Course: Refresher Course in Information Communication Technology      (ICT)-RC 1  
Aims and objectives:
· equip the participants with the competencies, skills and techniques required for PC installation, upgrading, configuration, troubleshooting and upgrade their skills to operate Microsoft Office 2007
· enhancing their knowledge and providing them with hands-on technical experience.
Course contents:
· Troubleshooting technique

· PowerPoint

· Use of E-mails & Internet search 

· Characteristics / Components of PC
· Installation and Configuration of PC Components

· Word Processing

· Spreadsheet

· Networking

· Security Aspect

Duration: 3 half-day session
Batch 1 : 20-22 Jan 09 
Batch 8 : 09-11 Mar 09 


Batch 15: 28-30  April 09
Batch 2 : 27-29 Jan 09 
Batch 9 : 17-19 Mar 09


Batch 16: 05-07  May 09
Batch 3 : 03-05 Feb 09
Batch 10 : 24-26 Mar 09


Batch 17: 12-14 May 09
 
Batch 4 : 10-12 Feb 09
Batch 11: 31 Mar, 01 & 02 April 09
Batch 18: 19-21 May 09
Batch 5 : 17-19 Feb 09 
Batch 12: 07-09  April 09


Batch 19: 26-28 May 09
Batch 6 : 24-26 Feb 09
Batch 13: 14-16  April 09


Batch 20: 02-04 June 09
Batch 7 : 03-05 Mar 09 
Batch 14: 21-23  April 09

Venue:   Computer Laboratory

                   3rd Floor, Atom House

Category of Officers:
· Confidential Secretaries and Senior Word Processing Operators
Number of Officers targeted: 260
