab
More settings

Google

=T -t

Search box

Segei

. Start an internet browser

. Type the address of a webpage in the address field of the web browser

. Identify and use common buttons on the browser toolbar like Back, Forward,

. Navigate or move Between web pages

. Exit the browser

LAB Works - Browsers

o Go to www.google.com and search for most popular websites and visit
any one of them by typing the address on the address bar of the web

browser.

Home




Content Search

e The first step is to open a Browser by clicking on the browser icon. Once the
browser open, type www.google.com or www.bing.com on the top of the browser
window and press the Enter key on the keyboard.

+ O sar | s iegegon

Google  mestoomiar s zat7 3 a . - |
i P e A
Top Toya 2017 - Hot Toys of tha Yaar : Targat Enop on Docgls eparmune
sl esieimpitiel 8
e A AR s PRt oo SvopbA Lt ot a7 s e s
Mg
0 Best Toys i Chriamas 2017 1 Bapalar i Best Selling .
bt e »
Srvszoncon

and Beys Toys

10 Basit Toys for Kids In 2017 - Hottes1 Kids Toys and GIft ieas for ..
B e e e
14,7818 | PO LERG: Koot ¥ Apoenpeno Trres & 1v18 Ivve o eservons Tes

amazon Best Sellers: Best Toys & Games - AMazan com
# Teys G -
Frd i g terea

Eabadt
Goarras B Gl

Pew Toys: Hostest, Mot Papular Toys of 2016 & 2077 | Matiel Shop
athal b - sttt Ao
e, g, s o
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* The browser now displays the large Google search bar. As you begin to enter
the phrase most popular toys of 2017 into the search bar, notice how the
search bar moves to the top of the screen as the words are typed. This
movement is normal; continue to type the phrase.

Google i Lo El
mee! popuiar oy
most popuiariows 27 Ealiainhie
et poruiar s by year
ot popuar ovs 2

LAB WORKS - CONTENT SEARCH

1. Search for the products to want to purchase.
2. Search for the recent news on the browser.

3. Search for the most beautiful places to visit in 2021 in Nepal.




. . WEBMAIL PROVIDER

Understanding Emails

« Today, the top three webmail providers are Yahoo!, Microsoft's Outlook.com
(previously Hotmail), and Google's Gmail.

To receive emails, you will need an email account and an email address. «+ These providers are popular because they allow you to access your email account

Also, if you want to send emails to other people, you will need to obtain from anywhere with an Internet connection.

their email addresses.

Email addresses are always written in a standard format that includes a user
name, the @ (at) symbol, and the email provider's domain.

The user name is the name you choose to identify yourself.

Merced Flores
to me =

Hi Julia,

YAHOOQO!

MAIL

'y ahenlitaly avallahla ae a eclantific foaneniitant for o

SETTING UP YOUR EMAIL INBOX

Sign up us“"g g°°gle or Hotmail or yahoo The inbox is where you'll view and manage emails you receive. Emails
are listed with the name of the sender, the subject of the message,

and the date received.

Google
Create your Google Account
(7] e Facebook Getting back anto Facebor Jun 29
= Google New sign-in from Samauny Jun 28
Olenna Mason Hey girl! Jun24
kil i g e gonic e ﬁ v Grace Ellington Volunteer Opportunity - 1w Jun 21
-~ - ,:. s Olenna Mason Lokestone studentartesh  Jun21

i werking for you

O =towpassword

S—— &n
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Message pane

Select an email in the inbox, it will open in the Message pane. From
here, read the message and choose how to respond with a variety of
commands

- a e & - % Mo 6als | ¢ >

Re: consultant for book weas % aE
Marcad Flores <mercad faras T 3@gmall coms Jun 1 - -
0w =
H Julia

I'm absclutaly avallabie ws @ sciantfic consultant foe your bookd Thaks so
mwieh for considaring me.

Marced

Attaching A File

G:@@!bf |
Cli

Clenna Mason

Pictures from Paris trip

Hi Olennal

Ive attached some of the picturas farm my irip as & ZIF file, They'ne all
JPGe 80 you shouldn't have any rouble viewing them,

dulla

Paris Photos. zip (37K) =

m A M & 8 @ oo @ Sewed W =
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Compose pane

Click the Compose or New button from your inbox to open the Compose
pane to create your own email message.

Herrl Roussaa

Thank youl Appointment Confirmation

Hi Henri,

Thanks again for coming 10 the grand cpening. It was very nice

you. I'd like to confirm the appainiMEent you made to come In Saturday at
1200 far your sibling partrait. | know your parents in Canada are going to
tave )

See you Saturday,
Elsna

BEN: @ & s @< o " -

LAB WORK - EMAIL

e Sign up on one of the top three webmail providers are

Yahoo!, Microsoft's Outlook.com or Google’s Gmail

e Sign In using Email ID and password

e Obtain one of your friend’s Email addresses

e Enter the friend’s email address on the recipient box
e Compose the mail (Include Subject and the content)

e Attach any files (images, txt, docx) but consider the

size (limit within 2-3MB)

e Now send the message to your friend




@mﬁ'&r T gfireror gfasat an avon

us, Professional, Client "
‘\vr; (T fr gfmeT SR O onmmﬁm‘m p on

b D |

_ﬁ‘_Local Development Training Academy

SRS (established by Local Development Training Academy Act, 2049) LDTA >>>

Smart Accounting / Auditing

system

P >>> +977 (1) -5522004, -5521051
F>>> +977(1) - 5521521

E>>> Idta.org.np@gmail.com
W>>> www.ldta.org.np

ETDS &y et 227

« FAAAT WMol T TR TS Al ] WIS AT
TN TEAHFHDT Fl TFT FawTen |

* TR ATARSH] TAHH! Tld Fld [AEHT details Sheet TR T |
* Rajaswa.gov.np SC Online FER TR T |
* Online Voucher T 3 TEA=aa a1 TeAT T4 ToT3 |
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TDS Means

TDS stands for tax deducted at source.
AT VA AR T A B AT e
an%a»‘rﬂwﬁwmﬁfg%mwﬁﬁs Wi 9T
TEIHT Hoad] T F SAhelg SebT [4aT UAel el gieere
FT FF M dee qEt mﬂ"{ﬂgﬁw’amﬁaﬂmaﬂmﬁaﬁ
|

I FHEY T3

FAATEHT ERGEUED Elaricy
T TR mw%m utgql NEE

ETDS: A1 UF,_ATgHF Taae. Go] \;rﬁri%ao‘r FART AR mdgovnpﬁ

ortal RISk FTEAR] W,
P T T T, o o

sty g

e sty wrwel e i e




Omiiine E-Services
=143 Integrated Tax Swstem
I Genaeral

Verified g:rq- R S 1 Pegistrationd PAN, VAT, EX0CISE)

g

[==]
== [ WA
= [} Estimmated Return

a Ird.gov.anFT Browser @leat B e T iy e W

O aerar e T el 9t =B [ Excise

m = E-TIx»S
Dm f > il m I = L) Diplomatic Riefusnd

oA [ Health Tas
= ) Education Tax
= [ Electromnic Billing
= ) Other Offices

FAEEE T TR | AunwnT e || e v

o o
Separe @S UIod AT YA 3Io‘-lclf-| T mmt v
;\-'r.':'mﬁ.:{ﬂ'ﬁ:':_.
g A =
* E-TDS AT click 311 | ® wum Owtm -
© FEGOT SAARRY el | o =

A

° Register?lﬁ' | S

e P e oD [~ HTE R 3000w, (85 HEET SETIEE W HE

. f. mw wowss - 3R

FRE  vvremor 2 2077.11.0%
= o
Register Fesst

F2: TAEIEEA AT updsts, check T prnt THET ST BE90F 7., FATERIET 715 T OHAS TS 1
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10, Examination Control Dnsion

Example
IR0, Laltgur-t x for
e Eioe sdunp sample
015260535 data

Pulchawi, Lalrpur

£ o
ife E-n
fiagaber | Fmwst
iy R R ipdate, chad T print TR AT RIS A, BT 510 T OGS AR
A T anam
TR e dr KO, Exan BB o v s WO7TARDL FR

Dawrbons Savrie Loadii Ele Load ECE P Save Aecedstn WML fle  Soe Records bo EXCEL e

Motai- azca; Se 1wl ba fgnersd dumg upkead

o
a3 TR - W@z FlEz e BREEE
o A TR @ Eghs O Nepdl b Sawt
& Bouta il | Add fusat H s o semt
e
== witws_ | I L

Heveon itz nabah
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TUTS HRET Yde TemeT gHat 1
TS HieEE . 770029405134
TSR 108
gL

fugiese®i M :  10E, Examination Control Division

HTALFL ¢ Inland Revenue Office Lalitpur-1
FAHF:

B A 015260636

EAET Pulchowk, Lalitpur

. ravdm amwa . 2077.10.01

TDS Type:
Individual of Proprietorship Firm 1.5%(11111) =19
Remuneration Income Tax 10%, 15%, 20%, 30%(11112)=20
Social Security tax based on Remuneration 1% =33

s 20772029 BS o
T WA . FREwS! A T 0EaE R
=T weE A T N
A B C D E F G
Date ‘ Payment
Pan Name T Date TDS Amount | TDS Type
Type Amount
1123456789 Aarati Gurung 2071.06.31 BS 16.205.80 162.06 33
987654321 Aashika Bidari 2071.06.31 BS 17.162.00 171.62 33




For 1.5% (TDS)
For 1%

Date Payment

e g | O | ype | amount | °'"°""‘|mm| Pan Name TDate e e TDS Amount | TDS Type
|108741434 20770730 BS 43.190.00 375.00 i3 "IPE Amount
110202158 2077.07.30 BS 37,190 0¢ 323174 3
108750857 W70 BS 290000 3843 1 302971842 2077.07.30 BS 5,400.00 81.00 19
108726059 WTI0730 BS 32900 00 315,08 EE i
|10ereeen WTT0730 B8 RsWM WM EE] 606590471 12077.07.30 BS 24 115.00 361.73 19
(108737712 20770730 BS 3193200 35460 33 T
108730135 077.07.30 BS 20,778 00 25450 3 600231228 20770730 BS 6,760.00 101.40 19
|108TETEET 0770730 BS 20,778 00 25480 3 I
108767560 2770730 BS 07800 25460 1
108753008 0770730 BS 207700 259860 ES

10E, Exam 2077 kartk TDS

For 15%

| | | pate | Payment | B

Pan Mame TDate TOS Amount | TDS Type 300 e i 3 i :
Type Amaunt e

| 104451556 2770730 BE 1,200.00 180.00 20 s

| 104434058 20770730 BS 1,200 00 180.00 20

1101111388 20770730 B8 1.200.00 18000 20 L i =

| 10ER0073 20770730 BS 1,200.00 18000 20 i —=

| 104522724 20770730 BS 1.200.00 18000 20 judiag Euiite

| 10608517 20770730 BS 1,200.00 18000 20

| 10GN6E46T 20770730 B3 1.200.00 16000 20

| 109880673 20770730 B8 1,200 01 180.00 20
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After Complete File Upload

L P e ——)
SRR
2k A - VA DR i e
s bt o Bl
=t TEER IR @ Eagah tazmh = et
Y TN BT —— S T —
T
= 7 e
;9
£ @
;S 9
P
- @
;9
;e
L @
# P N Total recods: 38
TR JB0AGEE0
o e e 1140350
sivars b
wfRmA s Tronzee0side e el A e 10E, Evamination Cantral Divisine i
i e i i
» Tax Office s »
p— i Add. Fmast.
oy T

1E5230E6 Bark Reconciled with 4. &
16529858 Bark E 2 23 oled with 3 4
1E52565T Bark ) Reconcled mith 4

wo fEfrgm T 11103.50

Note: TDS File Upload I Fel ST#AT T HiTX I[OREH Fol ST AT Afard Tuar ffeqg o |

00
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Voucher Entry Process

A | EnEE

o e T e AW E Bomte (oo Sheste

Kd, Feadd

W mamin PRwes  dwies

. v v e AT

m W

MNepal Government
Ministry of Finance
Inland Revenue Department
(TDS at source system Form)

Submission No. 770029405134

PAN No. :

E-Mail : exam{@ioe edu.np

Phane ; 015280636

Name : IOE, Examination Control Division

TDS Collection Period: From 2077.10.01 To 2077.10.28

Inland Revenue Department's Name : 0 o0 0 aice Lalitpar-1

Verified Date

Record has not been verified...




T T g : T

tREEw

T
im0 frdewd de FuRiesvaiAm;  [OE Examination Contral Dvisian,
Chalapat, Lalipie
Peint Previen  Priot fenew imEngish | Downigad Sample: Sate Recards i ECF fie
Tioke:-First row of excel is reserved for header. So t will be igmored du
20l FE LA ki tREw
2t A A wEFaw  GEwish Ol 38

AT T ok o |

Transaction already Verified!

Any Query ?rr???
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Nepal Government
Ministry of Finance
Inland Revenue Department
(TDS at source system Form)

Submission No. 770027469350

PAN No. :

E-Malil :

Phone : 015260636

Neme : |OE Examination Control Division, Chakupat, Lalitpur
TDS Collection Perled: From 2077.07.01 To 2077.07.30

Intand Revenus Department's Neme : Inland Revenue Office Lalitpur-1

Record has been verified...

Verified Date 2077.09.14

Thank you




T B GRT&Tr GIASSIA “An Autonomous, Professional, Client

1 7 AN s e e st @, 2oue gRy e Contered, Gender Resporsive National =
4 . Institute of Excellence in the area of
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- .
) Local Development Training Academy

SRR (Fstablished by Local Development Training Academy Act, 2049) LDTA >>>

Electronic Government
Procurement (e-GP) in Nepal

P >>> +977 (1) -
5522004, -5521051

F>>> +977(1) -
5521521

E>>>

|dta.org.np@gmail.com

W>>>

Importance of Public Procurementin Nepal

+ Around 60 to 70 % of the annual national budget has been allocated for public
procurement, out of which:
Other
Services
5%

96

Electronic Government Procurement (e-GP)
in Nepal

Er. Amod Ulak
Public Procurement Monitoring Office (PPMO)
Kathmandu, Nepal

Issues of Public Procurement in Nepal

Efficiency, Transparency, Competition and Value for Money information are not
available due to lack of consolidated database resulting:

v  Quality deterioration }

u « Time and cost overrun }

u » Inadequate capitalexpenditure }

v » Poor monitoring of procurement and contract J
management




Streamlining of Public Procurementin Nepal

T
Reform Imitative taken care to minimize the procurement issues:

« Enactment of Public Procurement Act, 2007 and Public Procurement
Regulation 2007

« Establishment of PPMO and Public Procurement Review Committee, 2007
» Government Policy to use e-GP system
+ Amendment in PPA and PPR based on uses and international practices

» Development and implementation of e-GP systems (Phase I & Phase II)

Legal Provisions for Electronic Procurement

[
WUS (6€) EATYC AUTS TTaT T o FATA 2063.90.3
VHOTHA T e ARG E | & ORET  go

A T RHRT AR GRE T o, 0§ ¥ B ST (9) oW SN
GRT ] T BT WA T {37 FG & L W) G R0 BY W WA WA Iew
FATT O TR W R T T q 3 THTOSFT T G L T T I
TREH F

fagT O @ yoTrel aeT fAeT, 06y — gwT 39

& FGA TRE JOTTRDT FHT TR TG
- O TolE AreaTaih! ot GRTAT

% TIAERT TOTRAHT AR TRKORT T
- R HS OFF TRTTEDT FHIT & RGP GREHT
- §0 WO AT TN A ©GAT
- R0 FoTE HraTadIDH! U AT GREHT
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Legal Provisions for Electronic Procurement

Public Procurement Act- Clause 69 and18

R T T TerER WiE SR g EE (9 aEee
repraer @i Frier T ar 9y enar favdia srfat e A
AT TG |

() FEH (9 Fwfrn frgda wonediame gy afesr sty
YUTEAr T TR AT (R SEE |G A e
frafeer Y s e |

Public Procurement Regulation- Rule 146

s, Pl FouR ATt WAt (D qEate aftE ST e
BT T €% T YHOCTET AT USer AT WEw e v P wfe
WO 9T, FoAT T SaeeaT e |

() T Pread Suftaw (9 st @ aoer fegde afe
YUITEAIAT g WE Wi FREE ®earad T 96 |

Stakeholders of National e-GP System

Execute Contract

Bidding Community

View Opportunities
and Participate in
Bidding Procedure

51-

General Public

. ‘ e-GP System 3
Citizen » N
Monitoring — b
' | Issue & Verify

s . v
OversightAgencies . Instruments

Keep on Monitoring

National




Benefits of National e-GP System

Current Benefits of National e-GP System

- Follow Regulatory Act and Compliance

- Internet Based Centralized System
Minimized collusion and Ri(zlg::odc;‘;zl:n:l;ﬁuc;getglne Easy access of nati'onal - Integration with other system
intimidation and improved process and international bidders
improved transparency P effici er?cy in procurement - Document Encryption and Access Control Mechanism
- Transparency
- Increase Competition
Pro ment information Consolidated database of - Single portal Procurement practice
(Pg‘lMIz} - 'easydm(gxito_ring Improved liggulatory C(():: :‘:{écl:tosr;ggg’ ﬂ:{s S/ - Running Full fledge interactive module based system
analysis and effective compliance in future to monitor bid N . .
decision making capacity - Online document preparation & Publish
- Online Addendum

- Unloadable Features

- Online bid submission

Banking interface Module
- Profile Management

Document Management

. . o e
E-GP Statistics S TobAl E-GP Statistics
LML
Titla Court
Online Contract Detals
Acts Pabe Entee s 5 Total Published Bids Details (Count — Amount in Crores) 45,731 434827
| 19,963 38
v e e ] v
e i 14,953 98 15.093.01 I o
~ A [\
Ceset Bty o N A [}
- fosi [
348354 1 i ssagsz/\ | |
T PN e PN |
Calogary No i Bids ; \ \ O\ [ 5|
Bonds i s irarg bch l \ \
b/, Vo .
s s o0 n"e'ﬂ opo-Dpo \5&0
42016 Sep-2016 16 w2017 Ma2017 Mae20l7 2017
Conuimescy n Month-Year
Omer Sarnces L3
Wores Pre eathcainn L
Conspmacy EO1 "
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Functional Coverage of National e-GP Sy stem National e-GPModules
[
Public Entity
& User
Registration
o Procurement
omrac Plan . =
Management Management Banking I ° + Public Entity’s Module
WEOEVERN. Bidder’s Module
oo Interfgc.efor Modules
Procurement Securities/ odu « Banker’s Module
Public Vocabulary Guarantee
Procurement| — = Verification
Management Onmac Complaint
Information Awarding Mana:ement Integration B PPMO/Public Entity's Module
System with Other PPMIS User’s oht Modul
(PPMIS) Systems Modules Oversight Module
Notification (Tax Regist-
ration System,
Bid Central Bank)
Evaluation daly
Submission
Bid Opening

Bid Response JV, Letter of Bid, Technical Details, Financial Situation, BoQ, Price
Modules unctionality Coverage Submission Adjustment, Fees and Security, etc.
Coverage Bid Opening System Generated Bid Opening Records (Muchulka)
PE Registration ~ PPMO (Super User), Ministries, Departments, Regional Offices, Bid Evaluation Legality Test, Completeness Test, Technical Test, Commercial Test,
Division Offices Evaluated Price, Qualification Test, Special Test
PE User Admin, Creator, Reviewer, Approver, Account Officer Contract Awarding LOI, LOA, Contract/ Agreement Document
Registration Complaint After LOI before LOA
APP Creation Estimate Creation, Revision, Lock/ Unlock Management
MPP Creation Approve by Secretary of Ministry Contract Assign Project Coordinator, Update Work Schedule, Update
. Management Physical Progress, Certify IPC, Forward to PE chief, VO, Price
Bid Document Works NCB/ICB, Goods NCB/ICB, Consultancy (EOI/RFP), PQ- Adjustment
Preparation WORKS ICB, SQ, System Generated Bid Document i X
para Q. Sy ! Payment Bill Claim by Contractor
Bid Addendum Similar process of approval cycle as bid document preparation Management
Bidder Organization Detail, Account Details, Documents Details Dispute Capture Final Value of Dispute
Registration Management
Bidder Profile Personnel (Staffs and Officers), Financial Details (Balance Sheet, Banking Interface Bank Registration, Branch Registration, Maker/ Checker
Management Annual Tumover, Income Statement), Contract Details (Bolpatra/ Registration, Verifying Bid Document Fee, Bid Security,
Non-Bolpatra), Litigations, Documents, etc. Performance Security, Advance Payment Security
Security Features User Credential, SSL, Data Encryption, Time stamping, OTP
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Features of National e-GP Sy stem Features of National e-GP System

Public Entity Management
1. Maintain PE Hierarchy

Procurement Category Procurement Method 2. User Management
1. Works 1. NCB 3. Role Management
2. Goods 2. ICB 4. Access Control
3. Consulting 3. Sealed Quotation 5. Task Delegation
4. Others

Bidder Registration

Bidding Type Document Type 1. Register New Bidder
8 2. Block Bidder

1. Single Stage Single 1. GoN Online
Envelope 2. Gon Uploadable
2. Single Stage Double Bank o
Envelope o BANE,
1. Register Bank and Branches 1
2. Bank User management ' ' l I
. Procurement Unit
Features of National e-GP System
[
P t P ti . . .
rocurement freparation Email Notification System PPA 7(3)(a)
1. Annual Procurement Planning .
Document draft , review and approval system. 1. TaskNotifieation A Public Entity shall establish a procurement unit or assign the responsibilities thereof in order to
Online Bid Document Generation 2. JV confirmation carry out the following acts:
Copy bid functionalities 3. OTP confirmation Proparnga procurement plan,
Online tender publish 4. LOIL LOA, Contract Award .. T o
Uploadble module 5 etc Procurement Requ151tlon PPR5(2)

Online BoQ / SOR
Addendum Publication
Bid Query

o I I Y

Report Generation
1. APP/MPP report

Procurement Execution 2. Bid Document
P . . 3. Evaluation Report

1. Bankl.ng instrument yenﬂcatlon 4 Muchulka Description v

2. Opening and efzaluatlon . 5. Comparative Chart (ﬁ%a(%g i thor U i

3. COnhilef EI/a(liuatlon report generation 6 Contract Document . E:riliig'of rgeo(gg,:r: o o :)I';eb%rrlﬁzl.o

4. Complain lodge 7. Billing the goods o

5. Contract Awarding
6. Contract Management

"
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Overview of Registration (Public Entity ~ Procurement Uni

>> PPMO register Public Entity and its admin
>> PE Admi n registers procurement related users

<Hd4—-—HzmOoO~-rwcT

Approver

@ Reviewer

®xomonc

Creator
Accountant

Privilege for Public Entity Users

| U

Bank Transacfion | O
| O
|

1Bid Evaluaon

]

Bid Opening

Commtes Formation

Compiaint Management

Confrac Awarding

Dispui Management

Master Frocarement Flan

i | v o | e

Payment Management

Frocurement Document

Project Wasagement

o o e e

o=
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User Category
PE Users PE Users Role @
i *  Procurement
+  Admin . ;
« Creator Oepa'rau(;[n
*  Reviewer pemng
Evaluation
« Approver o
*  Accounimmt ontract
Management

) BANK
Bank Users
*  Admin
Bidding Organization Users ~ *  Branch Maker
«  Officers Super «  Branch Checker
«  Staff User «  Central Users
Bank Users Role

+  Bank Instrument
verification

Bidder Users Role
+ Participate in bidding

Planning

>> Master Procurement Plan
>> Annual Procurement Plan

PPR- Clause (7): Master Procurement Plan to be
prepared

-in procuring for a plan or project operated for a period more
than

one year
or

-in making a procurement annually of an amount exceeding
100 million Rupees

PPR- Clause (8): Annual Procurement Plan tobe
prepared:




Procurement Plan

Annual Procurement Plan
Master ProcurementPlan

Amount greater than
1 hundred Million or

Annual ProcurementPlan
exceeds 1 Million

Approve by PE Chief
Project Exceed 12 Months

Approve by Secretary

PPR 8(5) The chief of the Public Entity shall, after receiving the approved program and
budget of the current fiscal year, have to revise accordingly the annual procurement p lan
prepared pursuant to th is Rule and approve it and send one copy each of such p lan to its
superior office, Treasury and Controller Office and Public Procurement Monitoring
Office. 2

Points to be considered at the time of planning

1. Requirements
2. Procurement Category
3. ProcurementMethod
4. ContractType
5

. Procurement Schedule
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Sample of APP

Annual Procurement Plan (APP)
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« Stationary ltems

« Building

« Training

« Security Guards Annual
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Procurement Category

Goods
. Works
. Consulting

=

. Other Services

AW N

Contract Method Selection

Lump Sump @ FIDIC @
I ke m = I ‘

Performance Based
Fee Paying

Performance Based Maintenance|
or Management Contract

Percentage based
Contract

Indefinite Service
Period

ConsultingService

upply and
contrac
Piece-Work Contract

Construction Works

Goods or other servic’es

103

Procurement Method

Direct Purchase (Upto
1 lakh, Upto 5 lakh via
standing list)

Sealed Quotation (20

Lakh) * Through
Works, * NCB competitive
Goods : g'er;g";’ Eg‘ﬁ:ﬁg’:)( Consultancy proposals,
or Other « Double Envelope ( SERIEE : Thrmt'l.g? direct
i 20 M to 2 Billion) negotiations
Services S (upto 20 Iakh)

participation ofusers'
committee or
beneficiary group
forceaccount.

4 Common Types Of Construction Contracts

(4]
F:ngﬁiu?unt:att Cost Plus Contract Timeca::ltg:icsrlals Unit Pricing Contracts
+Tatal Fined price for * Involve payment of *Preferred if the + Commonly vsed by
all construction the actual costs, projet scope is not builders and in
related activities. purchases or other clear or defined. federal agencies.
d i
+ Can include incentives SREHICE ourate. « must establish *Unit prices can also
benefits for early directly from the hourly or daily rate. be set during bidding

construction activity.

termination, or can process as the owner

also have peralties, «must cont *Include additional requests specific
called liguidation :";..-...::. ,:':,,,.,t expenses thet covld quantities and pricing
damages, for a Late tovering contractor’s Brise in procass. for a pre-determined
termination. overhead and profit, amaunt of unitized
items,
Image by Kelly Miller. © The 31




Planning

>> Annual Procurement Plan

PECreato PECreator visits thee- form for multipleprocurement
r GP receives

B <l

syste sends for» receives the APP
m aggregation

Document Preparation

Online
Bid Document Preparation
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Planning

>> Annual Procurement Plan

3. APP ESTIMATE AGGREGATE (FOR WORKS, GOODS, CONSULTANCY SERVICES & OTHER

SERVICES)
—
— >

PE PE Aggregator visits the e-GP PE Aggregator aggregates the APPPE
Aggregator approver system and sends to receives the APP
approver

4. APP ESTIMATE APPROVAL (FOR WORKS, GOODS, CONSULTANCY SERVICES &
OTHER SERVICES)

PE PE Approver visits the e- PE Approver Estimated APP is
Approver GP system approves approved
estimated  APP
Bid Document

PPMO Issue Standard Bidding Document (PPA

3(b))

Public Entity Should follow SBD for GoN funded

Project

For Donor Funded or Grant project SBDs will be
defined by guideline oragreement

35




Standard Bidding Document : www.ppmo.gov.np
Procurement of Goods
Direct Purchase

P of Goods, Direct Purchase

Procurement of Works
Catalogue Shoppin
Direct Purchase 9 opping
Procurement of Goods, Catalogue Shopping

Procurement of Works, Direct Purchase
Sealed Quotation (SQ)

Sealed Quotation (SQ)
of Works, Sealed Quotation (SQ)

Procurement of Goods, Sealed Quotation (SQ)

National Competitive Bidding (NCB)

P 1t of Works, Sealed Quotation (SQ) Nepal
rocurement of Works, Sealed Quotation (SQ) Nepal P of Goods, National C Bidding (NCB)

National Competitive Bidding (NCB) ) Lo
International Competitive Bidding (ICB)
Procurement of Works, Qualification Not Required
P of Goods c Bidding (ICB)

of Works, Single Stage One Envelope Procedure

Procurement of Consulting Services
P of Works, Single Stage Two Envelope Procedure

Direct Purchase

International Competitive Bidding (ICB)
pe 9 (IC6) Procurement of Consulting Services, Direct Purchase

Procurement _of Works, Single Stage One Envelope Procedure o
Express of Interest (EOI) Document for Short Listing

P of Works, Single Stage Two Envelope Procedure

Pre- Qualification (PQ)

Express of Interest (EOI) Document for Short Listing

Request for Proposal (RFP)
Pre- Qualification (PQ) Document

After Pre- Qualification (PQ) Document

Lump-Sum _Contract
Time based Contract
Procurement of Other Services

Procurement of Ration

Document Preparation

Gl Work Flow of Bid Document Preparation

Ine-GPSystem

' APP Unlock (

PE Chief)

Bid Document
Prepare
(Creator)

Send For
Rev iew
(Reviewer)
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Document Preparation Example : 1S2E Procedure

Selection of Lowest
=h Ev aluated
t Substantially

Responsiv eBid

Price Bid
Opening Approv edBid

Letter of Intent
((Xe]))

Selection
Substantially
Responsive
2]]

Lettér-of
Acceptance (LOA) |

DocumentPreparation

>> Different Editable section based upon standard bid document Template
>> Online and Uploadble Template

>> Online BoQ with Export/Import Featureand standard CPV

>> Customizable notice and schedule for bid publication

>> Online document preview and generation




Bid Opening & Evaluation
[

+ Simultaneous Logging oot
for opening

* Online Muchulka Generation

=

Pessuni

* Online Evaluation

B Cpenm oMb 1 Senb

T

Contract Awarding

< LOI

« LOA

« Contract Management

Pregser e
Wi Gucte

Especied L e

Prosess Siue:

Contact hard Dosment

e COMTRACT DOCMENT
Searpien *
st B s [on I cane |

[ —
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Evaluation & Report Generation

+ Test of Legality

+ Test of Completeness
+ Technical Test

» Commercial Test

+ Evaluated Test

* Qualification Test

+ Special Test

* Online Comparative Chart

* Online Evaluation Report

Complain Management

+ Online Complain lodge

* Resolve complain

Government of Nepal

Serit Cypertunitien

Hotge b Enacurement Cegery. |-zt 7l
Lot

s e

Gt apras nios :

00 G o B o B

1 ek S o




Compl ainManagement
[

+ Online Complain lodge

* Resolve complain

24 Sy

merk: T ProcumementCampory:

Lane [
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Public Procurement Monitoring Information System (PPMIS)

Planning

Bid Document
Preparation

Contract
Management

Public Procurement Management
Information System
Contract (PPMIS)
Awarding

Bid-
Submission

Bid

Evaluation Bid Opening
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Contract Management

« Project Management

* Payment Management

 Dispute Management

Benefits for Oversight Agencies

Consolidated public procurement information from planning

to contract execution for transparen _l
Continuous monitoring of compliance with PPA and PPR

hence prompt intervention wherever necessar —I
Statistical information on public procurement is analyzed for

making important decisions —|

r Performance based on compliance indicators are analyzed —|

r Provides room for auditors to monitor procurement —I




Public Procurement Monitoring Information System

Key Performance Indicator based Reporting Types

Static Dynamic Monitoring and

Reporting Reporting Evaluation

Training Practical Session

User Registration

Planning

Document Preparation

Bi dPublication

Bi dder Registration

Bi dSubmission

Bid Opening & Evaluation

Contr actAwarding

Contr act Management - Demonstration

© eV on e

Tutorial + Group Practical

50

108

PPMIS-Reports

° Master Plan
Annual Plan

Procurement Activities

° Exception Monitoring

@ Pre-Budget Level Estimation

Bid Opening and Evaluation Reports

@ Complaints

E Cost Comparison
E Award Analysis

@ Contract Management

° Monitoring and Evaluation Report

ThankYou
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E-Administration (Smart

Administration)

P >>> +977 (1) -5522004, -5521051
F>>>  +977(1) - 5521521

E>>> Idta.org.np@gmail.com
W>>>  www.ldta.org.np

E-Administration?

* e-Administration, or electronic administration, refers
to any of a number of mechanisms which convert what
in a traditional office are paper processes into
electronic processes, with the goal being to create a
paperless office.

* e-Administration can encompass both intra-office and
inter-office communication for any organization.

* Its objective is to introduce total transparency
and accountability leading to better e-Governance
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E-Administration (Smart
Administration)

E-Governmence/e-Government?

* Electronic governance or e-governance is the
application of IT for delivering government services,
exchange of information, communication transactions,
integration of various stand-alone systems between
government to citizen (G2C), government-to-business
(G2B), government-to-government (G2G),
government-to-employees (G2E).

* eGovernment is the use of information and
communication technologies (ICTs) to improve the
activities of public sector organisations.




E-Governmence/e-Government- e-Government services - Examples

PAYE returns

d iffe re n Ce * End of year return

° BuslneSS +  Corporation tax returns

* VAT returns

* By e-Government we mean the use of ICT in
government operations, as a tool to increase the
outreach of the government services.

* Company registrations

* Filing company accounts

* e-Governance, on the other hand, implies the use of * Benefits + Retirement Pension applications
ICT in transforming and supporting functions and + Benefit applications
structures of the system. * Taxcredit applications

* Personal Tax returns

L]
* e-Government is a system while e-Governance is a Transport & Travel i

fu nCtIOI’l. * Vehicle registration

* Driver services
* Transport direct

* Passport applications

* Parking fines

e-Government services - Examples Smart Administration: Scope &

Definition

Planning applications
Conveyance

* Health Smart Leading

¢ E prescriptions CAP payments
* Registration of birth and death  Tracking living stock

45 Smart Negotiations

* Justice  Booking appointments
* Services to victims and b: Smart CoIIaborationS Smart fluman Resources
Land d R witnesses
and and property * Civil claims

_t:fn":h' N . .

+ Agriculture a1 Smart Communication Smart Partnerships
Smart Scheduling
. 8
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e-Administration

Smart Administration

Smart Office Administration

Smart Officer/Employee

Smart Negotiations

* Collect the evidences, rules & regulations.

* Assess your bargaining power

* Prioritize and Compromise

* Don’t — unless you really need to
* Don’t negotiate with yourself

* Don’t accept the first offer

* Don’t make the first offer - Their first offer may be
much better than you expected!

Don’t talk so much — listen
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Smart Leading

* Should have knowledge higher than your sub-
ordinates.

* Assume that you are the boss of your office.
* Means you have sub-ordinates in your organization

Do you advice to do the tasks?

OR

Do you assist to furnish the tasks?

Smart Collaboration

* Team effort’s outcome should be the most
productive one.

* Putting a team of experts or specialists on the
same project isn’t enough to guarantee a
competitive advantage. by Heidi Gardner

* Leveraging people and resources in a more
proactive and dynamic way

* Challenges: multiple sub-tasks done by different
individual combined into a single one




Smart Communication

* Communications management in a smart way for success and
happiness.

* Use of proper communication tool: Phone/Mobile, Email,
messengers, social networks

* Make internal documents and knowledge easily available.
* Take advantage of social media.

* Allow your sub-ordinates the opportunity to recharge/refresh.

* Strengthen connections between ordinates and subordinates
* Discourage one-way communication —top/down

* Always share important news

* Use a CRM platform

* Track tasks

* Schedule status meetings —google calendar at your hand on
mobile

Requirement for SMART Adm.

* Comfortable office space/environment
* A computer/laptop with internet connections

* Other office facilities (printer, fax, mobile..)

* Do you have THIS?
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Smart Officer/Employee

* One who apply all other smart approaches.
* Encouraged for paperless works

* Maximal use of Machines/ICT Tools to get the work
done efficiently and timely.

* Maximize the work efficiency

* Make a balance between office works and personal
life activities

E-Mail Account?




Make e-Mail communication —

Furnishing a Letter - Case

part of your life

- Encourage to Paperless

- No Physical Contact

- No loss/wastage of Time

- Recorded work — Fully Transparent

Current Situation D _SETN

You Imagine, the current situation: your You
immediate senior requested you to
type a letter. The content of letter is - Your BOSS should .a|SO be
vocally told to you. smart to help furnish task
- You prepared a letter > submit to efﬁcienﬂy goss

boss > refined it > again submit >
refine it > again submit > .....
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Let us Do ONE TASK:

- please create a memo and save in
the computer —it is required in the
next level activities

E-Administration example.

The letter is registered in the reception,

]
~
=

* Receptionist scan the leter and sent to Dean.

« Dean adviced on the letter - 27 JATMT ‘;I?fl;vlg, 3T sl and
forwarded.

* Admin chief 3T T to Section offier — ram kumar giri

* Section Officer 31T T to head assistant-raj kumar wagle.
* Head assistant write a memo

* Decision flow.

* Decided...

* Print the memo and file it. (decision on the data center)
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How much time it takes for you to

type and save this work?




NTA becomes the only fully automated government
office

s e sy et v .

5. SOFTWARE @ frrer ey o fo,

~ Flscal Nepal
October 13, 2020, 111T18AM |

KATHMARDU: The practice that was in rend Ul recently was that files submitled by service seekers used
10 be accepted in the anslogue form and if ary particular file was required for further reference at a
later date, it was quite difficult te find out whe had the file or where it was placed. This is & grim tale of
Mepal Telecommunications Autharity (NTA) - a traditional systam that has now become 3 par of histery,

“If the government or an y Inihddual wanted pariculars of any file ke the bandwidth purchase detalls or
the dues of the telecom companies, among athers, we had to either look for the file curselves ar try
lacating the persan who had it” shares Purshattam Khanal, chairman of NTA

He reveals that there have been many instances when files have bren misplaced or the persan
respansible for it was an leave ar in a worse case, dready retired. “The documentaticn process was in
such a sorry state that it created problems for 1= on 30 many occeasions. We realized that thes coukd not
carry an any further and decided to ssopt a fully sutomated systern at any cost” he adds.

Khanal, whe initiated the automation process 1 NTA and made it 4 fully sutomated organization, shares, 25

Question:

- Next month, you need to open
the content and re-issue such
type of memo again, What you
do?

1) retype again or 2) get it back
from computer?
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B | b Seach it - b | P s x|e s 0o = [+

& httas/fautomabanopmem.gosnpauth s B & = @ @

A D
wriferg sgier gomedt
(Office Automation Systam)

Te mgn in, users should use their own usemame and passwerd prosided by thei respective arganation
10 artiate the aroount
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Question:
- Unfortunately your computer is

crashed by next week. Your work is very

important.

- have you applied any precaution to
save and recover the content?

- Do you have the backup of those
contents?

28




Question:
- by next week, your computer
got infected by virus?

- how do you recover that content
from virus?

2nd Task:
- Send your previous work into

the email: trainer’s_email

Content Management

Content Management

* Content management refers to the system and
processes whereby information is created, managed,
published, and archived.

* A computer software system for organizing
and facilitating collaborative creation of
documents and other content, especially for
loading to a website
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* A CMS typically offers

* Easy content creation and editing for non-technical
content contributors

* Access rights for security

* Structured workflow processes for content
approvals

* Archival and versioning of content

* Templates for consistent output

* Content check-in/check-out services for distributed
users




Backup and security
* Keep a copy in the email or better in the drive

* Never insert other’s pen drive into your computer or
make sure that your computer is antivirus-
antimalware protected.

* Perform regular backup of your work into a drive

* For normal work, generally do not login from
administrator account.

* Use power user for normal operation

Question:

- On which folder have you saved
your previous task?
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Backup and synchronize

* Store in Cloud like * Store in Cloud like

* Sync . B.OX

* Google Drive * Bitcasa

* One Drive * Evernote
* Drop Box * Skydrive
* Amazon Drive y Tre§or|t
* Media Fire * iDrive

* SugarSync * pCloud
. * Degoo

Backup and security

* Never keep your work on the desktop on which drive
your OS is installed — it has maximum chances to crash

* Make folder/sub-folder well organized in to a hierarchy
such that search would be easy for you.




Security Tips

* Tip #1 - You are a target to hackers
* Tip #2 - Keep software up to date

* Tip #3 - Avoid Phishing scams - beware of suspicious
emails and phone calls

* Tip #4 - Practice good password management
* Tip #5 - Be careful what you click

* Tip #6 - Never leave devices unattended

* Tip #7 - Protect sensitive data

* Tip #8 - Use mobile devices safely

* Tip #9 - Install anti-virus protection

* Tip #10 - Back up your data

Conclusion

* Let us deal in a smart way.

* Optimum use of ICT tools for time and work
optimization.

* Focus to paperless work if possible.

* Prepare your content/document backup and
recovery plan
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Discussion Session:

Let Us Discuss:

What are the Local e-Administration challenges and
issues we are facing??

Thank you

40
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What is a good presentation?

Good presentation is one that has 4Ps:

Plan

Prepare
Practice
Present
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Presentation &
Document Writing Skills

Why do we need to know how to prepare the

information?

- Public speaking is commonly feared by many people.

- It can be a nerve-racking experienced, but anxiety can
be minimized.

- Practice and preparation can help become a good
presenter.




Preparation or planning is the first step for successful presentation
Aspects:

- Purpose

- Audience

- Structure

* Ask yourself:

» Who is your audience?

» What do you want to present? (Content, material)

» Why do you want to present this? (purpose)

» Where do you want to present? (place)

> How do you want to present this? (ppt, other, technology,etc.)

Structure:

» Structure the content in line with the audience’s needs

» What is your obLective?

> Do your researc

» Gather material from different sources o Arrange points logically

Important Tips:

> Anticipate audience’s questions and prepare possible answers

> Prepare handouts if desired and appropriate. Everyone benefits from
visual/fgraphic documents.

> Don’t forget to prepare with the allotted presentation time in mind.
If you don’t know how long you have, find out.
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Audience Analysis

» In what is the audience interested?

» What does the audience want?

» What does the audience already know?

» What does the audience need to know?

» What does the audience expect from this presentation?
» How will the audience benefit from this presentation?

Example Structure for 20-minute presentation:

» Opening: 2 minutes
» Middle: 13 minutes
» Ending: 2 minutes

» Questions: 5 minutes




<+ Opening: . . "
The first few minutes are critical for success

e Carefully design and master this while practicing
o Good first impression
o Rehearse well, but use natural speech and no reading from notecards or computer
e Get attention
o Shock, humor, question, story, statistics
e Be enthusiastic
.. .0 Motivate audience to listen
< Middle:
e Logical sequence
e Understandable
e Recaps (summaries) when appropriate
e Visual aids (flip-charts, handouts

< Ending: . ) " ) .
The last few minutes are just as critical for success as the first few minutes
e Summarize important points
e Suggest action

o What should the audience do now?
o When should they do it?
o Why?

o How?

Verbal Communication
e Speak naturally
e Variations in tone and pitch of voice
Talk to audience, not just in front of them
No jargon
No ambiguous or complicated language
Question your audience throughout to facilitate group
involvement or garner attention
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Be active

o Move around rather than stand stiffly in one spot
Controlled gestures

o Hand movements

o Playing with hair

Where to keep hands?
o Notin pockets ) .
o Occupy hands with notes or a pointer. Nervousness tends to show in our hand
gestures.

Eye contact
o Look around from person to person while glancing at notes or presentation
o Don’t stare

.
Face audience

Audience

Be aware of audience’s nonverbal and verbal communications

If people are bored or confused, their body language will show it.
Adjust based on what you see

Engage audience

Questions, activities

Handle questions to the best of your ability

You are not expected to know everything

Anticipate questions and have answers ready

Sometimes questions allow you to highlight a point you want to
make




Present

at is a Good Documentation?

e Prepare thoroughly

e Breath deeply and slowly

e Use gestures and facial expressions as a way of converting nervous
fear to positive enthusiasm.

Anxiety and stage fright
e Everyone has it to some degree, even the best public speakers
e Do not try to completely eliminate fear
e Instead, channel that fearful energy into an effective presentation.

How do we make the task easy?

> It is a concise, legible, accurate and traceable records in a simple

word.
Concise:
The document must tell the entire story and must be understood by internal/ external customers

Legible:
The documents must be readable by internal/external customers.

Accurate:
* The document must be error free.

Traceable:

* Each aspect of the document must be traceable, such as, who recorded it, where and why

What does the traceability mean?

Let’s examine what it means to be concise.

- Are our documents standardized?

- Are the documents easy for all to use?

- Do we have certain documents that consistently have errors?
- Do our documents tell a complete story?

If we have an answer to these questions, then we are good to go...
Let’s examine what legible means.
- Can everyone read what is written?

- No matter who, where or what, can the written or printed data be read?

Now, let’s examine what it means to be accurate.
- Data shall be recorded as soon as possible and shall not be falsified.
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Can everyone understand who recorded the data, why it was recorded, what was recorded and when it was
recorded.

« If we have an answer to this, then we can trace every information about the data.
* For all this, standardization is the key, a common practice accepted by everyone.

Purpose of documentation:

- Documents are objective evidence that actions or tasks have been performed

- Documentation helps other to read your research, experiment and account of future countless possibility
of new ideas and also it provides credit to the owner.




Quality System Records

Quality System Records

* Includes:

- Purchase Orders

- Management Reviews
- Contracts

- Training Records

- Device History Records
- Device History Files

What am | responsible for?

You are responsible for your signature:
- Written Signature
Should at a minimum be your first initial and full name.
EgJ. Doe
Initials maybe used on any page of a document once signature appears on that page.
Eg. D
- Electronic Signature
- Responsible for all recorded information before you... because you will be reviewing all data before you to be
sure no one has made any mistakes.

Quality System Records

What if there is no more space for correction?

- Draw an asterisk (*) next to the error. Place the asterisk (*) on the same page where there is room to write
and put the information.

Example: My Name is Misspelled !

AAAAAAAAAAAAAAAAAAAAALAAAARAAAAAAL
My name is Jen * John
AAAAAAAAAAAAAAAALAAAALBAAALAAAAAAA

*misspelled
J. Doe 01/01/2000
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What if there is a mistake?

- Allerrors should be corrected by the person who created them.
- If the person is not available, the error can be corrected by their manager
- Or be corrected by the next highest member of the management and so on

How to correct Mistake?

- Draw a single line through the error
- Make the correction next to the error
- Write an explanation for the error

« Sign and Date the correction

Thank You!

* Enjoy Practicing !
* Working, Learning and Sharing !
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CSCAO0101 Computing Basics

History of Computers

Definition of Computer

« Computer is a programmable machine.

« Computer is a machine that manipulates data
according to a list of instructions.

« Computer is any device which aids humans in
performing various kinds of computations or
calculations.
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History of Computers

Definition of Computer

Three principles characteristic of computer:

It responds to a specific set of instructions in a well-
defined manner.

It can execute a pre-recorded list of instructions.

It can quickly store and retrieve large amounts of
data.
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History of Computers

Earliest Computer

 Originally calculations were computed by humans,
whose job title was computers.

« These human computers were typically engaged in the
calculation of a mathematical expression.

« The calculations of this period were specialized and
expensive, requiring years of training in mathematics.

« The first use of the word "computer" was recorded In
1613, referring to a person who carried out
calculations, or computations, and the word continued
to be used In that sense until the middle of the 20th
century.
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History of Computers

Tally Sticks

A tally stick was an ancient memory aid device to
record and document numbers, quantities, or even
messages.

Tally sticks
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History of Computers

Abacus

An abacus is a mechanical device used to aid an
iIndividual in performing mathematical calculations.

The abacus was invented in Babylonia in 2400 B.C.

The abacus In the form we are most familiar with
was first used in China in around 500 B.C.

It used to perform basic arithmetic operations.
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Earlier Abacus Modern Abacus



CSCAO0101 Computing Basics

History of Computers

Napier’'s Bones

* Invented by John Napier in
1614.

« Allowed the operator to
multiply, divide and
calculate square and cube
roots by moving the rods John Napier
around and placing them in -
specially constructed boards.

Napier’s Bones
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Slide Rule
* Invented by William Oughtred
in 1622.

* Is based on Napier's ideas
about logarithms.

« Used primarily for
— multiplication
— division
— roots
— logarithms
— Trigonometry

* Not normally used for addition
or subtraction. Slide Rule
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History of Computers

Pascaline

* Invented by Blaise Pascal in
1642.

|t was its limitation to addition
and subtraction.

* [tistoo expensive.

Pascaline
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History of Computers

Stepped Reckoner

* Invented by Gottfried
Wilhelm Leibniz in 1672.

 The machine that can add,
subtract, multiply and divide
automatically.

Stepped Reckoner
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History of Computers

Jacquard Loom

« The Jacquard loom is a mechanical loom,
iInvented by Joseph-Marie Jacquard in 1881.

« It an automatic loom controlled by punched cards.
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Joseph-Marie Jacquard Jacquard Loom
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History of Computers

Arithmometer

« A mechanical calculator invented
by Thomas de Colmar in 1820,

* The first reliable, useful and
commercially successful
calculating machine.

« The machine could perform the
four basic mathematic functions.

* The first mass-produced
calculating machine.

Arithmometer
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History of Computers

Difference Engine and Analytical Engine

« It an automatic, mechanical calculator designed to
tabulate polynomial functions.

« Invented by Charles Babbage in 1822 and 1834
« Itis the first mechanical computer.

Difference Analytical
Engine Engine

Charles Babbage
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First Computer Programmer

* In 1840, Augusta Ada Byron
suggests to Babbage that he use
the binary system.

« She writes programs for the
Analytical Engine.

Augusta Ada Byron
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History of Computers

Schevtzian Calculation Engine

* Invented by Per Georg Scheutz in
1843.

« Based on Charles Babbage's
difference engine.

« The first printing calculator.

Scheutzian Calculation Engine
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History of Computers

Tabulating Machine

* Invented by Herman
Hollerith in 1890.

« To assist in summarizing
Information and accounting.

Herman Hollerith

|
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Tabulating Machine
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History of Computers

Havard Mark 1

« Also known as IBM Automatic
Sequence Controlled Calculator

(ASCCQC).
* Invented by Howard H. Aiken in

1943 Howard H. Aiken
 The first electro-mechanical

computer.

Mark 1
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/1

« The first programmable computer.

« Created by Konrad Zuse In
Germany from 1936 to 1938.

 To program the Z1 required that
the user insert punch tape into a
punch tape reader and all output
was also generated through
punch tape.

Konrad Zuse
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Atanasoff-Berry Computer (ABC)

« |t was the first electronic digital computing device.

* Invented by Professor John Atanasoff and
graduate student Clifford Berry at lowa State
University between 1939 and 1942.

Professor John Atanasoff Atanasoff-Berry Computer
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ENIAC

 ENIAC stands for Electronic
Numerical Integrator and
Computer.

* It was the first electronic general-
purpose computer.

« Completed in 1946.

 Developed by John Presper
Eckert and John W. Mauchl.

ENIAC
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History of Computers

UNIVAC 1

« The UNIVAC | (UNIVersal Automatic Computer 1)
was the first commercial computer.

 Designed by J. Presper Eckert and John
Mauchly.

UNIVAC 1
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EDVAC

« EDVAC stands for Electronic
Discrete Variable Automatic

Computer
« The First Stored Program
Computer
« Designed by Von Neumann in 1952.
« It has a memory to hold both a EDVAC

stored program as well as data.
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The First Portable Computer

« Osborne 1 - the first portable computer.

 Released in 1981 by the Osborne Computer
Corporation.

Osborne 1
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The First Computer Company

« The first computer company was the Electronic
Controls Company.

 Founded in 1949 by J. Presper Eckert and John
Mauchly.
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History of Computers

Computer Generations

There are five generations of computer:

 First generation — 1946 - 1958
« Second generation — 1959 - 1964
 Third generation — 1965 - 1970
 Fourth generation — 1971 - today
« Fifth generation — Today to future
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The First Generation

« The first computers used vacuum
tubes for circuitry and magnetic
drums for memory, and were often
enormous, taking up entire rooms.

« They were very expensive to operate
and in addition to using a great deal of
electricity, generated a lot of heat,
which was often the cause of

malfunctions.
Vacuum tube
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History of Computers

The First Generation

* First generation computers relied on machine
language, the lowest-level programming language
understood by computers, to perform operations,
and they could only solve one problem at a time.

 Input was based on punched cards and paper tape,
and output was displayed on printouts.
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History of Computers

The Second Generation

« Transistors replaced vacuum tubes
and ushered in the second generation
of computers.

* One transistor replaced the
equivalent of 40 vacuum tubes.

« Allowing computers to become
smaller, faster, cheaper, more
energy-efficient and more reliable.

« Still generated a great deal of heat
that can damage the computer.

Transistor
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The Second Generation

« Second-generation computers moved from cryptic
binary machine language to symbolic, or assembly,
languages, which allowed programmers to specify
Instructions in words.

« Second-generation computers still relied on punched
cards for input and printouts for output.

 These were also the first computers that stored their
Instructions in their memory, which moved from a
magnetic drum to magnetic core technology.
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History of Computers

The Third Generation

 The development of the integrated
circuit was the hallmark of the third
generation of computers.

« Transistors were miniaturized and
placed on silicon chips, called
semiconductors, which drastically

iIncreased the speed and efficiency of l = IR
computers. -—
* Much smaller and cheaper compare Integrated Circuit

to the second generation computers.

« It could carry out instructions in
billionths of a second.



CSCAO0101 Computing Basics
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The Third Generation

« Users interacted with third generation computers
through keyboards and monitors and interfaced with
an operating system, which allowed the device to
run many different applications at one time with a
central program that monitored the memory.

« Computers for the first time became accessible to a
mass audience because they were smaller and
cheaper than their predecessors.
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History of Computers

The Fourth Generation

« The microprocessor brought the
fourth generation of computers, as
thousands of integrated circuits
were built onto a single silicon chip.

« As these small computers became
more powerful, they could be linked
together to form networks, which
eventually led to the development
of the Internet. Microprocessor

* Fourth generation computers also
saw the development of GUIs, the
mouse and handheld devices.




CSCAO0101 Computing Basics
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The Fifth Generation

« Based on Artificial Intelligence (Al).
« Still in development.

 The use of parallel processing and superconductors
IS helping to make artificial intelligence a reality.

 The goal is to develop devices that respond to
natural language input and are capable of learning
and self-organization.

« There are some applications, such as voice
recognition, that are being used today.



Unicode Typing - Trainer’s Handout

Time allocated: 4 hours

Content delivery format: Theory + lab

1. Teaching methods.

Methods

Theory

Lab work

Content delivery

Power point sides and
explanatory.

Instructor shall perform all
the lab works by him/herself
in front of students using live
displays (projector / TV etc)
and make students follow the
process.

Motive

Student shall memories and
under stand

Students shall get Hands-on
practical experiences with
the help of instructors.
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2. Summary of the topics.

By the end of this course, you should be able to:

1) Knowing Characters

2) Encoding techniques

3) ASCII

4) Limitations of ASCII

5) UNICODE

6) Advantages of Unicode

7) Traditional Nepali Typing methods and their drawback.
8) Nepali Typing Using UNICODE(Traditional/Romanized) Layouts.
9) Online Nepali typing.

10) Browsing using Nepali Unicode.

11) Create high quality document using Nepali Unicode.
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3. Introduction to characters and ASCII (20 minutes)
Basics of Computer Language:

Computers don’t understand human language. The only language computers understand is 0’s and
1’s (presence of a signal or absence of a signal).

Everything that goes into the computer memory for processing converts first into 0s and 1s. It
could be numbers, character, texts, audios, videos and nowadays even emojis. Another fact is that,
all the characters are just symbols. That means, every characters you see on the screen are
symbols.

All the Characters are ‘JUST SYMBOLS’

These symbols do not make any sense to the computers. Symbols are only for humans.

Now we have a problematic scenario in front of us. On one side have symbols so that human can
interact with computers. On the other side, we have 0s and 1s , the only language the computer
understands.
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If we want computer to process these symbols, then we need to convert it into Os and 1s.

But the problem is, we cannot convert symbols directly into Os and 1s. Because Os and 1s are
actually numbers and belong to binary number system. A number from one number system can be
converted into another number system. For example, a decimal number 65 can be converted into a
binary number system and a binary of 65 can be converted back to decimal number.
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4. Knowing Unicode and its advantages (20 minutes)
Refers to slide material

5. Downloading and installing Unicode Romanized and traditional.(20
minutes)

Here participants should encourage and taught to how to download
Jinstall and use Nepali Unicode layouts of their choice

6. Working with text (lab work — 2 Hours)

Participants now are encouraged to type and practice sufficiently using
Unicode Romanized/Traditional layouts.

7. Hints ,Online browsing and typing practice (1 Hour)

Hints on special characters typing and grammatical punctuation
options as well as type and browse using Nepali key words in internet.

8. Evaluation: ( Reference only)

Particular Weightage
Concept of the word processing 20%
Interaction 10%
Final document preparation 60%
Extra knowledge gained 10%
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MS- Word 2013 trainer’s handout.

Time allocated: 4 hours

Content delivery format: Theory + lab

1 Teaching methods.

Methods

Theory

Lab work

Content delivery

Power  point  sides  and

explanatory.

Instructor shall perform all the
lab works by him/herself in
front of students using live
displays (projector / TV etc)
and make students follow the

process.

Motive

Student shall memories and under

stand

Students shall get Hands-on
practical experiences with the

help of instructors.

2 Summary of the topics.

By the end of this course, you should be able to:

o o

- DO o O

work with the basic features of Word
create a new document

work with a document

display documents using various views
select and work with text in a document

use a range of font formatting techniques
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g. format paragraphs

h. work effectively with features that affect the page layout of your document
i. create and modify tabs and tables

j. insert and work with clip art and pictures

k. use the Mail Merge Wizard to perform mail merges

I. print a document

m. find the information you need in Help

n. Create high quality document designs and layouts.

3 Introduction to Word processing (5 minutes)

What is word processing?

Word Processing refers to the act of using a computer to create, edit, save and print documents. In
order to perform word processing, specialized software (known as a Word Processor) is needed.
One example of a Word Processor is Microsoft Word, but other word processing applications are

also widely used.
Examples of word processors: Microsoft Word, LibreOffice writer.

Online tools for word processing: Google docs, Microsoft word online. Both are free tools anyone

can access and use from anywhere using internet.

Note: Access Microsoft word, Word online and/or google docs inside the class.

4 Getting started with Word (30 min)

4.1 Starting Microsoft Word

Different ways to starting MS Word. Using start menu and run.

Opening Word using start menu:

167



Windows 7 and earlier: Click on start menu >> All programs >> Microsoft office /office >>
Word.

Windows 8/10: Use of start menu and search to start Ms Word.

Using run:
Click windows key  + R in keyboard >> Type winword >> click ok button

4.2 Understanding the start screen and creating a new blank document

The use of following three parts of start screen

Templates: Create document using different templates. Blank document template to start creating

blank documents.
Recent: To access recently opened / edited documents.

Open other documents: Access other documents on recent list from different locations.

99 hes Res 5 b Jend Switch t
(9 Aa Title e
|
Title Title Title ’
Open from other =
location
EE mEm uE EEm  EEEE

Ton design (blank) Facet design (blank Report design (blark Monthly catercar

168



4.3 The word screen

Quick Access Toolbar: Quick Access Toolbar lies next to the Microsoft Office Button. It is a
customizable toolbar that comes with a set of independent commands. Default quick access toolbar

contains save button, undo button, redo button and a drop down to customize quick access toolbar.

Document Title: It lies next to the Quick Access Toolbar. It displays the title of the currently open

document or application.

Ribbon and tabs: It is located below the Quick Access Toolbar and the Title Bar. It comprises
seven tabs; Home, Insert, Page layout, References, Mailing, Review and View. Each tab has

specific groups of related commands.

Status Bar: The Status Bar is a thin toolbar that runs along the bottom of the Word workspace.
This bar can display information about the document being worked on, such as page number, word
count, language, and there are viewing options in the form of icons at the right hand side of the
Status Bar.

Navigation panel: In Word 2016, 2013, and 2010, the Navigation Pane helps you quickly navigate
through long documents. This feature organizes your document into a series of headings and pages.

_ . \\ Document Title
A“ —* - More Ribbons The Ribbon
Navigation Pane
Status Bar _ _
View Options

PAGELIOF1  OWORDS  ENGLISH (UNITED STATES|
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Word 2013 screen
Navigation v

Search document o~

Headings Pages Results

Qutcomes -

1. Introduction to Word processing (1...
4 2 Getting started with Word
2.1. Starting Microsoft Word
2.2. Understanding the start screen...
2.3. The word screen
2.4. Using the ribbon
2.5. Understanding the backstage...

2.6. Accessing the backstage view
2.7. Using shortcut menus

2.8. Understanding dialog boxes
2.9. Launching dialog boxes

2.10. Understanding the quick acc...
2.11. Adding commands to the QAT
2.12. Understanding the status bar
2.13. Exiting safely from Word

Navigation pane sample for proper formatted document

4.4 Understanding the backstage view

Backstage view appears after clicking File tab.
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Dacumentd - Word (Product Activation Failed)

Info

Protect Document Properties =
J’ Control what types of changes pecple tan make to this document. Size Mot saved yet
Pratect
Document - [ages e

Worgs 131
Total Editing Time 415 Minutes

‘,/.| Inspect Document Titie

Wi Before publishing this file, be aware that it contains: Tags

Check for Dooument properties and auther's name -
fr—— Comments

Custom XML data

Cantenit that people with disabilities are unable to read
" Related Dates

Last Modified

Manage Document

Check in, check out, and rECOVer unsaved changes.

Manage ] There are no unsaved changes. HeRoned
Document -

Created Today, 353 PM

Related People
Author ‘

Last Modited By

Show All Properties

Dialog box after clicking file tab ( bakstage view)

4.5 Using shortcut menus

A shortcut menu is a menu that appears when you right-click an object. In Microsoft Forms, the

following objects have shortcut menus.

Sample Shortcut menus:

TimesNewF~|12 ~/ A A « Ags-

B T U3+ A -:=-:=- Styles
‘D Paste Options:
-
|
1 A Font.
= Paragraph...

,@ Smart Lookup
Synonyms »

ax Translate

% Hyperlink...

'L';:I MNew Comment

Shortcut menu for text.
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4.6 Understanding dialog boxes

A dialog box is a small window that a program pops open to request input from the user. For

example, in Word if you click on the Save icon and the document hasn't already been named, Word

will pop open a dialog box that prompts you to name the file and tell the program where to save it.

mom M B f P -t ! P -l =y P -

-t

L

Font ? X

Font Advanced
Latin text
Font: Font style: Size:
Times Mew Roman Regular 12
Regular __ [PSIRRED ~
Italic 1
Bold v 12 v

Complex scripts

Font: Font style: Size:
+Body CS ~ | |Regular w11 e
All text
Font color: Underline style: Underline color:
Automatic ~ (nane) i Automatic
Effects
D Strikethrough D Small caps
D Double strikethrough D All caps
D Superscript |:| Hidden
D Subscript
Preview
Sample dqHAT

This is the body theme font for Complex Script text. The current document theme defines
which font will be used.

Set As Default Text Effects... Cancel

I

3

=

T TUTNNE TEVET | o0y TERr

Font dialog box
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Document1 - W

References Mailings Review View ':-';.'F' Tell me what you want to do...
CA - f i=-i=cbne =32 2L T | AaBbCel| AsBbcedd 1. AaF 2.1. Aa AaBbC  A4aBbCc
A-W-A-==== || TNormal | T No Spac.. Heading1 Heading2 Heading3 Heading
e Paragraph Paragraph ? XL
Indents and Spacing Line and Page Breaks
General
Alignment: b
Outline level: | Body Text b Collapsed by default
Indentation
Left: o = Special: By:
Right: o = (none) M =
I:‘ Mirror indents
Spacing
Eefore: 0pt : Line spacing: At:
After: g pt = Multiple ~| .08 =
[ pon't add space between paragraphs of the same style ti
las:
an
Preview
Sample Text 3ample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample
‘Text S2mple Text S2mple Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text 3ample Taxt
Tabs... Set As Default Cancel

= LU

TATUINE SAICLY ITUIID ¥YY UL

4.7 Launching dialog boxes

Click in arrows as shown below inside red circles to access ribbon dialog box.

Paragraph dialog box
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TimesNewRc=[14 =~ A A Aa~- B —~-i=-=«

i G = — e —
B IH'E#EHQ }{2 .f_if.'a‘f'i' = = = =

Font @ Paragraph

Launching dialog boxes of font and paragraph group ribbons.

4.8 Understanding the status bar

Word status bar displays information such as word count, page number, line number, Language

etc at the right side and different display modes , zoom, zoom slider, etc at the left side.

Page 9 of 14 1429 words m English {United States)

Right side of status bar

B B B - I + 90%

Left side of status bar

4.9 Exiting safely from Word

» Click X (cross button) on top right corner of the word document.
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» Following dialog box will appear if you have not saved the document.
» Click save to save changes in the document.

» Cancel or X button to cancel the closing process and continue editing document.

Microsoft Word X
l Want to save your changes to Document1?

If you click "Don't Save”, a recent copy of this file will be temporarily available.

Learn more

Save Don't Save Cancel

Dialog box after clicking close button on word

5 first document (Lab work - 10 min)
Note: sample file Word_lab_1.docx
5.1 Creating documents in word

Create a blank document

o &

Typing text
The save as place

a2 o

The save as dialog box

Saving a new document on your computer
Typing numbers

Inserting a date

>« o

Document proofing
5.2 Checking spelling and grammar

On the Word menu, click Review > Spelling & Grammar.

To start a check of the spelling and grammar in your file just press F7 or follow these steps:
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1. click the Review tab on the ribbon. Click Spelling or Spelling & Grammar.

File Home Insert Design Layout References Mailings
ABC = ABC ¥ i =
v L JORE: I
Spelling & Thesaurus Word =~ Smart  Translate Language New Delete Previous Mext
Grammar Count  Lookup > < Comment
Procfing Insights Language Comments

2. If the program finds spelling mistakes, a dialog box appears with the first misspelled word
found by the spelling checker.

Spelling T
tabels
lgnore lanore All Add

tables

Change Change All

tables <
* benches

« charts

« foods

Word currently does not have a dictionary
installed for English (United States). To see
definitions:

Get a Dictionary

English (United States) -

-

Dialog box for spelling and grammer.
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3. After you decide how to resolve the misspelling (ignoring it, adding it to the program’s

dictionary, or changing it), the program moves to the next misspelled word.

5.3 Printing a document

Click Ctrl+P or File > Print.

Document2 - Word (Product Activation Failed) 3 o by

Print

= opie

=

Print = ik .

Send to print
Printer
Canan iPA900 series &

= g Choose printer

" iSelect pages to print

Crly print or one s o hep. || ONe sided or two sided printing

Collate pagesas 1,23.0r 1,1 ..

Paper size to print on

Page Margin while printing

1 Page Prr Sheet

5.4 Safely closing a document

Remember to save you document before closing.

6 Working with a document (Lab work — 5 mins)

a. The open place
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The open dialog box
Opening an existing document
Navigating with the keyboard
Scrolling through a document
Page zooming
Viewing the ruler
Showing paragraph marks
Counting words
Viewing multiple pages
Splitting the window
Opening a new window

. Understanding document views
Changing document views
Understanding read mode
Viewing a document in read mode

ToS3I—ARTTSQ@Oo00T

7 Working with text (lab work - 15 minutes)

7.1 Text manipulation

Selecting text using the mouse
Selecting text using the keyboard
Deleting text

Using undo

Using redo
7.2 Understanding find and replace

Finding words
Replacing words

Using go to

7.3 Understanding Copy, cut, paste
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7.3.1 Understanding cutting and copying
8 Text appearance (lab work - 10 minutes)

Understanding font formatting
Understanding font formatting tools
Working with live preview
Changing fonts
Changing font size
Increasing and decreasing font size
Making text bold
Italicizing text
Underlining text
Highlighting text
Changing text colour
Using the format painter
. Using the font dialog box
Clearing font formatting
Table of Content

oS3 AT o S@me o0 T

9 Working with paragraphs (lab work - 20 min)

Understanding paragraph formatting
Understanding text alignment
Changing text alignments
Changing line spacing
Changing paragraph spacing
Indenting paragraphs
Out denting paragraphs
Starting a bulleted list
Adding bullets to existing paragraphs
Removing existing bullets
Starting a numbered list
Numbering existing paragraphs

. Removing existing numbers
Applying borders to paragraphs
Using the paragraph dialog box

OS3—AT o S@me o0 T

10 Working with pages (lab work - 20 min)

a. Changing page margins
b. Setting custom margins
c. Changing page orientation
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Changing paper sizing
Setting custom paper sizes
Inserting page breaks
Removing page breaks
Inserting page numbers
Formatting page numbers
Removing page numbers

11 Tables (lab work - 30 minutes)

S3IT—ART T SQ@hOe o0 o

Understanding tables

Creating a table

Adding data to a table

Selecting in tables using the ribbon
Selecting in tables using the mouse
Inserting columns and rows
Deleting columns and rows
Changing column widths
Changing row heights

Autofitting columns

Shading cells

Modifying borders

. Adding custom borders

Choosing a table style

12 Pictures (lab work - 15 minutes)

—RT T SQ@ o o0 o

Understanding clip art and pictures
Inserting clip art

Selecting clip art

Applying text wrapping styles
Positioning clip art

Resizing clip art

Applying picture styles to clip art
Inserting a picture

Inserting an online picture
Resizing a picture

Changing the picture

Cropping a picture
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13 Performing a mail merge (30 minutes)

Understanding mail merge
Understanding the mail merge process
Creating a recipient list

Creating the starting document
Starting the mail merge wizard
Selecting a recipient list

Inserting mail merge fields
Previewing the merged documents
Completing the merge

—STe@ o a0 o

14 Printing your documents (5 minutes)

Understanding printing
Previewing your document
Quick printing

Selecting a printer

Printing the current page
Specifying a range of pages
Specifying the number of copies

15 Getting help (5 minutes)

@ "o o0 o

Understanding how help works
Accessing the help window
Navigating the help window
Using the office website
Googling help

Printing a help topic

D00 T

16 Prepare a Document using above details — (40 minute)

17 Evaluation: ( Reference only)

Particular Weightage
Concept of the word processing 20%
Interaction 10%
Final document preparation 60%
Extra knowledge gained 10%
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My office
July 18, 2021

I work as head assistant at Nagarjung Rural Municipality. | have been working since 2069 B.S. |
have following responsibility and job in my work place.

a. Create all necessary official documents.

b. Monitor and assist my junior staffs.
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1 Introduction

1.1 Introduction

1.1.1 Background of project

The proposal is written on the behalf of the naragjung municipality to state government for starting a
project ..............

184



3|Page

1.2 Objectives of the project

e To solve the problem of transportation

e To help people

*Bullet and numbering concept.
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2 Methodology

2.1 Budget

S.N.

Particulars

Quantity

Rate

Total

ol K W e

*NOTE: Shall include

Concept of portrait and landscape pages

Create tables,

o insert and delete rows, columns and cells

o Changing size of rows ,columns and auto fit column

o Change border and shading of cells

186




5|Page

3 Annexure

3.1 Images

e ok WA WYY

Shivapuri Nagarjun National Park (SNNP) and Buffer Zone A
Location and Landcover

acabaos.

LB el

Rural Municipabty! Gamdnd usd
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——— Distnet Boundary é G v u:m -
R casrgueini [
D Fark Boundary PRy

| [ sz 2oundary

Sowee - Topsgraptic Nag, Dept, of Survey 1934951 McFALD and SNKFIDNING, Gok
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T

Map of Shivapuri- Nagarjun National park.
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MS- Excel 2013 trainer’s handout.

Time allocated: 4 hours

Content delivery format: Theory + lab

1 Teaching methods.

Methods

Theory

Lab work

Content delivery

Power point slides and
explanatory.

Instructor shall perform all
the lab works by him/herself
in front of students using live
displays (projector / TV etc)
and make students follow the
process.

Motive

Student shall memories and
understand.

Students shall get Hands-on
practical experiences with the
help of instructors.

2 Summary of the topics.

By the end of this course, you should be able to:

a. Work with the basic features of Excel.

b. Create a new Spreadsheet.

c. Work with a Spreadsheet.

d. Display Spreadsheet using various views.

e. Select and work with sheets in a Spreadsheet.
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f. Use a range of font formatting techniques.
g. Format sheets.

h. Work effectively with features that affect the layout of your Spreadsheet.

I. Create and modify the tables.
J- Insert and calculate the required operations.
k. Print a document.

I. Find the information you need in Help.

3 Introduction to Excel Spreadsheet (20 minutes)

What is Excel Spreadsheet?

Microsoft Excel is a spreadsheet developed by Microsoft for Windows, macOS, Android and
10S. It features calculation, graphing tools, pivot tables, and a macro programming language called
Visual Basic for Applications (VBA). It has been a very widely applied spreadsheet for these
platforms. Excel forms part of the Microsoft Office suite of software.

Microsoft Excel has the basic features of all spreadsheets, using a grid of cells arranged in
numbered rows and letter-named columns to organize data manipulations like arithmetic operations.
It has a battery of supplied functions to answer statistical, engineering, and financial needs. In
addition, it can display data as line graphs, histograms and charts, and with a very limited three-
dimensional graphical display. It allows the sectioning of data to view its dependencies on various
factors for different perspectives (using pivot tables and the scenario manager).

Microsoft Excel is free tools anyone can access and use from anywhere using internet.

Note: Access Microsoft Excel, Excel online and/or google docs inside the class.
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4 Getting started with Excel (40 min)

4.1 Starting Microsoft Excel

Different ways to starting MS Excel. Using start menu and run.
Opening Excel using start menu:
Windows 7 and earlier: Click on start menu >> All programs >> Microsoft office /office >>

Excel.

Windows 8/10: Use of start menu and search to start Ms Excel.

4.2 Understanding the start screen and creating a new blank spreadsheet

The use of following three parts of start screen

Templates: Create a new Excel spreadsheet by clicking on New Blank WorkBook; also we can
use different templates avilable there.

Recent: To access recently opened / edited documents.

Open other documents: Access other documents on recent list from different locations.
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ﬁ_t}.[ Book.xlsx
—J SAMUNDRA ACHARYA's OneDrive for Business

ProjectTitles-GroupList.xlsx
PUC CT610 DBMS(BEI) » General » Project Reports

ProjectTitles-GroupList.xlsx
PUC CT610 DBMS(BEI) » General » Project Proposals
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4.3 The Excel screen

Quick Access Toolbar: Quick Access Toolbar lies next to the Microsoft Office Button. It is a
customizable toolbar that comes with a set of independent commands. Default quick access toolbar
contains save button, undo button, redo button and a drop down to customize quick access toolbar.

SpreadsheetTitle: It lies next to the Quick Access Toolbar. It displays the title of the currently
open spreadsheet

Ribbon and tabs: It is located below the Quick Access Toolbar and the Title Bar. It comprises
eight tabs; Home, Insert, Page Layout, Draw, Formulas, Data, View and Help. Each tab has specific

groups of related commands.

Status Bar: The Status Bar is a thin toolbar that runs along the bottom of the Excel workspace.
This bar can display information about the Spreadsheet being worked on, such as sheet number,
language, and there are viewing options in the form of icons at the right hand side of the Status
Bar.

Navigation panel: In Excel2016, 2013, and 2010, the Navigation Pane helps you quickly
navigate through long documents. This feature organizes your document into a series of headings

and pages.

Review View

KutoolsPlus  Help '  Tell me what you want to do

Home  Inset  Pagelayout  Formulas  Data

o R =
ading Layout ~ El E= Drop-down List~ & | %, To Actual p e m)m T Text~ f
— - BE [l | B oo ! X
e =8 Prevent Typing 5, Round B Format
Range _ Content Charts  Find Select Insert Delete More Kutools
B Show & Hide ~ B4 Copy Ranges - [ Merge & Split - < o - - . [l Link~ - Eetnse
View Ranges & Cells Editing
X3l - I
+
Workbook & Sheet « A B C D E F G H
= 1
ERETED) e,
£ || release notes-kte 22.00.xsx X 3
Bookl x 4
S || Bookz x ||| s
6
i
7
& = PREBES 8
9
Filter:
o 10
?mp-dnwr\ list il
arget VS actual e
Thermometer chart 13
Sheet1
14
comparsion bar chart
- 15
imeline
stacked chart with percentage 1S
17
2 Step chart
L Rullet chart hal ] LE
Sheets: 26 [Visible: 14 - Hidden: 12] . =
ﬂ' =D (VN e 4 » .| Sheetl comparsion bar chart Timeline stacked chart with perc ... ()
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Navigation pane sample for proper formatted document

4.4 Understanding the backstage view

Backstage view appears after clicking File tab.

Xl el Bookl - Mirosoft Excel = @ o
e e Page Layout formadel Oaen Preew View o
e svn A
Information about Bookl
Wl temas
T Open Potmissions
o Clore h; Arvyone TIN 0pen, Copy. Ind Change ary Saet of ) workbook
Provect
Werk ook *
Recert
Prepare for Shating

New ¥ Befoes shaseng thit fle, be awane that &
i Sy Authee's nan

- d Oty
Sve & Serad
Help g Verzions

4 J ‘ f

N
) Optiens Manage Beluted Propie
L3 o <~

Dialog box after clicking file tab ( bakstage view)

4.5 Using shortcut menus

A shortcut menu is a menu that appears when you right-click an object. In Microsoft Forms, the

following objects have shortcut menus.

Sample Shortcut menus:
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Ha: = : - £ Search (Alt + Q)
Search

e ' % Cut it Formulas Data Review View
v ] [@ copy B =
Al Paste Options
A "t‘i‘-v [ . a }_ J
1| L Li2s
f Insert >
4 Delete >
5
6 Clear Contents
{ Sort >
9 ﬁ;:' New Comment
10 Y
11 ‘423 Number Format...
12 @ Link..
13
14 55 Show Changes
15
lf | Calibri Jin VA A $v % 9
BIH-vOvAVER U R

= Sheetl +
Shortcut menu for text.

4.6 Understanding dialog boxes

A dialog box is a small window that a program pops open to request input from the user. For
example, in Word if you click on the Save icon and the document hasn't already been named, Word
will pop open a dialog box that prompts you to name the file and tell the program where to save it.
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Revow

Mailings

4.7 Launching dialog boxes
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Paragraph dialog box

Click in arrows as shown below inside red circles to access ribbon dialog box.

196



T MES .L'tll'.i'-'lnl F;l ] .IL T ﬂ,- ﬁ: _||I-||||'| - -'5' E - ; (i :; - £« _}.__ .l‘;|!'- 1

Bl 7 U-aax, ¥ A-P-A-===81- O~

Font @ Paragraph @

Launching dialog boxes of font and paragraph group ribbons.

4.8 Understanding the status bar

Word status bar displays information such as word count, page number, line number, Language
etc at the right side and different display modes , zoom, zoom slider, etc at the left side.

Page 8 of 14 429 words L{® English {United States)

Right side of status bar

Left side of status bar

4.9 Exiting safely from Excel
Click file of the Excel Spreadsheet.

Following dialog box will appear to saved the document.

Click save to save in the document.
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Save As

File Name

demol

Location

Documents
SAMUNDRA ACHARYA

Cancel

Dialog box after clicking close button on Excel

Other referred to slides.......

5 first document (Lab work - 10 min)
Note: sample file Excel lab_1.docx
5.1 Creating Spreadsheetin Excel

a. Create a new document
b. Typing text,numbers

c. The save as place

d. The save as dialog box

e. Saving a new document on your computer

5.2 Printing a document

Click Ctrl+P or File > Print.
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Page setup

Print

@ Active sheet S

D Ignore print area

Paper size
A4 (8.27"x11.697) v
Orientation
D Portrait v
Scaling
Fit all columns on one page v

5.4 Safely closing a document

Remember to save you document before closing.

6 Insertlng Data(Lab work — 5 mins)
At first, let's 1nsert different data i.e., as names seen in the spreadsheet.
® Hach person’s details are kept in a row (like Student,Testl, Test2, Final and Average as
seen in the picture.)
e Each column holds a person's specific information like how much they scored as seen
in the picture.

7 Using Formulas (lab work - 15 minutes)
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®  We start by clicking on the function menu(fx) that is present on the side of the function bar.

Then, it'll show you different options for calculations to be petformed as required.

®  let’s use average for our example.

10 i T ——

Sheet)

16 Prepare a Document using above details — (30

minute)

17. lab practice session (1.5 hour)

18. freezing panes, views, sorting , filtering & printing etc. (30 minutes)

200



19 Evaluation: (Reference only)

Particular Weightage
Concept of the Excel 20%
Interaction 10%
Final document preparation 60%
Extra knowledge gained 10%

201




Microsoft Excel

Lab Sheet:

1. Add all the data as shown below in the cell of the spreadsheet of the excel and perform
average operation using the function bar.

- x P g - ¥ ... Z _' f-'
BJ U A-|ES= EE S g iy lim ;e
s
A B c D £ - G H I J K L e M Q
1 Swdeni  Testl Teat2 Firal Average
2
3 Ham 100 ) B
4 Ha a0 L B7
& Shyam 80 =] 75
6 Aninash 100 5 94
¥ Subin a5 o8 99
B Anish a3 100 a7
= r

Sheet

Ii§

2. Then show the maximum and minimum value from the data.
3. Now graphically show the data using any of the methods. (Bar-graph, pie-chart, etc.)
Home assignment:

1. Use random data and perform all the steps as above and also explore further possibilities of
the excel.
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MS- Powerpoint trainer’s handout.

Time allocated: 4 hours

Content delivery format: Theory + lab

1. Teaching methods.

Methods

Theory

Lab work

Content delivery

Power point sides and
explanatory.

Instructor shall perform all the
lab works by him/herself in front
of students using live displays
(projector / TV etc) and make
students follow the process.

Motive

Student shall memories and under

stand

Students shall get Hands-on
practical experiences with the
help of instructors.

Instructors are requested to thoroughly gone through provided slides , hand
out and materials and practice sufficiently before conducting training. At the
end one should give participants class work as specified and let them do it
with their creativity and lesson learnt during class.
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2. Summary of the topics.

By the end of this course, participant should be able to:

YV VVYVY

what is power point. [1 Hour]
creating a new ppt file.

knowing views, ribbon, thumbnail.

display file using various views.

knowing layouts.

Knowing designs.

use a range of font formatting techniques [1 Hour]
use text formatting, bullets, lists.
changing and choosing suitable themes.

Adding contents: picture , online picture, chart, tables.

Transitions and animations. [1 Hour]
Slideshow.

Saving and opening.

Editing slides.

Printing slides.

Create presentation class work using all concepts. [1 Hour]
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3. Evaluation: ( Reference only)

Particular Weightage
Concept of the word processing 20%
Interaction 10%
Final document preparation 60%
Extra knowledge gained 10%
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What is PowerPoint?

PowerPoint is a graphical presentation program used to organize and present
information. PowerPoint presentations consist of a number of individual pages or
"slides.” Slides may contain text, graphics, sound, movies, and other objects that can be
freely arranged.

Presentations can be printed, displayed live on a computer, or navigated through at the
command of the presenter. For larger audiences, the presentation is often projected onto
a large screen. Handouts, speaker notes, or outlines can also be produced from the slides.

PowerPoint 2016 Editing Window (Normal View)

The Normal View in PowerPoint features several commonly used Tabs, Panes, and Tools.
We’ll use Normal View as we create and design our presentation.

The Ribbon

The Ribbon replaces the menu bar seen in previous versions of PowerPoint. The Ribbon
groups items that are most likely to be used together. There are several frequently used
tabs, such as File, Home, Insert, Design and View. Clicking on each tab activates a group
of relative commands, menus, and buttons. There are also contextual tabs that only show
up only when needed, such as Text Box Tools, Picture Tools, Drawing Tools and Chart
Tools. To activate those tools, click on the associated object.

Presentation] - PowesPoint

Irsert.  Design Transitions  Amimations  Slide Show  Review  View  Developer s Mic Q) Tell mewhat you want to do_ YoungScott 5L Share

1 B Layout = i 1.9 } =R Ll L F Find

= 1 Reset 3 : A ) S e o= 25 Replace - gum =
| o codion= | B 1 U S e 8- - | A G Seiar | % st QU G etreas | seea- IRIDDON
Chpboard n Shdes Fort Patagraph Drawing Editing Hew Group

o 5 . 4 0 3 U k3 J 1 U L] i 1 2 i 3 U 4 . 5 l []
Thumbnail
Pane —— "
Slide i
Pane >

Click to add subtitle

Notes ~
Pane

Status

Bar
}A

otes Wlcommens UH | 25 M T - L5 + 0% 3
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Opening PowerPoint

To open a PowerPoint 2016 presentation, click on the File tab in the upper left corner.

Insert Design Transitions Animations Shide Show Vi e o 5 Q) Tell me what you v

E 7 Reset ) = H AL LSG
§ Format Painter | sjige~ ‘G Section= | © LU S e A A 7 S KIRTAS ORI ¢

Clipboard B shdes Font Paragraph

= The most common choices for opening a presentation are:

e New - allows you to open a Blank presentation or you may choose from a
selection of Templates and Themes.

« Open - lets you navigate to an existing file to view and/or modify a presentation
that has already been created.

» Recent - displays a list of your most recently created presentations and their file
locations.

Creating New Presentations

The New selection gives you several options:

= Blank presentation creates a new presentation using default settings for text and
color. Theses slides will not include content or design elements.

= Templates and Themes are used to create a new presentation based on pre-
designed slide styles. These options also do not include content.

= New from existing will use the formatting of a previously created presentation.

For this exercise, we’ll start with a Blank presentation. Select New, choose Blank
presentation and click on the Create icon.

Presentationl - PowerPoint 2 O X

Young,Scott

Search for online templates and themes /D
Suggested searches:  Presentations  Business Industry  Education  Labels Charts  Personal
FEATURED  PERSOMNAL
Take a @ DROPLET e
tour &l
o SRR T T
Blank Presentation Welcome to PowerPolnt Droplet Gallery
Account =N
Options )
| eece | WOOD TYPE P _ Quotable

Parcel Wood Type lon Boardroom Cuotable -
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PowerPoint Slides

When you choose to create a blank presentation, PowerPoint will open a presentation
with a Title Slide. Once the Title Slide is open, you’ll see a slide with two placeholder text
boxes for a title and a subtitle. Click inside the placeholder box and type to add the title.
If you want a subtitle, click and type inside the smaller placeholder. If you don’t want a
subtitle, you can just ignore its placeholder box.

Click to add title

Click to add subtitle

Side 1of 1 Sotoies Weommes [0 2 ® 7 - = + 8% B

To add a New Slide, make sure you’re on the Home tab. The New Slide button will add
slides to your presentation.

File

Copy
Paste ) _
- Format Painter

Clipboard P

The New Slide button has two parts:

. ] Clicking on the top part will automatically insert a new slide. If you have just
reated a Title slide, the new default layout will be a Title and Content slide (for
details, see the section on slide layouts).

Clicking on the bottom will give you a choice of layouts. You can choose which
New | layout you want for your next slide. Select a slide layout by clicking on its image
SI9e™ | in the Office Theme gallery.
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Slide Layouts

There are several standard slide layouts to
choose from when adding new slides.

A unique layout can be chosen by clicking | ©ffice Theme
on the bottom half of the New Slide button || sy | | L
in the Home tab. When the layout gallery B
opens, click on the style you want and a
new slide with that layout will appear in
your presentation.

Title Slide Title and Content Section Header

Each layout caption describes the layout
type. Content can be text, tables, charts,
graphics, pictures, clip art, or video.

Two Content Comparison Title Qnly

If you decide later that the layout you chose P
doesn’t work well for a particular slide, 5 -
select the slide by clicking on it in the Blank Content with Picture with
Thumbnail pane. Next, click on the Layout Caption Caption
button in the Slides group of the Home tab. | 15 Duplicate Selected Slides

Click on a new layout and it will change the | [ slides from Outline...

layout of the slide.

=] Reusze Slides...

Home Insert Design Transitions Animations Slide Show Review

5 Cut

3 Copy

¥ Format Painter

pboard m

Section Header

Layout button

................................................................

Two Content Comparison Title Only

Blank Content with Picture with
Caption Caption
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Applying a Theme

Once a new presentation has been created, a design or color scheme can be added.
Remember to use color carefully to enhance your presentation, not detract from it. You
will want to maintain good contrast between the background color and the text color.
Consider using a light colored background and dark text (or vice versa), but avoid busy
backgrounds and primary colors. Use sans serif fonts like Arial, Calibri, and Helvetica for
titles and size them between 44 — 60 points. Sub-headings should be between 32 — 40
points, and body text between 18 — 32 points. Try not to use more than two fonts.

PowerPoint has many pre-set designs and themes that include complimentary colors and
fonts. To add a theme to a presentation, go to the Design tab in the ribbon. There are

several themes immediately available. To use one of the built-in themes, just click on its
thumbnail.

Design tab More choices

Presentationl - PowerPoint

Home  Insert Transitions Animations  Slide Show  Review  View  Developer  Add-ins  Mix () Tell me what you want to do—

Themes

Variants

On the right side of the Theme thumbnails, there’s a scroll bar and an Arrow Down
button, which will offer more designs, as seen below. If you’re online, you can get more
themes from Microsoft Office Online. (Your office program must be a genuine Office
product to get online templates).

This Presentation

I*]

If you don’t want to use a theme, you can add Background Styles. From this selection,

you can add some preset background styles that change according to the colors you’ve
chosen.

il Jome: N Design Yo
wmnmnn || sass [ [ ) [ [ _ - si
| . _ &

E
& b5 4 [A] Foen
--

Click to add title

Click to add subftitle
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Format Background % | Using the Format Background feature, you can choose fill colors,
S gradients, transparencies, textures, or pictures for your background.

4 FILL

(® Salid fill
) Gradient fill
[ Picture or texture fill

= paseni When you have the desired background fill effect, select Close to
S apply it to the selected slide or choose Apply to All to add the
background to all of the slides in the presentation.

&
L+

olar

=0
5

I

Designs can be added to all of the slides or to selected slides. To select
multiple slides, click on a slide in the Thumbnail pane of the
navigation bar and then hold down the control key and click on any
other slides you want to apply the design to.

| Apply to All ‘ Reset Background

Text

Formatting Bulleted Lists

In PowerPoint, you can easily modify a slide’s default bulleted list. Click inside the text
box, and the Format tab will automatically be highlighted. Click on the drop down triangle
next to the Bullets button in the Paragraph group.

Click to add title | PowerPoint

;;mclfck to add text

Review View Developer

S =g = ILt -
Text in the form of a bulleted list sl == = 5
is the default content of this slide [;.—_ it
layout. To add a bulleted list, just i | == b
Click to add text and start typing. B
Paragraph Ma

Bullets Drop Down
Button
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From the Bullets and Numbering menu you can make various changes to your list:

e The bullet size relative to the text

PowerPoint e The color of the bullet

Review View Developer /.Yy e The shape of the bullet using either a picture

or a character
B~ O
A1 T I_,L

o —— t You may also want to adjust line spacing
between paragraphs or lists. You can do this

Il
1

= . &= 5= ig, Uﬂv

T— =

4

None . o —
i . o— | through the Paragraph group of tools by
clicking the Line Spacing button and selecting
. o P Line Spacing Options.
. [ — E

A

Developer Add-ins Mix
| Il - |[E~ OO0 O [
1 -4 P I =LY
— 5[
:= Bulld 1.0 ?i\? - .‘f'.rrav
1.5
I 20
25
3.0

v

Indents and Spacing controls will
open in a separate dialog box.

bl

Line Spacing Options...

| Paragraph _h?'_ =

Indents and Spacing |

General

Alignment:

Indentation

Before text: (025" |2 apedal: |Hanging :[ By (025" B

Spacing
Before; 10 pt I-i-l Line Spacing: |Multiple :[ At 1049 E
After: 0pt I—ﬁi

Cor ) Comen )
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Adding Content

Text is the default content of the slide below. The format for the default text is a bulleted
list. To add text, click and begin typing. To add other content, click on the icon within the
content group on the new slide. Each icon will open the appropriate dialog box or task
pane in the Drawing Tool

s contextual tab.

Drawing Tools

Presentationl - PowerPoint

File Home POESsl Design Transitions Animations Slide Show Review View Developer Add-ins Mix Format Q Tell me Young,Scott ,Q;_Share

E’ D ’j‘;’ [-@ Online Pictures }F:z::?:i;;t Y % |£| t:] D 4 E‘E(D Q m ‘)) »

Screenshot ~
New  Table Pictures ; Add-  Hyperlink Action Comment Text Header WordArt ) Symbols Video Audio Screen
Slide ~ = = Photo Album - Il Chart ins~ Box &Footer - - o - Recording
Slides = Tables Images Tllustrations Links Comments Text Media ~

The icons represent the six standard graphical elements that you might want to insert.

=

Table Ci\art . SmartArt
Picture OnIine- Vid-eo
Pictures

Clicking on an icon will open the associated dialog box. Note that these icons, as well as
several other insertion options, are also displayed in the Insert tab on the Ribbon.
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Tables

Set the number of columns and rows as needed in the Insert Table dialog box and click
OK. Methods for editing and the design and layout of your table are located on the Table
Tools contextual tab.

HS-0@- -

File Home QEOEES
-
Insert Table
1 OOO0000000 Mumber of columns:
I B
I Mumber of rows:
I
I
o S o
I
I d
Insert Table...
m Draw Table -
E['z Excel Spreadsheet Table TOOlS
e e
H - T T Presentationl - PowerPoint s
File Home Insert Design  Transitions Animations  Slide Show Review View Developer Add-ins  Mix BB Lavout J Tell me Young,Scott ,C-lsmre
v| Header Row First Column ] ————— - &' 4 A - _/‘ K
Total Row Last Column S22t | EEEEE | ===  =E==== EEEEE EEEEE L A‘f’ - 1pt - D D
| Banded Rows Banded Columns |~~~ | Z=°°°° ) T~ —T——— —/—/—— ~—7/—/—— Q- S?y‘::k_ n~ ZPen Color - E;Z:’: fraser
Table Style Options Table Styles WordArt Styles & Draw Borders A
Charts

Select the type of chart you want and click OK. Once inserted into the slide, you can click
on the chart to activate the Chart Tools contextual tab, where you’ll find tools for editing
chart data and changing layouts and styles.

Insert Chart R =<
All Charts

e | (0 (BB (R Wm 08 02 Hd0

Column

5

Line Clustered Column
Pie

Bar

Area I I I I
sviscaten | RN III i

Stock
Surface B =

T BEFESEMNe R E

File  Home Design  Transitions View  Developes

" — . rea! -
Ef @8 e, e AR RIS | |
Add Chart Quick LR ! Seleet Edit Fefresh  Change
Eleersent = Layout = C Data Data= Data  Chan Type
(Chart Layouts Data Type ~

1 (Format Chart Area TN
Chart Options = Text Options

Click to add title &H O om

o o= — 4 Fil
o Y

3

2 s

o l I I I I

- 2 Ty i Compeey 3 Gmagey 4

Gt

Ho fill

|| Solid fill

; Gradient fill
Picture of teture fill
Pattern fill

= Aytomatic

7|

Q@

Color e

[ - )
- o O =l | Border
N J

9
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SmartArt Graphics

SmartArt graphics are shapes that are designed to represent the relationship between
things or people. You might use SmartArt for an organizational chart or a timeline.
SmartArt styles and layouts can be formatted in the SmartArt Tools contextual tab.

2xxd  Process —— £

L s Cycle

m

I =
dm  Hierarchy e EFERF &= _ﬂ
[ Relationship 1 Stacked List

G Matnx | = = .

P Dirtiras

ails and minimal Level 1 text

I =

Pictures

Rather than using too much text on your slides, consider using pictures along with text
as a more interesting way to communicate your ideas. You can put lots of text into the
Notes Section and refer to that as you’re speaking.

When browsing for images, keep in mind that pictures imported from web sites can be
low resolution, and are typically used for on-screen presentations and web pages. If
you’re going to print handouts, be sure to use images that are at least 180 dpi (dots per
inch).

e il St ) |

CISRC Libearies » Pictures »

J

| Orgenize = New folder

B] Microscft Powerpc - Pictures library T
eamwork
W Favorites
Bl Desktop
& Downlosds * We work together

30 RecentPlaces =

* We share ideas
o Libraries Sample Pictures
+| Documents
o Music
e Pictures
B videos

* We support each other

1= Computer
EL Local Disk (€
‘ gt spps (Nitc-appe. =

File name: E

I=

How do we Succeed as a Team?

+ Team building is creating a work culture that values collaboration

+ In a feamwork environment, people understand and believe that thinking, planning are better done cooperatively
* We're open and receptive to ideas and input from others on the team.

. + At Whatever Corporation, we believe that we're only as strong as our team
NOteS Sect'on —————3P |- "None of us is as good as all of us”

10
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Online Pictures

Online pictures have replaced the old Clip Art. When you click on the Online Pictures
button you get a search box. You can type in a word and press enter to search for a specific
image or you can click on the Bing Image Search icon to browse categories.

Insert Pictures

Bing Image Search
Search the web

Search Bing

bbingi |

Sign in with your Microsoft account to inse

Flowers

o

‘7: .
s, e

k. | T

a o %

Sunflowers

Education

Spring flowers
My Froma file

Browse files on your computer or local network

Videos / Media

You can embed a video or link to a video from
your presentation. If you want to limit the size
of your file, you can link to a video file on your
local drive or to a video file that you uploaded
to a web site, such as YouTube or Hulu.

All options to insert video or audio are
located on the Insert tab, in the Media ' e

group.

Presentationl - PowerPoint

Animations Shide Show  Review View Developer Add-ins  Mix Format @ Tell me Young,Scott £, Share

Home BUEELRE Design  Transitions

| C@online Pictures | COshapes~ | @ | (R[] -Ll-:] E D 7,
=l o+ Screenshot - T2 SmartArt B I (i3
New  Table | Pictures = Add- Hyperlink Action Comment Text Header WordArt ) Video Audio Screen
Slide= - & Photo Album - nl Chart ins~ Box & Footer &l x - = Recording
Slides = Tables Images Hlustrations Links Comments Text Media -
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Viewing Presentations

There are four different ways to view your presentation in PowerPoint. The views can be
accessed using the buttons in the status bar, or by using the View Tab on the Ribbon.

H -0 = Presentationd - PowerPoint
File Home  Insert  Design  Transiions  Animations  ShdeShow  Review Developer  Add-ins  Mix  Q Tell me.. Young,Scott ,q Share
J—E—l L‘JE |,_| ]—_:‘ _l I_l [=1] (¥ Ruler -l = q B color == HE amange an I__-,}—‘ r
L L |= | = i = e — L I
3 TR Gridlines - &= Grayscale [ B Cascade o
Normal Cutline Slide MNotes Reading Slide Handout Notes 5 Notes Zoom Fitto MNew : Switch Macros
View Sorter Page View  Master Master Master — OUides Window mm Black and White  yinggy, b Move Split  windows -

Presentation Views Master Views Show i Zoom Color/Grayscale Window Macros -~

Normal View displays a single slide as it
appears in the presentation, as well as
thumbnails and an outline tab, where you
= can organize the structure. Speaker notes can
- be added in the bottom section of this
j window. This view is used to create and edit
slides.

Slide Sorter View shows thumbnails of your
slides. From this view you can reorder slides
by dragging and dropping them, or you can
set the timing for the slide show. You can also
hide slides in this view. Hiding a slide will
keep it in the file, but it will not show when
you view the presentation.

Notes Page View allows the speaker to
create notes to use during a presentation.
Each page corresponds to one slide. These
can be printed to assist the presenter during
the presentation. Use this view when you're
composing speaking topics.

Reading View/Slide Show View displays the
slides as an audience will see them. Use the
arrows and icons on the lower right side of
the Status Bar to advance slides or switch

view
Use the key to return to Normal View.

[ ® B = ®B|=
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Slide Show Tab

The Slide Show Tab allows you to review the slide show from beginning to end or from
the current (active) slide. You can also control how the show will be presented and
rehearse timings in the Set Up Slide Show drop down box.

H ©-00R- - Presentationl - PowerPoint
File Home  Insert  Design  Transiions  Animations WEESIGIGGWIVEN Review  View  Developer  Add-ins  Mix $ Tell me what you want to do..
T ] =4 = B | | Play Narrations ; :
L,-ll ») 1_ L*-‘-E, .LL.—! |—.t}r| / R (@ 4 ¥ =¥ Monitor: Automatic -
o i o e . : Ry i | Use Timings
From From Present Custom Slide SetUp Hide Rehearse Record Slide fr
by 3 E 2 2 = 7 . +| Use Presenter View
Beginning Current Slide Online~  Show=  Slide Show Slide  Timings  Show -~ Show Media Controls
Start Slide Show Set Up
Set Up Show ®
Show type Show slides
@ Presented by a speaker (full screen) @ Al
() Browsed by an individual fwindow) O From: 1 o 1o 2
() Browsed at a kiosk full sereen) Cactam show
Show options
[ Loop continuously until Esc Advance slides
[] Show without narration _
* Manually

[F] Show without animation
0 @ Using timings, if present
[] Disable hardware graphics acceleration

Pen color: Q v Multiple monitors
S Use Presenter View
Resolution:

lets the speaker
read their notes as

Use Current Resolution
[¥] Use Presenter View

. they present, but
the audience will
only see the slides.

L E’&‘f‘( t%&*&;%
DRI AR AR
|

: Changing the Order of Slides in a Presentation

'_ - In the slide sorter view, click and hold down the left mouse button and

IIE IIE Li IIH drag the slide to a new location. You'll see a line where the slide will be

S S placed when you release the mouse button. This can also be done in the
3 - Thumbnail pane area of the Navigation bar.

Select slide 4 and drag it above slide 3.

PowerPoint Help

If you need help at any point while you’re creating or presenting a PowerPoint slide show,
you can press the F1 key on your keyboard to get content-specific help.
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Saving a Presentation

You can save a file by clicking the File tab, choosing Save, typing a descriptive name into
the File Name window, and then clicking the Save button.

Save As
E!: Ureversity of Honda
L oD
" You can also use the
Ei Save button on the
SeladF: e e e e 4 Quick Access Toolbar
1 inthe top left corner.
Save —» l
i BElE)> O
B — FILE HOME L
I = HdeFokiers Tk * :.L_] Carcan I :
[ sve |
Account
Options
If others will need to open your file with previous versions of
PowerPoint, use the Save As option and select PowerPoint 97 — 2003
Presentation from the Save as type menu.
Save and Send to Others

If you need to send your presentation to 'E!

someone else, the best way to is to use the
Save & Send option. You can send an |

on about Mo

ealthdl ey hand

attachment of your file using Send Using E- | .
mail, but if you have large media files, such | we S —
as videos, you’ll need to compress those | ™ T )

Save & Send

first to make a smaller file. On the Home |
Select the Info tab and click the Compress | oo
Media button and choose Presentation |
Quality. Note: Only available if you have
inserted media. w5 e Damse M o

You also have the option to Package Presentation for CD. This allows you to add other
files or to add a PowerPoint Viewer so that the presentation can be run on a computer
that does not have the PowerPoint program. You can also add any linked files such as
video or audio.

14
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Printing your Presentation

PowerPoint offers several print options to help you prepare your presentation. You can
print slides, handouts, and/or notes to support your presentation.

Training material Post

Seftings
5 Print All Slides .
P r[ nt Print entire presentation
Slides: | 5]
Copies |1
= I:I Full Page Slides
Print Print1 slide per page
Print Layout
Printer ]
; VPHA-C3-009-ITCTraining (...
& ] Ready |’ Full Page Slides Motes Pages Cutline
Printer Propertics Handouts
Settings D D
Close =
Iy Ao - 15lde 25lides 3 Slides

"B prin entire presentation

Account Slides:

[

4 Slides Horizontal 6 Slides Herizontal 9 Slides Horizontal

B E E

' 4 Slides Vertical G Slides Vertical 9 Slides Vertical

| Full Page Stides

Print 1 sticke per page

Options

| < Print One Sided

on ane side of th

—! oy

-, Collated

Frame Slides

o, +  Scaleto Fit Paper
High Quality

Edit Header & Footer ‘

Types of Print Layouts

e Print All Slides prints out the entire presentation, one slide per page, usually
landscape. If you have color graphics on your slides and a large number of pages
to print, you may want to print in Grayscale or Pure Black and White.

e Notes Pages will print one slide per page and have room for your presentation
notes (if you type them in).

e You can print a text outline of your slides with the Outline option.

e Handouts can be printed with one, two, three, four, six or nine slides per page.
When printing handouts with multiple slides per page, you also have the option
to print the pages horizontally or vertically.

Exiting PowerPoint

There are several ways to close your file and exit PowerPoint. From the File Button, click
Close, if you have not saved your presentation, PowerPoint will prompt you to save. Click
Yes to save your presentation and your changes, click No to discard your changes and
close the file.

To close the presentation and exit the program, choose Exit or use the X in the upper right
corner of the PowerPoint window. You’ll be prompted to save the presentation if any
changes have not been saved.
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Class Work

. Create a new folder named ‘IT Training’

. Open a Blank presentation inside that folder.

. Save the presentation as PowerPointLabOne.pptx
. Add a Title to the first slide: My Country.

1

2

3

4

5. Type your first name and last name in the Subtitle section.

6. Choose an appropriate design.

7. Use suitable color for background using format background.

8. Use bullet lists and write name of 5 Districts of Nepal.

9. Insert our national flag in next slide.

10.Insert table and fill appropriate data.

11.Insert chart to show population province wise and modify data by right
clicking.

12.Use attractive transition for one next slide and fill content.

13.Use animation (onclick) to list name of president and prime minister of
Nepal.

14. Present your slides using slideshow.

15. Print your slides (as pdf) in such a way that two slides lies per page.
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Surfing the internet, content search, & email

Internet Surfing
e Areyou wondering where to get information for your project or the price of commodities in other
cities?
e Areyou planning to travel to a new place with your family or friends during your vacation but you
have no new place to suggest?
+* One easy and quick way to find any information is through the internet

Internet Surfing means to go from one page to another on the internet, browsing for the topics of interest.

Internet Surfing usually involves:

Starting an internet browser (Browsers are software that helps during surfing)

Typing the address of a web page in the location box or address field of the web browser.
%+ Identifying and use of common buttons on the browser toolbar like Back, Forward, Home
+*» Navigating or moving between web pages

@,
0’0
@,
0’0

Steps on How to Surf the Internet

A. Start the Web Browser

Iriternet txplorer TheWorid Opera

S

Netscape

&

Tencent Traveler Maxthon Chrome

Some popular web browser
B. Type on a Web site Address
o Click to place your cursor in the address of location bar. Type a website address. Eg
www.google.com
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http://www.google.com/

0O 3 Newub x =4
C | @ wwwgoogle.com

[ welcome

They could've just as easily called this

country...

o Press the Enter key on the keyboard or click on the go button. Then, wait as the page
loads on the computer.
o Access the webpage.

B | G Google x [+ - o x
&« G & https//www.google.com 5 5| = @ @

Google

Google EiHit o P S TREeg

Google 1) HISTH] JUTA B English

gaaral g waum s g wm v ol Mofoa  ades  wufisaes

C. Click on Hyperlinks
o Click on a topic of your interest and read the information given.
Note: You can move to other pages on the website by using hyperlinks. When you point

to a hyperlink, the pointer changes to a hand . When you click a hyperlink, it takes you
to that page.
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= StackExchange + -] danixd 744 =10 | log out chat | meta abo

N

—_

I=I stackoverfl
Title |
B 7 | @< %om | === = B
Tags

| at least one tag such as (asp.net linux windows), max 5 tags

) Notify |dan@danixd.com daily of any new answers

|Post Your Question|

browser shows link destination

about | fag | blog | data | podcast | legal | advertising info | contact us | feedback always welcome

! stackoverflow.com ! apifapps ! careers serverfault.com SUperuser.com meta area

stackoverflow.com/guestions

D. Navigate Between Webpages

o Go back to the first page by clicking the Back Button D on the toolbar.

o Click to place the cursor n the Address or location bar and type another Website address.

o Press the Enter key on the keyboard or click the Go button on the toolbar. Then, wait as
the Web page loads on the computer.

o Read the Web Page.

o Click the icon on the toolbar that looks like a house . This icon is called Home and it
usually takes to the default home page of the browser.

o Go back to the previous page by clicking the Back button I:I on the toolbar.
o To visit the page the page or any Website again, bookmark the page.

o Click the Forward button |:| to move the Web page that you were viewing before you
click the Back button

E. Close the Browser.

o Click the close button at the top-right corner of the browser window to exit.

o
B G Googe x B = el 2
S G O https//wwwgooglecom B = @ @
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LAB-Work
1. Start aninternet browser
2. Type the address of a webpage in the address field of the web browser
o Go to www.google.com and search for most popular websites and visit any one of them
by typing the address on the address bar of the web browser.
3. Identify and use common buttons on the browser toolbar like Back, Forward, Home
4. Navigate or move Between web pages
5. Exit the browser

Content Search
Search Engines are used to search the content on the web. E.g. Google, Bing

e The first step is to open a Browser by clicking on the browser icon. Once the browser open, type
www.google.com or www.bing.com on the top of the browser window and press the Enter key

on the keyboard.

C [l & Secure | https://www.google.com

Gmail Images Eii m

e The browser now displays the large Google search bar. As you begin to enter the phrase most
popular toys of 2017 into the search bar, notice how the search bar moves to the top of the screen
as the words are typed. This movement is normal; continue to type the phrase.

& Google x

&« C | & Secure | httpsy//www.google.com ®

~ mmn
Gmail Images === m

Google

most popular toys 2017 |

A=

Google Search I'm Feeling Lucky

Advertising Business About Privacy Terms Seftings
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http://www.google.com/
http://www.bing.com/

Google

As the will display a dropdown list word are typed, the search engine of suggested search options.
At this point either continue typing the phrase or select the option of most popular toys 2017.
Selecting a suggestion option is done in two ways; either by using the mouse to click on the desired
option, or by using the down arrow key on the keyboard to select an option, then pushing the
Enter (or Return) key.

most popular toys|

{=
Jeol

SafeSearch on

most popular toys

most popular toys 2017

most popular toys by year

maost popular toys 2014
The search is now entered and the webpage displays the results of your search. Notice how the
results are displayed. Box #1 is the first page of the search results. Box #2 is an advertisement
targeted to be relevant to the search. The search results in the list are titled by hyperlinks in a
larger font and in a blue color. These links direct you to a website with information about the
search. The advertisements on the right side are linked to something to buy. When conducting a
search for information, the primary focus is on the list of search results, not the advertisements.

most popular toys 2017 § Q HH

Google
1

All Images Shopping Videos News Moare Settings Tools

About 19,700,000 results (0.51 seconds)

Top Toys 2017 : Hot Toys of the Year : Target
https:/fwww. target.com » gift finder » kids' gift ideas guide ~
Items 1- 24 of 352 - favorite brands. Marvel. Hasbre. Fisher Price. Shopkins. LEGO. Trolls.

60 Best Toys for Christmas 2017 - New Most Popular & Best Selling ...
www.brostrick.com/tech/best-toys-for-2015-2016-christmas-season/

Apr 20, 2017 - Fidget Spinner — Buy It Here For $15. Little Live Pets 'Snuggles My Dream Puppy' Playset
- Buy It Here For $43. The New Pokemon Z-Ring Interactive Set — Buy It Here For $20. Nerf N-Strike Elite
Terrascout Remote Control Drone Blaster — Buy It Here For $189. Squishy Stress Relief Balls — Buy it
Here For §14

Top 30 Hottest New Toys of 2017 - Heavy.com
heavy.com/social/2017/04/top-hottest-new-toys-2017/ +

Apr 22, 2017 - So many great brands have cool new toys out or on the way soon, and ... With that in
mind, here are the top 30 hottest new toys of 2017 {and

The Toy Insider: Toy Reviews - Top 2017 Girls and Boys Toys
www.thetoyinsider.com/ «

The Summer's Hottest Toys on CBS Philadelphia. Looking for the hottest toys of the summer? Toy
Insider Senior Editor Ali Mierzejewski stopped ...Read More _..

10 Best Toys for Kids in 2017 - Hottest Kids Toys and Gift Ideas for ...
www.bestproducts.com/parenting/kids/g1121/besttoys-for-kids/ +

Dec 14, 2016 - From LEGO lovers to SpongeBob fans, there's a toy in here for everyone! Check out our
top ten picks.

Amazon Best Sellers: Best Toys & Games - Amazon.com
https://www.amazon.com/Best-Sellers-Toys-Games/zghs/toys-and-games v

Discover the best Toys & Games in Best Sellers. Find the top 100 most popular items in Amazon Toys &
Games Best Sellers.

New Toys: Hottest, Most Popular Toys of 2016 & 2017 | Mattel Shop
shop.mattel.com/shop/en-us/ms/new-mattel-toys »

Results 1- 36 of 803 - Find the newest toys from kid's favorite brands at Mattel Shop. Browse the latest
children's toys, dolls, action figures, games, playsets and ...

LAB-Work
1. Search for the products to want to purchase.
2. Search for the recent news on the browser.
3. Search for the most beautiful places to visit in 2021 in Nepal.
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Email
Email (electronic mail) is a way to send and receive messages across the Internet. It's similar to traditional
mail, but it also has some key differences.

Email advantages
e Productivity tools: Email is usually packaged with a calendar, address book, instant messaging,
and more for convenience and productivity.

e Access to web services: If you want to sign up for an account like Facebook or order products from
services like Amazon, you will need an email address so you can be safely identified and contacted.

e Easy mail management: Email service providers have tools that allow you to file, label, prioritize,
find, group, and filter your emails for easy management. You can even easily control spam, or junk
email.

e Privacy: Your email is delivered to your own personal and private account with a password
required to access and view emails.

e Communication with multiple people: You can send an email to multiple people at once, giving
you the option to include as few as or as many people as you want in a conversation.

e Accessible anywhere at any time: You don’t have to be at home to get your mail. You can access
it from any computer or mobile device that has an Internet connection.

Understanding email addresses

To receive emails, you will need an email account and an email address. Also, if you want to send emails
to other people, you will need to obtain their email addresses. It's important to learn how to write email
addresses correctly because if you do not enter them exactly right, your emails will not be delivered or

might be delivered to the wrong person.

Email addresses are always written in a standard format that includes a user name, the @ (at) symbol,
and the email provider's domain.

The user name is the name you choose to identify yourself.

Merced Flores 9merced.flores/3gmail.com>

iome |«

Hi Julia,

I'm ahenliitalv availahla ae a eriantificr raneiiltant far

The email provider is the website that hosts your email account.
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Merced Flores <merced.flores73@

fome '«
Hi Julia,
I'm ahenliitalv availahla as a eriantificr ranciiltant far

Some businesses and organizations use email addresses with their own website domain.

from: Facebook <security@facebookmail.com

About email providers

In the past, people usually received an email account from the same companies that provided their
Internet access. For example, if AOL provided your Internet connection, you'd have an AOL email address.
While this is still true for some people, today it's increasingly common to use a free web-based email
service, also known as webmail. Anyone can use these services, no matter who provides their Internet
access.

Webmail providers

Today, the top three webmail providers are Yahoo!, Microsoft's Outlook.com (previously Hotmail), and
Google's Gmail. These providers are popular because they allow you to access your email account from
anywhere with an Internet connection. You can also access webmail on your mobile device.
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Other email providers
Many people also have an email address hosted by their company, school, or organization. These email
addresses are usually for professional purposes.

Many hosted web domains end with a suffix other than .com. Depending on the organization, your
provider's domain might end with a suffix like .gov (for government websites), .edu (for schools), .mil (for
military branches), or .org (for nonprofit organizations).

Getting started with email

You should now have a good understanding of what email is all about. Over the next few lessons, we will
continue to cover essential email basics, etiquette, and safety tips.

Setting up your own email account

If you want to sign up for your own email account, we suggest choosing from one of the three major
webmail providers.

Google

Create your Google Account

First name
[ | | Last name

Username @gmail.com

You can use letters, numbers & periods

Use my current email address instead =
© o
Password Confirm

Use 8 or more characters with a mix of letters, numbers & One account. All of Google
symbols working for you.

[J show password

Sign in instead Next

Once you have signed up, you can log in using the email address and password you have set.
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Understanding the email interface
Below are some examples of different email interfaces from Gmail. Review the images below to become
familiar with various email interfaces

e Inbox
The inbox is where you'll view and manage emails you receive. Emails are listed with the name of the
sender, the subject of the message, and the date received.

Facebook Getting back onto Facebot Jun 29
Google New sign-in from Samsuni Jun 28
Olenna Mason Hey girl! Jun 24
Grace Ellington Volunteer Opportunity - | v Jun 21
Olenna Mason Lakestone student art exh Jun 21

o Message pane
When you select an email in the inbox, it will open in the Message pane. From here, you can read the
message and choose how to respond with a variety of commands

“ a (1] i B - More ~ 60f9 £ >
Re: consultant for book Inbox = B
Merced Flores <merced.flores73@gmall.com=> Jun 21 ~ v
Hi :JL‘Jlia.

I'm absolutely available as a scientific consultant for your book! Thanks so
much for considering me.

Merced

Compose pane

You can click the Compose or New button from your inbox to open the Compose pane to create your
own email message. From here, you'll need to enter the recipient's email address and a subject. You'll
also have the option to upload files (photos, documents, etc.) as attachments and add formatting to
the message.

A Compose pane will also appear when you select Reply or Forward. The text from the original
message will be copied into the Compose pane
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Thank you! Appointment Confirmation

Henri Rousseau
Thank you! Appointment Confirmation

Hi Henri,

Thanks again for coming to the grand opening. It was very nice meeting
you. I'd like to confirm the appointment you made to come in Saturday at
12:00 for your sibling portrait. | know your parents in Canada are going to
love it!

See you Saturday,
Elena

A B & $ @ 0 ® ] .
Forward

Whenever you want to share an email you've received, you can use the Forward command to send
the message to another person.

Email attachment etiquette
Attachments are an easy way to share files, photos, and more, but many people aren't aware of some
of the most common attachment mistakes. Be sure to follow these basic rules when including
attachments in your emails.

Mention included attachments

Never attach a file without mentioning it in the body of your email. On the other hand, make sure the
attachments you mention are actually included with the message—it's easy to focus on your message
and forget to include the file itself. We recommend attaching any files before you start writing.
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Package price list - X

Henri Rousseau

Package price list

Hi Henri,
I've attached the photo package price lists you requested!

Thanks,
Elena Casarosa

EC Photography Studio
555-919-4889
emcasarosa@amail.com

Package Price List.xlsx (8K) X

g D & $ @ co O

Consider file size and format

Avoid sending excessively large attachments or uncompressed photos, which can take a long time for
your recipients to download. You can always ZIP or compress files to make them easier to send.
Additionally, make sure your attachments don't need to be viewed in a specific application—use
universal file types like .PDF, .RTF, and .JPG.

m}

Pictures from Paris trip

Olenna Mason
Pictures from Paris trip

Hi Olenna!

I've attached some of the pictures form my trip as a ZIP file. They're all
JPGs so you shouldn't have any trouble viewing them.

Julia

Paris Photos.zip (97K) X

Bl ;2 06 $ Boe ©swed B -
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LAB-work

e Sign up on one of the top three webmail providers are Yahoo!, Microsoft's Outlook.com or
Google’s Gmail

e Sign In using Email ID and password

e Obtain one of your friend’s Email addresses

Enter the friend’s email address on the recipient box

Compose the mail (Include Subject and the content)

Attach any files (images, txt, docx) but consider the size (limit within 2-3MB)

Now send the message to your friend
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Presentation and Documentation Writing Skills

What is a good presentation?
Good presentation is one that has 4Ps:
- Plan
- Prepare
- Practice
- Present

Presentation Skills:
- Why do we need to know how to prepare the information?
- Public speaking is commonly feared by many people.
- It can be a nerve-racking experienced, but anxiety can be minimized.
- Practice and preparation can help become a good presenter.

Plan:
- Preparation or planning is the first step for successful presentation
Aspects:
- Purpose
- Audience
- Structure

Ask yourself:

Who is your audience?

What do you want to present? (Content, material)

Why do you want to present this? (purpose)

Where do you want to present? (place)

How do you want to present this? (ppt, other, technology,etc.)

VVVYVY

Audience Analysis

In what is the audience interested?

What does the audience want?

What does the audience already know?

What does the audience need to know?

What does the audience expect from this presentation?
How will the audience benefit from this presentation?

VVVVVYVY

Structure:
» Structure the content in line with the audience’s needs
» What is your objective?
» Do your research
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» Gather material from different sources o Arrange points logically
Important Tips:

e Anticipate audience’s questions and prepare possible answers

e Prepare handouts if desired and appropriate. Everyone benefits from visual/graphic
documents.

e Don't forget to prepare with the allotted presentation time in mind. If you don’t know
how long you have, find out.

Example Structure for 20-minute presentation:
» Opening: 2 minutes
» Middle: 13 minutes
» Ending: 2 minutes
» Questions: 5 minutes
*Always leave time for questions*

Prepare
% Opening: the first few minutes are critical for success
e Carefully design and master this while practicing
o Good first impression
o Rehearse well, but use natural speech and no reading from notecards or computer
e Get attention
o Shock, humor, question, story, statistics
e Be enthusiastic
o Motivate audience to listen
s Middle:
e Logical sequence
Understandable
Recaps (summaries) when appropriate
Visual aids (flip-charts, handouts)
+* Ending: the last few minutes are just as critical for success as the first few minutes
e Summarize important points
e Suggest action
o What should the audience do now?
o When should they do it?
o Why?
o How?

K/

% Visual Aids:
e Colors
o Grey on white
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Practice

o Black on white
e Grammar
e Fontsize

o Small

o Medium

o Large

e Be active

o Move around rather than stand stiffly in one spot

Controlled gestures

o Hand movements
o Playing with hair

Where to keep hands?

o Not in pockets
o Occupy hands with notes or a pointer. Nervousness tends to show in our hand
gestures.

Eye contact

o Look around from person to person while glancing at notes or presentation
o Don't stare

Face audience

Verbal Communication

Speak naturally

Variations in tone and pitch of voice

Talk to audience, not just in front of them

No jargon

No ambiguous or complicated language

Question your audience throughout to facilitate group involvement or garner
attention

Audience

Be aware of audience’s nonverbal and verbal communications
o If people are bored or confused, their body language will show it.
o Adjust based on what you see
Engage audience
o Questions, activities
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e Handle questions to the best of your ability
o You are not expected to know everything
o Anticipate questions and have answers ready
o Sometimes questions allow you to highlight a point you want to make

Present
e Prepare thoroughly
e Breath deeply and slowly
e Use gestures and facial expressions as a way of converting nervous fear to
positive enthusiasm.
Anxiety and stage fright
e Everyone has it to some degree, even the best public speakers
e Do not try to completely eliminate fear
e Instead, channel that fearful energy into an effective presentation.

So, what is a Good Documentation?
» ltis a concise, legible, accurate and traceable records in a simple word.

Concise:
The document must tell the entire story and must be understood by internal/ external customers

Legible:
The documents must be readable by internal/external customers.

Accurate:
The document must be error free.

Traceable:
Each aspect of the document must be traceable, such as, who recorded it, where and why.

How do we make the task easy?

Let’s examine what it means to be concise.

Are our documents standardized?

Are the documents easy for all to use?

- Do we have certain documents that consistently have errors?
- Do our documents tell a complete story?

If we have an answer to these questions, then we are good to go...

Let’s examine what legible means.
- Can everyone read what is written?
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No matter who, where or what, can the written or printed data be read?

Now, let’s examine what it means to be accurate.
- Data shall be recorded as soon as possible and shall not be falsified.

What does the traceability mean?

- Can everyone understand who recorded the data, why it was recorded, what was
recorded and when it was recorded.

If we have an answer to this, then we can trace every information about the data.

For all this, standardization is the key, a common practice accepted by everyone.

Purpose of documentation:
- Documents are objective evidence that actions or tasks have been performed
- Documentation helps other to read your research, experiment and account of future
countless possibility of new ideas and also it provides credit to the owner.

Quality System Records:
Includes:
- Purchase Orders
- Management Reviews
- Contracts
- Training Records
- Device History Records
- Device History Files

What am | responsible for?

e You are responsible for your signature:
- Written Signature
Should at a minimum be your first initial and full name.
EgJ. Doe
Initials maybe used on any page of a document once signature appears on that page.
Eg. ID
- Electronic Signature
- Responsible for all recorded information before you... because you will be reviewing all
data before you to be sure no one has made any mistakes.

What if there is a mistake?
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- All errors should be corrected by the person who created them.
- If the person is not available, the error can be corrected by their manager
- Or be corrected by the next highest member of the management and so on

How to correct Mistake?
- Draw a single line through the error
- Make the correction next to the error

- Write an explanation for the error
- Sign and Date the correction

What if there is no more space for correction?

- Draw an asterisk (*) next to the error. Place the asterisk (*) on the same page where there
is room to write and put the information.

Example: My Name is Misspelled '

AAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAA
My name is Jen * John
AAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAA

*misspelled
J. Doe 01/01/2000
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Computer Skill Training - 2078

Assignment Presentation Evaluation Session

Evaluators: Date:
ﬁ:[:r I 24X Topic Please Include
Group 1 v
£ G
G 1 . 0
1 rofp MS Office Word 2
Group 1 =
Q.
Group 1 ‘;,\ %
(]
T W
Group 2 = %
2 Group 2 . (\.l c
MS Office Excel c O o
Group 2 c QT
0 =5
Group 2 S N
[7) 1
Group 3 Q w
c +
Group 3 © 2 g)n
3 MS Power Point < < c
Group 3 = =
Group 3 » 3 g
— —
s S
Group 4 _g 2 é
- 9
4 Group 4 - . . =2
Traditional and Unicode typing v §
Group 4 £ v
Group 4 a g =
P T € 5
Group 5 - g %.o
5 Group 5 Introduction to Project Management %D Al g
Group 5 Information System ER-=
R
Group 5 S - 0
(7] 1
Group 6 8 g GO}
' . P
6 Group 6 Surfing the internet, content search, g 8 =
. G
Group 6 & email 5%
—
Group 6 € 5
a2
Group 7 Q <
=
Group 7 g Qv
7 e-Administration 55
Group 7 o g
L <
S
Group 7 a 2
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Please divide total participants in seven groups as shown in Assignment Group Division sheet
and assign them respective topics and allow sufficient time for discussion and presentation
making.

Team collaboration and presentation making : 3 Hours

(on the basis of the team members and topics assigned participants are allowed to make
discussion and make presentation on powerpoint)

Presentation and Evaluation : 2 Hours

(Nearly 10 minutes for presentation and about 6 minutes for feedback by the evaluators and other
participants)

Feedback form filling (on google form): 1 Hour

At the end of the training session it is required to collect feedback from participants in the google
form. The questionnaire is attached herewith in excel sheet. Please mention name of respective
trainer on google form and do it for all 8 topics.

Evaluation reference

Particular Weightage
Final slide presentation 50%
Concept of the topic 30%
Interaction 10%
Extra creativity 10%
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Please prepare a google form and submit summarized responses

The objective(s) of the training were met. Strongly Agree |Agree Neutral Disagree |[Strongly disagree
Overall the trainers were highly capable, knowledgeable & engaging. Strongly Agree |Agree Neutral [Disagree |Strongly disagree
The trainers were well prepared and able to answer any questions Strongly Agree |Agree Neutral [Disagree |[Strongly disagree
The course length was appropriate. Strongly Agree |Agree Neutral Disagree |[Strongly disagree
The pace of the course was appropriate to the content and attendees Strongly Agree |Agree Neutral [Disagree |[Strongly disagree
The time allotted for the training was sufficient. ” Strongly Agree |Agree Neutral [Disagree |[Strongly disagree
The training Hall/Lab and facilities provided were adequate and comfortable. .§ Strongly Agree |Agree Neutral Disagree |[Strongly disagree
The organizing team and members were helpful and supportive. 8‘ Strongly Agree |Agree Neutral [Disagree |[Strongly disagree
It is believed that such type of training is useful and is required in the future too. Strongly Agree |Agree Neutral Disagree |[Strongly disagree
Do you have any suggestions regarding the food supply and its quality? so that we can take care in the futures. Paragraph
Another Section
Prepaare below questions for all topics individually including trainer name.

Topic Name:

Trainer name

Training hour
This topic is highly relevant for me in this training Strongly Agree |Agree Neutral [Disagree |[Strongly disagree
The training session was highly interactive, informative & engaging. Strongly Agree |Agree Neutral [Disagree |[Strongly disagree
The Trainer was knowledgeable, well prepared and encouraging. é Strongly Agree |Agree Neutral [Disagree |[Strongly disagree
The time slot allotted for this topic was suitable. = Strongly Agree |Agree Neutral [Disagree |Strongly disagree
If you want more comments and suggestions, please write below © Paragraph

Repeat 7 More sets of these questions
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Training on Information and Communication Technology

Pre & Post test Questionnaire

Participant’s Detail
Name: Organization:
Designation: District:

Additional Detail:
Gender Age
Ethnicity: Education:

Please read the following questions carefully & answer them with ( ) mark.

1. The brain of any computer system is
a) ALU
b) Memory
c) CPU
d) Control unit

2. is an area of a computer that holds data that is waiting to be processed, stored, or
output.
a) ALU
b) Memory
c) CPU
d) Control unit

3.  Computer is the result produced by the computer.
a) ALU
b) Input
c) Output
d) Storage

4. An device displays, prints or transmits the results of processing.
a) Keyboard
b) Input
c) Output
d) Storage

5. Which of the following device is used for taking input by the computer ?
a) ALU
b) Mouse
c) Mice
d) Laptop
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o

Which of the following are the capabilities of the computer?
a) Huge Data Storage
b) Input and Output
c) Processing
d) All of the above

N

Which generation of computer do we use currently?
a) Third Generation
b) Fourth Generation
c) Fifth Generation
d) Sixth Generation

®

Which of the following are the capabilities of the computer?
a) Huge Data Storage
b) Input and Output
c) Processing
d) All of the above

©

Computer is free from tiresome and boredom . We call it
a) Accuracy
b) Reliability
c) Diligence
d) Versatility

10. Mention any four applications of computer
a)
b)
c)
d)

11. Project Have a specific , with a focus on the creation of business value, to be
completed within certain specifications.

a) Time
b) objective
c) PMIS
d) Date

12. Which of the following is not an example of project?
a) Constructing a building or facility
b) Developing a new product or service

¢) Having a tiffin
d) Software development
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13.

14.

15.

16.

17.

18.

19.

20.

A project management information system is the logical organization of the required
for an organization to execute projects successfully.

a) Data

b) Information

c) Time

d) Money

is defined as data with context. organizes data, with a meaning and

relevance.

a) Datum

b) Input

c) Information

d) Wisdom

Your PMIS could include?
a) Scheduling software tools.
b) Work authorization system.
¢) Configuration management system
d) All of above

Government policy is an example of which sources of information in PMIS?
a) Intermediate
b) Internal
c) External
d) All of the above

Objectives of PMIS includes.
a) To compare the baseline with the actual completion of activity.
b) To manage materials.
c) To collect financial data.
d) All of above mentioned

Feedback is provide after which steps in PMIS?
a) Input
b) Processing
c) Output
d) None of the above

Which of the following is not an limitation of PMIS?
a) Accuracy
b) Not suitable for many (specially smaller) projects.
c) Resistance to use by some persons.
d) Possible technical issues etc.

Mention any four benefit of PMIS.
a)
b)
c)
d)
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21

22

23.

24,

25.

26.

27.

28.

. Communication is a non stop

a) paper

b) process

c) programme
d) Plan

. Which Our dress code is an example of communication.

a) Verbal
b) Non-Verbal
c) Written
d) Spoken

Which of the following is fundamental skill we need to be successful in our professional career?

a) Private Speaking
b) Public speaking
c) Fear

d) Anxiety

Preparation or planning is the first step for successful presentation which includes

a) Purpose
b) Audience
c) Structure
d) All of above

Is nothing but checking whether we have followed the earlier stages promptly and efficiently
a) Review

b) Reading

c) Looking

d) None of the above

In oral presentation outside your organisation you must first give the audience a of your
organization.

a) Flash Back

b) Background
c) Frontview

d) Forward View

Which of the following is not a part of an audience analysis?

a) What does the audience already know?

b) What mobile device audience have?

¢) What does the audience expect from this presentation?
d) How will the audience benefit from this presentation?

Which of the following quality refers that the document must be error free?

a) Concise
b) Legible
c) Accurate
d) Traceable
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29. which of the following is not a step for correcting a mistake in written record ?
a) Draw a single line through the error
b) Make the correction next to the error
c) Puta # sign for corrected word
d) Write an explanation for the error

30. Mention 4P’s for a good Presentation..
a)
b)
c)
d)
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