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Dear Sir/Madam,

';hat DL( is commencing following programs in the month of -
dehvered using online mode to offer the participants the

ibility of learning from their work place or home.
:
g’

dvanced Certificate i m Public Procurement & Asset Management (2" Intake)
tag on 25" of August 2021

lace Productivity using ICT — (2" Intake)
ust & 6th, 13th of September 2021
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Distanca Learning Centre Ltd, 4th Floor SLIDA Building,
tebaites wnanasdlesrilanka.ora









Dlstance Learmnﬁ Centre Ltd

State Owned Institute Under Ministry of Public Services

Distance Learning Centre

OBJECTIVES

This oniine training provides an understanding
of the essential computer applications such as
MS Word, MS Excel and Google apps which will
help participants to carry out day to day office
work effectively. Particifpants will also get to
learn about remote work applications which

are required to perform their duties in new
normal.

COURSE CONTENT
*Preparing Documents Microsoft Word
Page Setup Design & Formatting
Working with Images Working with Tables
Break Types, Bullets and Numbéring
Mail merge
*Calculations and Reporting Using Microsoft Excel
Formulas and Functions
Sort & Filter / Pivot Tables
Conditional Furmatting
Protection Techniques
*Use of Google applications for collaboration
Scheduling events with Google apps
Document collaboration
Collecting date using Google forms
Sinhala voice typing ~

ffactive remots working using d

ent tools
- Remote Connection tools for wor

Audio video conferencing
E-Mail for Office Comnma
Working with Attac
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PRODUCTIVITY USING ICT

DESIGNED FOR

Anyone who needs to vpdate their knowl-
edge on basic computer applications.

_ RESOUPLE PERSON %

A Senior ICT Lecturer with over 25 years of
ICT training. '

MEDIUM -English / Sinhala
INVESTMENT :
LKR 5, 000 per particig
DURATION
12 studyho
DATES

30™ August & 6%, 13

Wednesday
9.00 amto 1.00 pm
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