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TRAINING PROGRAM

REGISTRATION FORM
(Fill this form as honestly as possible to help us assess your training needs)

Students’ name: 
……………..……………………………………………………………
Level of education attained: 
……………..……………………………………………………………
Computer literacy skills attained (if any): 
……………..……………………………………………………………
Training needs:
……………..……………………………………………………………
……………..……………………………………………………………
Prospective work (What would you want to do in terms of future employment?) 
……………..…………………………………………………………

NB:
 All applicants will be required to pay at least 50% of the fee before starting the training.
Rogers Mukalele 
DIRECTOR, SHAREBILITY UGANDA LIMITED
Mob: 0776960740 / 0706060740
Email: director@sharebility.net


ICT Fundamentals Course
Available at three levels:
	Silver: Utilising units 1 – 5; covering basic skills in each of these units 
	2 weeks
	150,000
	

	Gold:  Utilising units 1 – 7; covering more basic skills in each of these units
	1 month
	200,000
	

	Platinum: Utilising units 1 – 7; covering advanced skills and content in each of these units
	2 months
	300,000
	



Overview of modules:
	

	Unit
	Unit Name
	Silver
	Gold
	Platinum

	1
	IT Basics
	
	
	

	2
	Files & Folders
	
	
	

	3
	Drawing
	
	
	

	4
	Word Processing
	
	
	

	5
	Spreadsheets
	
	
	

	6
	Presentations
	
	
	

	7
	Web Browsing & Email
	 
	
	




	
Unit 1 - IT Basics
	Silver
	Gold
	Platinum

	1.1 Computers in Everyday Life
	
	
	
	

	1.2 Hardware
	
	
	
	

	1.3 Software
	
	
	
	

	1.4 Basic PC parts
	
	
	
	

	1.5 Input devices
	1.5.1 Keyboard
	
	
	

	
	1.5.2 Mouse
	
	
	

	
	1.5.3 Joystick
	
	
	

	1.6 Output devices
	1.6.1 Printer
	
	
	

	
	1.6.2 Monitor
	
	
	

	
	1.6.3 Speakers
	
	
	

	1.7 Storage devices
	1.7.1 Hard Drive
	
	
	

	
	1.7.2 Compact Disc
	
	
	

	
	1.7.3 Floppy Disc
	
	
	

	1.8 PC safety
	1.8.1 Ergonomics
	
	
	

	
	1.8.2 Internet Safety
	
	
	

	
	1.8.3 Computers Viruses
	
	
	








	Unit  2 -  Files and Folders
	Silver
	Gold
	Platinum

	2.1 Starting the Computer
	2.1.1 Start / Restart / Shutdown
	
	
	

	2.2 Using the Mouse
	2.2.1 Right / Left click
	
	
	

	
	2.2.2 Single / Double click
	
	
	

	2.3  Using the Keyboard
	2.3.1 Alpha / numeric keys
	
	
	

	
	2.3.2 Special Keys (Ctrl / Alt / Shift / Caps / Space etc)
	
	
	

	
	2.3.3 Cursor Keys
	
	
	

	2.4 Recognising icons
	
	
	
	

	2.5 Opening  / Exiting programmes
	2.5.1 Using Shortcuts
	
	
	

	
	2.5.2 Using Start Menu
	
	
	

	2.6 Working with a Window
	2.6.1 Maximise / Minimise
	
	
	

	
	2.6.2 Close
	
	
	

	
	2.6.3 Move
	
	
	

	
	2.6.4 Multitask between documents / applications
	
	
	

	
	2.6.5 Using the task bar 
	
	
	

	2.7 Working with files and folders
	2.7.1 Navigating through folders / Folder structure
	
	
	

	
	2.7.2 Creating Folders
	
	
	

	
	2.7.3 Navigating within a file (scrollbar / hyperlinks)
	
	
	

	
	2.7.4 Opening Files
	
	
	

	
	2.7.5 Saving Files
	
	
	

	
	2.7.6 Closing Files
	
	
	

	
	2.7.7 Deleting Files
	
	
	

	
	2.7.8 Copying the Files and Folders
	
	
	

	2.8 File types
	2.8.1 File extensions
	
	
	

	2.9 Storing Data
	2.9.1 Disk
	
	
	

	
	2.9.2 Floppy Disk
	
	
	

	
	2.9.3 CD
	
	
	

	
	2.9.4 DVD
	
	
	

	
	2.9.5 USB
	
	
	



	Unit  3 -  Drawing
	Silver
	Gold
	Platinum

	3.1 Open programme
	
	
	
	

	3.2 New picture (blank canvas)
	
	
	
	

	3.3 Load
	3.3.1 Saved Image
	
	
	

	3.4 Drawing Tools
	3.4.1 Paintbrush
	
	
	

	
	3.4.2 Stamps
	
	
	

	
	3.4.3 Lines
	
	
	

	
	3.4.4 Shapes
	
	
	

	
	3.4.5 Colour palette
	
	
	

	
	3.4.6 Mirror / flip
	
	
	

	
	3.4.7 Grow / shrink
	
	
	

	
	3.4.8 Special effects
	
	
	

	
	3.4.9 Fill
	
	
	

	
	3.4.10 eraser
	
	
	

	
	3.4.11 Undo / redo
	
	
	

	3.5 Text
	3.5.1 Font face
	
	
	

	
	3.5.2 Font colour
	
	
	

	3.6 Save
	
	
	
	

	3.7 Print
	
	
	
	

	3.8 Exit
	
	
	
	



	Unit  4 -  Word Processing
	Silver
	Gold
	Platinum

	4.1 Open programme
	
	
	
	

	4.2 The Document
	4.2.1 Start new document
	
	
	

	
	4.2.2 Opening document
	
	
	

	4.3 Text
	4.3.1 Insert text
	
	
	

	
	4.3.2 Format Text (font face/ colour / size / bold / underline)
	
	
	

	
	4.3.3 Align text
	
	
	

	
	4.3.4 Insert bullets
	
	
	

	4.4 Tables
	4.4.1 Insert table / Draw table
	
	
	

	
	4.4.2 Insert columns / rows
	
	
	

	
	4.4.3 Insert text into table 
	
	
	

	4.5 Graphics
	4.5.1 Insert graphics
	
	
	

	
	4.5.2 Format graphics
	
	
	

	
	4.5.3 Move graphics
	
	
	

	
	4.5.4 Resize graphics
	
	
	

	
	4.5.5 Copy / Paste graphics
	
	
	

	
	4.5.6 Delete graphics
	
	
	

	
	4.5.7 Group / Order graphics
	
	
	

	4.6 Text Boxes
	4.6.1 Insert text boxes
	
	
	

	
	4.6.2 Type text into text boxes
	
	
	

	
	4.6.3 Move text boxes
	
	
	

	
	4.6.4 Resize text boxes
	
	
	

	
	4.6.5 Copy / Paste text boxes
	
	
	

	
	4.6.6 Delete text boxes
	
	
	

	4.7 WordArt
	4.7.1 Inserting WordArt
	
	
	

	
	4.7.2 Format Word Art 
	
	
	

	
	4.7.3 Move WordArt
	
	
	

	
	4.7.4 Resize WordArt
	
	
	

	
	4.7.5 Copy / Paste WordArt
	
	
	

	
	4.7.6 Delete WordArt
	
	
	

	4.8 Save
	
	
	
	

	4.9 Print Preview
	
	
	
	

	4.10 Print 
	
	
	
	

	4.11 Exit
	
	
	
	





	Unit  5 -  Spreadsheets
	Silver
	Gold
	Platinum

	5.1 Open programme
	
	
	
	

	5.2 The Spreadsheet
	5.2.1 Start new workbook
	
	
	

	
	5.2.2 Opening workbook
	
	
	

	5.3 Data
	5.3.1 Insert data
	
	
	

	
	5.3.2 Format data (font face/ colour / size / bold / underline)
	
	
	

	
	5.3.3 Align data
	
	
	

	
	5.3.4 Format cells (fill / borders)
	
	
	

	5.4 Formulas
	5.4.1 Create formulas
	
	
	

	
	5.4.2 Autosum
	
	
	

	5.5 Graphics
	5.5.1 Insert graphics
	
	
	

	
	5.5.2 Move graphics
	
	
	

	
	5.5.3 Resize graphics
	
	
	

	
	5.5.4 Copy / Paste graphics
	
	
	

	
	5.5.5 Delete graphics
	
	
	

	5.6 Text Boxes
	5.6.1 Insert text boxes
	
	
	

	
	5.6.2 Type text into text boxes
	
	
	

	
	5.6.3 Move text boxes
	
	
	

	
	5.6.4 Resize text boxes
	
	
	

	
	5.6.5 Copy / Paste text boxes
	
	
	

	
	5.6.6 Delete text boxes
	
	
	

	5.7 WordArt
	5.7.1 Inserting WordArt
	
	
	

	
	5.7.2 Format Word Art 
	
	
	

	
	5.7.3 Move WordArt
	
	
	

	
	5.7.4 Resize WordArt
	
	
	

	
	5.7.5 Copy / Paste WordArt
	
	
	

	
	5.7.6 Delete WordArt
	
	
	

	5.8 Save
	
	
	
	

	5.9 Print Preview
	
	
	
	

	5.10 Print 
	
	
	
	

	5.11 Exit
	
	
	
	





	Unit  6 -  Presentations
	Silver
	Gold
	Platinum

	6.1 Open programme
	
	
	
	

	6.2 The Presentation
	6.2.1 Start new presentation
	
	
	

	
	6.2.2 Opening presentation
	
	
	

	
	6.2.3 View show
	
	
	

	6.3 Slides
	6.3.1 Insert new slide
	
	
	

	
	6.3.2 Layout designs / Backgrounds
	
	
	

	
	6.3.3 Delete Slides
	
	
	

	6.4 Graphics
	6.4.1 Insert graphics
	
	
	

	
	6.4.2 Move graphics
	
	
	

	
	6.4.3 Resize graphics
	
	
	

	
	6.4.4 Copy / Paste graphics
	
	
	

	
	6.4.5 Delete graphics
	
	
	

	6.5 Text Boxes
	6.5.1 Insert text boxes
	
	
	

	
	6.5.2 Type text into text boxes
	
	
	

	
	6.5.3 Move text boxes
	
	
	

	
	6.5.4 Resize text boxes
	
	
	

	
	6.5.5 Copy / Paste text boxes
	
	
	

	
	6.5.6 Delete text boxes
	
	
	

	
	6.5.7 Format Text (font face/ colour / size / bold / underline
	
	
	

	
	6.5.8 Align text
	
	
	

	
	6.5.9 Insert bullets
	
	
	

	6.6 WordArt
	6.6.1 Inserting WordArt
	
	
	

	
	6.6.2 Format Word Art 
	
	
	

	
	6.6.3 Move WordArt
	
	
	

	
	6.6.4 Resize WordArt
	
	
	

	
	6.6.5 Copy / Paste WordArt
	
	
	

	
	6.6.6 Delete WordArt
	
	
	

	6.7 Save
	
	
	
	

	6.8 Print Preview
	
	
	
	

	6.9 Print
	
	
	
	

	6.10 Exit
	
	
	
	





	Unit  7 -  Web Browsing & Email
	Silver
	Gold
	Platinum

	7.1 Open web browser
	
	
	
	

	7.2 Entering URL
	
	
	
	

	7.3 Accessing web pages
	7.3.1 Online
	
	
	

	
	7.3.2 Saved
	
	
	

	7.4 Search engines 
	
	
	
	

	7.5 Navigation
	7.5.1 Hyperlinks
	
	
	

	
	7.5.2 Scrollbars
	
	
	

	
	7.5.3 Forward / Back button
	
	
	

	7.6 Bookmark /
Add to Favourites
	
	
	
	

	7.7 Copy / Paste Information
	
	
	
	

	7.8 Save
	7.8.1 Images
	
	
	

	
	7.8.2 Complete web page 
	
	
	

	7.9 Print Preview
	
	
	
	

	7.10 Print
	7.10.1 Selected Items
	
	
	

	
	7.10.2 Whole Page
	
	
	

	7.11 Exit Web Browser
	
	
	
	

	7.12 Using email
	7.12.1 Email Clients
(Outlook / Thunderbird)
	
	
	

	
	7.12.2 Webmail
	
	
	

	7.13 Organising Mail
	7.13.1 Inbox
	
	
	

	
	7.13.2 Outbox
	
	
	

	
	7.13.3 Sent
	
	
	

	
	7.13.4 Drafts
	
	
	

	
	7.13.5 Trash
	
	
	

	7.14 Reading Mail
	
	
	
	

	7.15 Composing Mail
	7.15.1 Create new
	
	
	

	
	7.15.2 To / Cc / Bcc
	
	
	

	
	7.15.3 Subject
	
	
	

	
	7.15.4 Message Body
	
	
	

	7.16 Replying
	
	
	
	

	7.17 Forwarding
	
	
	
	

	7.18 Attachments
	
	
	
	

	7.19 Print
	
	
	
	

	7.20 Exit Mail
	
	
	
	







Syllabus Overview:
	Unit 1
	Unit 2
	Unit 3
	Unit 4
	Unit 5
	Unit 6
	Unit 7

	IT Basics
	Files & Folders
	Drawing
	Word Processing
	Spreadsheets
	Presentations
	Web Browsing
& Email

	1.1 Computers in Everyday Life
	2.1 Starting the Computer
	3.1 Open programme
	4.1 Open programme
	5.1 Open programme
	6.1 Open programme
	7.1 Open web browser

	1.2 Hardware
	2.2 Using the Mouse
	3.2 New picture (blank canvas)
	4.2 The Document
	5.2 The Spreadsheet
	6.2 The Presentation
	7.2 Entering URL

	1.3 Software
	2.3  Using the Keyboard
	3.3 Load
	4.3 Text
	5.3 Data
	6.3 Slides
	7.3 Accessing web pages

	1.4 Basic PC parts
	2.4 Recognising icons
	3.4 Drawing Tools
	4.4 Tables
	5.4 Formulas
	6.4 Animation
	7.4 Search engines 

	1.5 Input devices
	2.5 Opening  / Exiting programmes
	3.5 Text
	4.5 Graphics
	5.5 Graphics
	6.5 Graphics
	7.5 Navigation

	1.6 Output devices
	2.6 Working with a Window
	3.6 Save
	4.6 Text Boxes
	5.6 Text Boxes
	6.6 Text Boxes
	7.6 Bookmark / Add to Favourites

	1.7 Storage devices
	2.7 Working with files and folders
	3.7 Print
	4.7 WordArt
	5.7 WordArt
	6.7 WordArt
	7.7 Copy / Paste Information

	1.8 PC safety
	2.8 File types
	3.8 Exit
	4.8 Save
	5.8 Save
	6.8 Save
	7.8 Save

	
	2.9 Storing Data
	
	4.9 Print Preview
	5.9 Print Preview
	6.9 Print Preview
	7.9 Print Preview

	
	
	
	4.10 Print 
	5.10 Print 
	6.10 Print
	7.10 Print

	
	
	
	4.11 Exit
	5.11 Exit
	6.11 Exit
	7.11 Exit Web Browser

	
	
	
	
	
	
	7.12 Using email

	
	
	
	
	
	
	7.13 Organising Mail

	
	
	
	
	
	
	7.14 Reading Mail

	
	
	
	
	
	
	7.15 Composing Mail

	
	
	
	
	
	
	7.16 Replying

	
	
	
	
	
	
	7.17 Forwarding

	
	
	
	
	
	
	7.18 Attachments

	
	
	
	
	
	
	7.19 Print

	
	
	
	
	
	
	7.20 Exit Mail




image1.png
Sharebility
Uganda
Limited




image2.png




image3.png
W




