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IT Resources Development Authority (ITRDA) -WP

Assistant Director Assistant Director Assistant Director
(Training) - 01 (ICT) - 01 (Finance) - 01

Administrative Network
Officer (01) Administrator (01)

Senior Instructor - Application Software
Software & Graphics Designing Systen:);-\nalyst Developer (03)
(01) (01) P

Instructor (06) IT Assistant (06)

Management Management Management Management
Assistant (01) Assistant (02) Assistant (02) Assistant (03)

Office Aid (01) Office Aid (01) Office Aid (01) Office Aid (01)
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Scheduled Programs
Cc201 Fundamentals of ICT For Beginners 14

C203 Advanced Certificate Course For Computer Studies 16

C205 Certificate in Electronic Spreadsheets 18

C207 Certificate in Computer Hardware, Software & PC Maintenance 20

C209 Certificate in Web Designing 22

C215 Certificate in Data Analyzing 24

C217 Certificate in Creating & Managing Electronic File 26

C221 Certificate in Computer Networking Fundamentals 28

C223 Certificate in Web Development for Non-Programmers Using CMS 30

w111 Workshop on IT Bid evaluation & Report writting 32

W113 Workshop on working with Interactive Smart Boards 34

Special Programs on Request

C211 Computer Application Assistant - NVQ Level 03 37
C218 ICT and E-Government for Executives 38
C219 Certificate in Statistical Analysis for Decision Making 39
w107 Workshop on E-Government & E-Governance 40
W108 Workshop on Right to Information (RTI) and IT related Laws 41
W109 Training of Trainers (TOT) workshop on Smart Class Room Concept 42

& Applications for Teachers
W110 Workshop on Management Information Systems (MIS) for office 43
Administration

IT Resources Development Authority - Western Province
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Fundamentals of ICT For Beginners (C201)

6o 9RBD HHPINEGO
eIBI@D GOENNDEE E3NBOBIMSO sDEIMDE HHTDE BBIC GBD crn®s @RI BTSBO FdGS
sO®EDEE QB 6eNO BEEEBD ®) DEONDOB L3O 6630ec SEMIBS,30OBRND BEMHS,60®

DBE6HBS (RO SV®HMDE NS SOHOO eNAE@D BBREH £SO DD eSS desecrd B
B8O, ®) 6559EOBD FEEBDOTOSS

&» 05
BonE/9oBE

6e: 5,550.00

Main Subject Areas Content Outline

e I[ntroduction to IT e [ntroduction to ICT, Data & Information
e Introduction to Operating Systems e Computer Hardware & Software
e Word processing e Security, Environment & Health Issues
e Introduction to Electronic e Changing basic System settings,

Spread sheets Handle Files & Folders.
e Introduction to Multimedia e (Creating, Editing, Formatting

presentations guality Documents
¢ Internet & E-mail e Saving & Printing Documents.

e Creating Worksheets.

e Formula & Building Functions.
e Creating Charts & Printing

e C(Creating Presentation.

e Introduction to Internet.

o WWW. Searching Information.
e E-Mail.

.

IT Resources Development Authority - Western Province Page 14



TRAINING DIRECTORY 2022

Certificate Course For Computer Studies (C202)

6@on QO™ WHHNEO

Q@D FOENDEE E3NBOBHSO SODEID
0B o Application Packages #¢&8685®
88 @) crndn @) @S0 HBHDO®

Application Packages 8680 88c @) crn®s @)
@SB D®S DESBDNDOLN 6390 6306 D,
£308BR® HMNDS o) & ) @1 RO OB desedd
BEHDS ©) 6:39E6RD aneBmwdtds

‘ &» 16

BonE@/90G8

‘ 6z: 15,000.00

Main Subject Areas Content Outline

e Certificate in Word Processing * Introduction to Word Processing
e Certificate in Electronic Spreadsheets e Creating & Formatting Documents

e Certificate in Database Management
Systems

e Workshop for Multimedia
Presentation Skills

e workshop for Internet & E-mail

AL .
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Editing & Inserting Objects
Manipulating of Tables
Mail Merge & Printing Documents

Introduction to Electronic Spread Sheets
Formula & Functions

Sorting & Filtering Data

Analyzing Data, Creating Charts
Printing Worksheets & Charts

Run Macros

Introduction to Database & DBMS

Creating Desktop Databases

Designing Tables, Queries, Forms & Reports
Maintenance of Databases

Designing a presentation
Working with Slide layout and view modes,
Organizing the contents

~Add animation'& Transition

Organizing & Publishing a présentation
Printing Slides & Handouts

ancepts of Internet, Internet Services
E-mail & Communication Methods
Using Virtual Drives

IT Resources Development Authority - Western Province



0131
v,
& "

TRAINING DIRECTORY 2022 @

A0

Advanced Certificate Course For Computer Studies (C203)

go@n 9Dm HEBNEO
B@D OENDEE OGN NG &) DSODWDOEN 50 6306 BN, e30DBRD SN,
Application Packages ®:8¢85® 8gde ceses PEOH NS SHedm DO® SO 55 689E®B[D
R0 @) GTSHB0 ®BDO #Be®0DS

BonE@/90G8

‘ 6z: 15,000.00

Main Subject Areas Content Outline

« Certificate in Data Analyzing e Creating datasheets with built in
functions (Advance)

e Certificate in Database Designing « Data Analyzing with Excel

e Certificate in Creating &

Managing Electronic Files o Database Designing

e Relationships
o Different types of Queries

e Creating Electronic Files

e Data Sharing

e C(Creating & Editing pictures
e Editing Video Clips

e Maintenance Of PC

.

IT Resources Development Authority - Western Province Page 16
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Certificate in Word Processing (C204)

6@gn QR WHHENEO
BDOED 65®OTD ) BER®SBE IO B8 DEBIWDOSN 50 663060 BN, 50DHRD SO
6BR® 5B BB @HRE®. PHEDD NS BVeE® WO BENDS 569 6e39EO[D
a6e®mdrds (DD ®EB0DE B8Re GBm cra® 8@
Brems 60).

&» 04

Main Subject Areas

e Introduction to Word .

Processing o
e Creating & Formatting o

Documents o
e Editing & Inserting Objects .
e Manipulating of Tables .
* Mail Merge o
e Printing Documents o

.

Page 17 IT Resources Development Authority - Western Province
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6e: 4,500.00

Content Outline

Introduction to Word Processing
Word Processing Software

Using Document Templates.
Creating, Editing & Formatting documents
Bulleted, numbering & multilevel list
Tab stop position

Formatting paragraphs and columns
Manipulating of tables

Inserting objects

Header & Footer

Using references & styles

Creating Mailing letters & Envelops
Spelling & Grammar, Thesaurus
Page layout & print documents

Sharing documents



TRAINING DIRECTORY 2022 \‘;;»fy

Certificate in Electronic Spreadsheets (C205)

oo E™D™ WBIENEO
GFDOG ) 350RBOG WOED 9 BOBS DD BBOSE B8BRe QB crBO s ®EBHOG &)
BOOED 865 ®Fe IO eted O £30D59OG DOED 9 YPBOBS HOOED WO S BERe @
®BO0 DB [(RE. e00 @) WSO FOGS DESOMWOLN 50 6e3D6E

BEIDS, eodBRD BEMNHDS &) 6® BERE cHBEDD erd®
Oe58 BNDS 65t 6e39E®RD aneBmbeds
(3D@#D B0 BERe QD crn®s s BB em)

‘ &» 04

BowE/90G8

6e: 5,000.00

Main Subject Areas Content Outline
e Introduction to Electronic ¢ Introduction to Spread Sheet software
Spread Sheets ¢ Interface Window & moving around worksheet
¢ Creating Worksheets e Entering & Editing Cell contents
e Formula & Functions e Data types of cell entries
¢ Sorting & Filtering Data e Relative & Absolute cell references
¢ Analyzing Data e Formula & Building Functions
e Creating Charts e Copying Texts, Numbers & Formula
e Printing Worksheets & Charts e Formatting Cells & worksheets
e Macros e Working with different sheets

e Saving worksheets with password protection
e Sorting, Filtering & advance Filtering

e Data analyzing

e Page layout & printing Worksheets

e Creating different type of charts

e Formatting charts and print

e .Recording & Editing Macros

-

.
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Certificate in Database Management Systems (C206)

- 7eT015] QDD WHIENEO
e ORE) O SO 5% 6mOROT e ORE) O O8O 5% 6MORNOT WEBM®OIEG B8ReE
DEBMDOING BBIC QB ctn® @) BTSOO DOEOE B0 8 80 DEODOHN 5O 6306
DDDG HGE. BHDS, 500HRD HHDE o) 68 BERE CHBOD oD

FeHWT e BEDS 59 639EBORD GReBwodS
(e3D®0 B0 BERE QD Cradn &4ts B esemn)

&» 04

BonE/90G8

6e: 5,000.00

Main Subject Areas Content Outline
e Introduction to Database e Introduction to Database
e Introduction to DBMS e Introduction to Relational database
e Creating Desktop Databases e Designing simple data base
* Designing Tables, Queries, Forms e Normalization
& Reports e Introduction to DMBS
e Maintenance of Databases e Creating data base by using DBMS

e Designing Tables, Queries, Forms & Reports

e Working with data entry forms

e Using Expression Builder for doing calculations

e Designing Update, Delete, Make table &
append queries for updating a database

e Link with other database

e Imports objects from other database

e Imports Excel sheets

e Creating Macros & Interface Forms

AL .
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Certificate in Computer Hardware, Software & PC
Maintenance (C207)

FOQon QRBD WHHENEO
D0®ED HDDHEEE rSOH 6Ll e G5 BFOGBINOG 3EH) SO®ED NDDEE 6L
@80, F esem) edes BBn® 6neEd, BNDS, sdD®em HOS ®OED 88 Bsretnd SBaihdes,
software install &&® ese Hardware & PEO® FOGIDDGE O DB OH BEIIDS 56 6e9E®RD
Software ®es) @S0 88Rc gd®ms [Slee Ol edaL)
26E3ED ctn® o) 5HEND ER) BTSHOD Wl (3D@#nD BB0ER BB QB crn®n 48 H@HDS eem))
B aoG.
BowE/ QoG8
&z 7,500.00
Main Subject Areas Content Outline

¢ Identifying Hardware and ¢ Introduction to Computer Hardware

Assembling a PC e Assembling a PC
e Setting up Partitions & Installing e Partitioning a Computer

Software ¢ |Installing and Configuring Operating System
e BIOS update and Dual Booting ¢ |Installing and Configuring application Software
e Windows System Recovery and ¢ Introduction to BIOS

System Backup e BIOS Update Using Firmware
e Trouble Shooting and Maintain ¢ Introduction about Dual Booting

Computer & Peripherals e Windows System Recovery Methods
e Handling FOSS packages e System Backup and Restore

e (Create System Restore points

¢ Downloading Software/Firmware and Drivers
from internet

e Diagnosing and trouble shooting

e Upgrading the Computer

_Introduction to FOSS

~Ipstalling FOSS packages

[ 3

o v

.
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Certificate in Graphic Designing & Desktop

Publishing (C208)
6@gn DD WHIENEO
Adobe Photoshop, Indesign, Illustrator DEOIWON OO B, odBRD BEINDSS, NS
& 3D Max #)8mens SH@renmodsned 58 5SS Bedm O® SO, 5 6:59EHRD FEePmOTDS
DE®3eNES OBADG DOBO ©) 6D®EES (3D®END 9BOD® BBRDE QB cor® SO gomdns 68)

gy D SH@FDONEBO 3ednm DB CH)
BB® ctr® ER) BSRD HBDG HWG.

&» 10

BonE/9oGE

6e: 12,000.00

Main Subject Areas Content Outline
Introduction Basics of e Fundamentals & Principles of Graphic Designing
Graphic Designing e Introduction to Vector graphic software
Using Vector graphic e Concept & features of vector Graphic software
software (Adobe lllustrator) e Basic task of Vector graphic software
Using Raster graphic software e Save an artwork with suitable format
(Adobe Photoshop) (Al, EPS, PDF)
Using Page Layout Software e Shape tool and lines, techniques in vector
(Adobe InDesign) graphics software
3D Animation (3D Max) e Apply colors and effects for the Art work

e Uses Libraries

e Introduction of the Raster graphic software

e Basic tasks of Vector graphic Software

e Save an artwork with suitable format (PSD, TIFF,
JPEG, PNG)

e Retouch image and color replacement

e Basic tasks in Page layout software

e Designing and Enhancing Documents

e Page Elements and Managing objects

e Table & Tab setting

e Finalizing Documents

e Introduction to Autodesk 3Ds Max

* _Manipulating-objects

¢ Modeling 3D Assets

o v

AL .
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Certificate in Web Designing (C209)

< lelol5) E™D™ WBIENEO
6B BY SHENMDOLIE HESNED €5 PHEDH NS BHed®m DO BNV & 68 BEdDe
2B Bagtdo® NDDEHES SH@gn il EOBEDD 0 gBedmOtds BEm)
EreBd® ) 68mens Erendn 6ORBY (e3D®#D DG BERE 5380mmdns @) SO omdns 68)

SH@Hen Bedmnnd HO8D B8O gdes B
ctn® @) B0 ®BDEG GE.

é&» 10

BonE/90G8

6e: 12,000.00

Main Subject Areas Content Outline
¢ Introduction to Web Designing e Introduction to WWW
e HTML ¢ Introduction to Web designing
e Formatting with CSS e \Web site types and technologies used to build
e Creating images for web e Photoshop Essentials for web Designing
¢ Creating Animations for web e Creating Animations by using Photoshop
e Web Hosting e Introduction to HTML

e HTML Structural Elements

e HTML Layout Elements

e HTML Forms

e Introduction to CSS

e Using CSS for better Optimization

¢ Introduction to CMS

e Developing Self Manageable Web site
with Word press / Joomla

e Government Domain Name Registrations

e Introduction to Web Hosting

.
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Essentials in ICT for Government Officers (C212)

§o8%n

2IDB@D GFOENHDOEE LNIM@IBS 9O

SEOVENEREG ) HBRDBR) 63D WIVEEBOD

NOD) DE ®TBOB GFRE.

QRBD HHPNEGO

Main Subject Areas

e Introduction to “Right to
Information Act”

e Electronic data & Security

e Concepts of Internet

e Internet Services

e Internet based
Communication Methods

¢ Cloud Storage & File Sharing

e Create & Handle Electronic
Files, QR Code generator

e Virus Guard Installation

* QR Code Generator

Page 23

.

EOVENEEG ®) BRVSR) 63D BERe EBD crnd®n @)
®BO0 3B desed HEdS tsem

&» 05

BonE/ QoGS

6e: 5,500.00

Content Outline

Introduction to RTI Concept

RTI & people Rights

What is Electronic Data & How to create
Electronic Data

Information Security

Cyber Security & Cyber Crimes

Cyber Laws & Cyber Acts

World Wide Web & Web Browsing
Using Search Engines, Downloading &
uploading

Handling mails & Attachments
Messaging services, Video based
Communication & Social media networking
Internet Based Remote Access

Reading / Uploading files to Virtual Drivers
Sharing files & Setting Permission
Introduction to Viruses / Malware
Installing Viruses Guard

What is QR code & Generating QR code
Scanning Documents, Burning CD / DVD
Voice Recording...

IT Resources Development Authority - Western Province
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Certificate in Data Analyzing (C215)

2 leT05] QR WHIENGEO
BB EOENDEEE HIM@IBS O DD e Dxedesn ®OEm D 80D ded Haihds,c8 B8gde
DR8Nt B8BAE B 4DeINGD @) B COBEDD cwwd®m 036l BEMDS 655 6e39¢HBH #neBmdtds
WD GG. @)

‘ &» 05

BonE@/9oBS

‘ 6e: 6,000.00

Main Subject Areas Content Outline
e Creating datasheets with built e Introduction to excel and basics of excel functions
in functions (Advance) e Advance Excel Functions
e Data Analyzing with Excel e Relatives and Absolute cell references

e Build Calculations between sheets

e If Analysis

e Lookup & Reference function

e Advance Filtering and sorting

e Introduction to pivot table

e create and customize properties of Pivot table
e Introduction to pivot chart

e create and customize Pivot charts

e Creates charts using spreadsheet

e Using analyzing tools

.
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Certificate in Database Designing (C216)

6o EBD WHHENEO
BNAE@D GOENDEEE HMIM@BS ®O D MO DAL BB, ®REN SO 59 Bxedssn DOEDOR
20D 5wl O BTEOO &) DT 6®® (DO BOm D 036l BEDS o) 68 BBRAE cHBEDD oD
B8e @ deRIDNGE @R ®D BTSDG [HE. BEHDS 529 683986 FBEBDOTOS 5EH)

&» 05
BonE/9oBE

6e: 6,000.00

Main Subject Areas Content Outline
* Database Designing e Introduction to Database Designing
* Relationships e Designs a database
* Different types of Queries e Explores relationships between the tables

e Creates Queries to extract & Manipulate information

e Designing Update and Delete queries for updating a
database

e Normalization

e Uses Forms to view and update data

e Creates Reports to present information

e Shares data with other data sources

AL .
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A0

Certificate in Creating & Managing Electronic Files
(C217)

6@%n QR WHHENEO
B)D@@D FDENDEEE @RS ®O DENS et Bedesn DOED D HO® Gl BDS, 68 88de
VOB 6@ SO®ED DOBRD 66NN COBEDD 0w 06l BEMDS 3 6e39EHRD EnBeBOTOS
DSOMDOLNB BHENFNTOD 98D BOB SEHE)

88Re @) gdeRINGD @R B BTSDG HMmE.

+
BonE@/9oBS
‘ 6e: 5,500.00

Main Subject Areas Content Outline

* Creating Electronic Files e  What is Electronic Data & How to create

* Data Sharing Electronic Data
e Creating & Editing pictures
e Editing Video Clips

e Maintenance Of PC

e Scanning Images/Documents with
different formats

e Video Editing

e  Pictures Editing with Photoshop

e Updating OS & Application Software

.

IT Resources Development Authority - Western Province Page 26



\Lﬁy TRAINING DIRECTORY 2022

Certificate in Procurement of IT related Goods and

Services (C220)
Objectives Designed For
At the end of the course, participant will be Those who interest in IT procurement and evaluation of IT bid
able to understand the concept of IT documents. (Procurement officers, Management Assistance,
Procurement and related goods and services Development Officers & Parallel Services

‘ 30 Hours (5 Days)
BonE/9oG8
Rs: 7,500.00

Main Subject Areas Content Outline
* Introduction to IT Procurement Success and failure factors of IT Procurement
e Prequalification in IT Procurement IT Procurement Challenges and Planning
e Standard Bidding Documents for Requirements
IT Procurement Intellectual Property Rights
e Evaluation of IT Goods and IT Procurement ethigs
Services Importa.n‘ce Qf domain e>§perts
e Evaluation of IT Goods and Prequalification process in IT Procurement
. Preparation of Standard Bidding Documents for
Services ) IT Procurement
e (Case studies - IT Goods and e Technical Requirements
Services o Business Function &

Performance Requirements
o Technical Specifications
o Testing Requirements
o Implementation Schedule
o Systems Integration elements
o Training
o Technical Support
o Maintenance (Warranty &
Post-Warranty)
e Recurrent Costs, maintenance cost,
Installation
Costs, Migration cost, Training costs, etc.
- 's Service level-agreements
e~ Evaluation Methodologiés
e _-Bidder Qualifications-
Case studies = IT Goods and Services

“ .
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Certificate in Computer Networking Fundamentals

(Cc221)
Objectives Designed For
At the end of the course, participant will be This course is designed for officers who have less familiarity
able to; with Networking Technologies or Networking Environments.

(Staff grade officers, Procurement officers, Technical Asst.)
-Work with the Networking Environment.
-Implementing the Network Infrastructure.
-Set up Simple or Advanced Networks.

‘ 30 Hours (5 Days)

BowE@/9oGS

‘ Rs: 7,500.00

Main Subject Areas Content Outline
* Introduction to Networking e History of Networking/Internet
Fundamentals. e Introduction about Networking
e Network Communication Medium e |ntroduction about Internet
e Network Referencing Models/ e Networking Terminology
Protocols e Types of Networks
e DNS and Network Addressing * Network Topologies
e How to assign IP addresses e Network Communication Devices
e Cabling a Network /setup e Modes of Tra.nsmission
Network and Network OS * ISO Referencing Models
e Protocols

Installation
e Creating and Managing Windows
Server Services

e Domain Name Service
e |P Addressing
e Structured Cabling

e Network Administration and Disk e Windows Server Installation
Management Concepts e Structured Cabling

e Cloud Computing and Virtualization e Windows Server Installation
Concepts e Windows Server Services

e Configuring Network Devices and e Network Administration
Troubleshooting e Disk Management

e Cloud Computing

e Virtualization Concepts
»_Configure Network Device
*  Troubleshooting f /

»
.
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TRAINING DIRECTORY 2022

ITRDA Computer Driving License (ICDL) (C222)

Objectives

Designed For

IT Skills & Competency development of public Public Sector Officials those who interest to improve their ICT

sector officers

Literacy (Managerial Level Officers, Development Officers, Man-
agement Assistants, & Etc)

15 Days (90 Hrs.)

BonE/9oG8

Rs: 15,000.00

Main Subject Areas

Content Outline

o Information Systems

J Hardware technologies &
operating systems

J Word Processing

J Internet and E-Mail

J Spread sheet applications

o Presentations

o Database Management
Page 29

e |IT Concepts and key board skills

e GUI operations and managing files

e Word processor for official writing

e Electronic spreadsheet for data processing
and visualization

e Managing information through Databases

e Use of technology for Presentations

e Web surfing and communication

.
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Certificate in Web Development for Non-Programmers Using
CMS(C223)

S|

Objectives Designed For
kills & Competency development ability to; Specially designed for those who doesn’t have programming
Understand the content management process knowledge (Managerial Level Officers, Development Officers,
Ability to maintain the organization web Management Assistants, & Etc)

content
Ability to design an CMS website

‘ 5 Days (30 Hrs.)

BowE

‘ Rs: 6,000.00

Main Subject Areas Content Outline
Introduction to web design e Concept of web design and Development
WordPress basics e introduction to WordPress and Basic WordPress
Theme building operation
Plugins and Widgets e Understanding Dashboard, Themes, Widgets
Managing and Hosting and Plugins S
Design a website on selected e Web requirement identification

e (Create a Custom Theme

theme .
Build bsit e Web hosting

utlid a W? site ] e Design and Develop a website
Pr(.es_entajuon and review e Image processing & File upload
Editing Pictures / Banner e Using Trilingual tool

Using languages in website

»
.
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Introduction to IT Procurement (W106)

6@gn QR WHHENEO
B)B@D FOENDEE 3NBDSDSO  G6MODOT BeEZS® o & D DIVHEOESS Hum 0s86d HEdes &
D8NG 0D &R E5wodsn BREMSED 6e398®BD® EBe®DODS
5@ 000w BBRe e5tetEd eDeR30EE @)1
®SO.
+
BonE/9oG8
‘ ée: 2,000.00
Main Subject Areas Content Outline
e Statement of need/ ¢ I|dentifying the requirements (SON/SOR)
Specification of Requirement
e Specification of Requirement ¢ |dentifying major cost elements and
(SOR) Components parts of the equipment.

e Aggregation of requirements

« Evaluating Quotations and e Aggregating similar requirements to

reduce purchase price & cost
Tenders

e Letter of Acknowledgement
e Tendering Instructions

e Conditions of Tender

e Form of Tender

e Contract Documents

.
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Workshop on IT Bid evaluation & Report writting (W111)

Objectives

At the end of the course, participant will be
able to understand the concept of IT
Procurement and related goods and services

Designed For

Those who interest in IT procurement and evaluation of IT bid
documents. (Procurement officers, Management Assistance,
Development Officers & Parallel Services

&» 02

BonE/90G8

Main Subject Areas

Introduction to Evaluation of IT
Goods and Services

How to refer bidding document
requirement

Evaluation factors, criteria & Clarifi-
cations

Evaluation process of IT Goods and
Services

Group Activity

»

.

ée: 3,500.00

Content Outline

o Technical Requirements
o Business Function & Performance Requirements
o Technical Specifications
o Testing Requirements
o Implementation Schedule
o Systems Integration elements
o Training
o Technical Support
o Maintenance (Warranty & Post-Warranty)

o Recurrent Costs, maintenance cost, Installation
Costs, Migration cost, Training costs, etc.

o Service level agreements

o Evaluation Methodologies

J Bidder Qualifications

.
L
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TRAINING DIRECTORY 2022

Workshop on Preparation of IT Specification & Bid
Documents (W112)

Objectives Designed For
At the end of the course, participant will be Those who interest in IT procurement and evaluation of IT bid
able to understand the concept of IT documents. (Procurement officers, Management Assistance,
Procurement and related goods and services Development Officers & Parallel Services

&» 02

BonE@/9oG8

‘ ée: 3,500.00

Main Subject Areas Content Outline

e Introduction to preparation of Bid Identifying the scope

Document o What is IT Specifications?
e Prequalification in IT Procurement ¢ Documefr;ting the need
- p lificati in IT P
e Standard Bidding Documents for IT requat cation process i rocurement
. Requirement Gathering
Procurement . Techniques
. Bid conditions
. Preparation of Standard Bidding Documents for
IT Procurement
. Importance of ITB Clauses
. Contract Conditions
. Agreement Conditions

s

AL .
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Workshop on working with Interactive Smart Boards
W113)
Objectives Designed For
At the end of the course, participant will be able Officers of the western province council and education practi-
to understand the applications of interactive tioners such as school teacher, instructors, and trainers etc..

smart board and develop the skills of utilizing

with modern technology.
+
+

Main Subject Areas Content Outline
Overview of the smart board e Introduction about Interactive Operating System — Built
Basic Functionalities of the Smart in Windows/Android
e Properly Turn on System and Shut Down Operating
Board
System

Introduction to Smart White Board

Utilizing Accessories with smart
board

e Front Control Panel - Power, home, input select, screen
shade, freeze frame, volume, etc...

e |nput Output Preview/Interfaces — HDMI, VGA, AUDIO,
USB, RJ-45, WIFI Interfaces

e Customizing Home Screen / Native screen sharing

e Application of Web Browser / Inbuilt tools on Interactive
0osS

e Separating Windows — Usage of cascaded Windows

e Using Touch and Gesture Postures — Gesture Recognition

e Clicking, Double Clicking, right Clicking Functions

e Multi-touching Concepts

e Drag and Drop, Moving & Re-Sizing, Rotating Images,
etc..

e Using TV Functionality

e Interactive Sessions/Group activities

e Introduction and Overview of Digital whiteboard

e Using Digital whiteboard Teaching Software

e Using Touch and Gesture Postures — Gesture Recognition

¢ Usage.of Smart Pen_

. Usage-of.White Board toolSet =Adding-Deleting Pages,
Saving\Pages,Retreiving Previous'Pages, Wiping-Pages, '

! Sliding Pages, etc.:: v '

g e« Drag andDrop, Moving, Erasing, Selecting, Painting, Us-

[ | ~ing Shapes, Cropping & Pen toolset Functions...

e .. Interactive Sessions/Group activities

.
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Workshop on Information Security (W114)

O6Qem QR WHNGEO
Skills & Competency development ability to; Officers belongs to All Island Services, Parallel Services,
o Understand the importance of Information Staff grade officers & Management Assistants.

Security
o Ability to use Security measures for improve
service quality office correspondences

‘ &» 02

8o/ QoG8

‘ &e: 5,000.00

Main Subject Areas Content Outline
. Basic Principles in Information e Confidentiality, Integrity, Availability and
Security Non-repudiation in Information Security
. Risk Management in Information e Security in Information Systems and Internet
Systems Security
. Security Classification e Security Classification
o Information System backup e Access Levels and Controls
. Cryptography e Cryptography
. Business Continuity and e Incident Response Plan
Contingency Plan e Change Management
. Laws and Regulations of IS e Information Security Culture

e Advantages of watermark concept

“ .
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Computer Application Assistant - NVQ Level 03 (C211)

§6@8

QOB DHHNEO
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8» 45
BonE@/9oG8

Ge: 25,000.00

Main Subject Areas

Content Outline

e General IT

e M-01 Maintain files & folders

e M-02 Perform word processing
e M-03 Prepare spread sheet

e M-04 Prepare presentations

e M-05 Maintain databases

e M-06 Perform internet and

electronic mail operations

e Input, Output, Storage, Processing Devices,
Memory types, System software and
Application Software

e (Classification of Computers

e Character Codes, Numbering System,

Logic Gates

e Windows Operating System
e Microsoft Word

e Microsoft Excel

* Microsoft PowerPoint

e Microsoft Access

e Internet Facilities WWW

e Working With Web Browser

e use Search Engine

\Creating Email address and working with Email -~

-

o v

.
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TRAINING DIRECTORY 2022

C218 - ICT and E-Government for Executives

Objectives

At the end of the programme, study fellows will
be able to Understand the theories and

practices of modern ICT for improving

Organizational performance and deliver quality

service.

Main Subject Areas

Introduction to Information
Systems

Evolution of Computer
systems

Computer Networks & cloud
applications

Artificial Intelligence &
Machine Learning
E-Government
E-Government & Leadership
E-Government Applications
The current E-Government
challenges and trends
Information Security
Information Privacy
E-Commerce and

Online services

mobile gateway

Laws and regulation on ICT

implementation of Sri Lanka

IT Resources Development Authority - Western Province

»

.

Designed For

Specially designed for managing Executives of public sector
organizations (Additional Secretaries, Divisional Secretaries,
Directors, Department Heads & etc.)

06 Days (36 Hrs.) - One day per week

Sinhala/English

Rs: 7,500.00

Content Outline

Role of Information Systems in an organization
Classification of Information Systems

Information system implementation

Critical Success Factors

Computer system architecture

Mega trends in digital development

Computer Networks and related technologies: LAN,
and WAN; Wire and wireless technologies
Classification of computer networks.

Basics in cloud concept

Al applications and Industry usage

The principles of E-Government

E-Government Maturity models

Future of eGovernment

Changing attitudes to move towards E-Government
Role of Manager in E-Government implementation
Issues and challengers faced in project
implementation

Measures taken to achieve target and overcome
challengers and issues

Success factors & failures in the e Government
initiatives in Sri Lanka

Requirement of national policies

Issues of authentication and authorization;
Common vulnerabilities and attacks; prevention
and-detection; Al .

Definition-of Personal information”

Intfoduction to E-Commerce

E-Laws and Policy E=Government Policy

Different Laws related to computers

Page 38



TRAINING DIRECTORY 2022

Certificate in Statistical Analysis for Decision Making

(Computer Based Hand-on Experience) (C-219)

Objectives

At the end of the course, participant will be
able to use the Statistical Analysis packages/
tools for effective Decision making to solve the
mathematical & analytical problems.

Designed For

Executives of All Island Services, Decision Makers, Statisticians,
Government Researchers, & etc.

30 Hours (5 Days/5 Weeks —
One day per week)

Sinhala/English

Rs: 7,500.00

Main Subject Areas

Overview for a Research in
Management/ Social Sciences
Introduction to Empirical Analysis
Variables and Data

Getting to know SPSS
Preparing a code book

Using graphical methods to
describe variables / explore
behaviours

Using tables and summary
measures to describe variables
/explore behaviours
Inferential Data Analysis

— Comparison of Population
Means

Associations among the
variables and Relationships
between the variables.
Modelling techniques
suitable for the collected data
Regression Analysis and
Reliability and Validity tests

Summarising the sessions

“ .

Content Outline

e Items in a scientific research
e Research problem, questions, objectives,
and hypothesis of the study
e What is an Empirical Analysis?
e Role of Statistics in Management
o Effective presentation of data
¢ Identification of Variables & Data types
e Crating a database / Save/ Open data/
output file. Working with data files
e Bar charts/ Pie charts /Scatter plots/
Box plots /Histograms
e Editing a chart/graph/ Importing charts/
graphs into Word document
e One-way table, Two-way table
¢ Tables with percentages
e Summary measures
e Introduction to Inferential data analysis
e Estimation and Hypothesis testing
e Parametric and Non-parametric tests
e Mean comparisons / One sample test
¢ Two Independent-Samples/Multiple samples
e Chi-Square Tests with Contingency Tables
e “Cramer’s V and-Contingency Coefficient
. Cor.relatipn.analysis with Pearson’s Test /
'\ _Spearman’s testl g
* Linear regression models, significant
"variables, accuracy '
_ " of the model, and Predictions
* Factor analysis and Reliability analysis
e . Presenting and interpreting the results
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W107- Workshop on E-Government & E-Governance

Objectives Designed For

Skills & Competency development ability to; Officers belongs to All Island Services, Parallel Services, Staff
grade officers & Management Assistants.

- Understand the concepts of e- Governance/

Government

- Ability to use technology for improve service

quality office correspondences

- Understand the importance of Information

Security & privacy

‘ 2days /12 hrs

Sinhala/English

‘ Rs. 4,000.00

Main Subject Areas Content Outline
e |ntroduction to E-Government e Overview of e-Government
¢ E-Government Applications * E-Government Maturity models
e What is E- Governance? * Benefits & Impact of

E-Government
e E-Government Applications
- Front office delivery
- Back office delivery
e E- Governance?
o Difference between E- Government
and E-Governance
¢ Trends in E- Government
» Need of Information Security
e Information Security Trends
and Directions
» Protection of Privacy
e CSIRT Establishment and
Operation
e SMART cities in IOT environment
e Currently where we are &
<“‘where to go? A ,

-

Information Security
Information Privacy

»
.
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W108- Workshop on Right to Information (RTI) and

IT related Laws

Objectives Designed For
IT Skills & Competency development & improve Public Sector Officials those who interest to improve their ICT
the awareness of RTI & ICT laws among public Literacy in RTl and aware the laws related to IT.
sector officers (Managerial Level Officers, Development Officers, Management

Assistants, & Etc)

02 Days (12 Hrs.)

Sinhala/English

Rs. 4,000.00

Main Subject Areas Content Outline

Overview of RTI act

Importance/ Need of RTI

Benefits of RTI

How to apply Right to information
Complications of implementation
E-Government & RTl impacts

e (Day 1) Introduction to RTI

e E Laws and Policy
e (Day 2) Laws and regulations e E Government Policy
on ICT e The Electronic Transactions Act

No. 19 of 2006

e The Computer Crimes Act No. 24
of 2007

e The Information and Communication
Technology Act No. 27 of 2003

e The Intellectual Property Act No.
36 of 2003

e Payment and Settlement Systems
Act No.28 of 2005

e Payment Devices Frauds Act No. 30 of 2006

.
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W109 - Training of Trainers (TOT) workshop on Smart

Class Room Concept & Applications for Teachers

Objectives Designed For
At the end of the course, participants will be The Trainers who interest in Knowledge delivery using smart
able to develop the training delivery skills in devices and to gain basic knowledge about SMART Class Room
relation to applications of SMART Class Room Environment (School Teachers, Educationist Instructors,Trainers
using modern technology and Practitioners etc.)

18 Hours (3 Days)

Sinhala/English

Rs. 5,500.00

Main Subject Areas Content Outline
e Introduction to SMART Class Room e How to use Interactive Whiteboard
e Introduction about Technologies e How to use All-in-One Interactive Digital
implemented in SMART Environment Touch Panel
¢ Introduction to different SMART e How to use LinkGO E-Class Software
Devices ¢ Class Room Management Software’s
¢ Introduction to Cloud computing ¢ POE Technology, Scanning Basics, Printing,
e Archive Management and File Sharing Email, Efaxing
Tools used in SMART Environment ¢ Remote Control, Desktop Sharing, Device
¢ Importance of Internet in SMART technologies
environment ¢ Using App Store, Device configurations
e Configuring and Troubleshooting e Cloud Services, Using Google apps /
Networking Devices Drive as effective learning tool

¢ Creation of PDF, Multi-languages, Math
Calculation tools

¢ Voice and video recording, Using YouTube
for education

¢ Scanning A4,A3 Documents, Image Editing
& Processing

¢ Introduction about OCR Technology

o Jnirodu‘ction about Technologies,
Conﬁgu ring .Network Devices,””
Troublesﬁbc_)ting Nétwork Devices

S X e Credting Wi-Fi Hotspots

»
.
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W110 - Workshop on Management Information Systems

(MIS) for office Administration

Objectives Designed For
(1T Skills & Competency development & Public Sector and Co-Operate sector Officials those who interest
improve the awareness of Management to improve their IT awareness in Management Information
Information Systems for office administration Systems (MIS).
and; (Chief information officers, IT support managers, Managerial
Level Officers, Development Officers, Management Assistants,
- Learn how to analyze, plan, and implement IT & Etc)

strategies using IT management and e-business
frameworks, best practices, and decision making
models

- Analysis of the challenges of ClOs, CTOs and 02 Days (12 Hrs.)

their IT teams in implementing the IT strategies,
architectures and systems Sinhala/English

- Develop work-based IT initiatives based on a
set of issues, resources and environment Rs. 4,000.00

- Cover the “know-how” to manage enter-
prise-wide management information systems
(MIS)

- Characteristic of a good MIS system.
- Develop the core information systems

management skills and competencies, planning,
control, problem-solving and communication

Main Subject Areas Content Outline
e Overview of MIS and enterprise * Role of the CIO
IT architecture e Applications and limitations of popular IT

management practices
e Features of MIS g P

¢ models and frameworks
* Planning, designing, building, and e Decision Support Systems, Executive

managing IT systems Support Systems,

e Types of Information Systems * An overview of Enterprise Information

Systems
e Information technology

. Ent ise R Pl i ERP).
infrastructure management tools * Enterprise Resource Planning (ERP)

e Manufacturing Resource Planning (MRP)
* Importance of MIS system e Customer Relationship Management (CRM)

e planning and controlling e Supply Chain Management (SCM)

enterprise information systems * Accounting Information Systems (AIS)
¢ " Knowledge Management System (KMS)

. Conten't Management System (CMS)
) 7 ol Mana'éement Iﬁforma_t‘ioﬁ Systems Best
e How-to implementa-MIS . ¥ , Practices

e Information systems management
beést practices

{ Exk. In Sri Lankan context, Discussion
"o Planning and controlling, MIS
X . A ’ ' _implement process
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IT Resources Development Authority (WP)

Application for a Computer Training Programme

1. Title of Training
Course

2. Course Code | | | | |

3. Name with initials
Rev./Mr./Mrs./Miss.

4.Nationa||dentityCardNo| | | | | | | | I | | | |

5. Designation

6. Service Category

7. Office Name

8. Office Address
(Private Applicant Should
Write Permanent Address)

8. Contact Mobile [ | [ [ [ [ [ [ | [ | officel [ [ [ | [ [ ][]
Phone No Fax L[ I T[T {11
9. Computer Knowledge : Never Used Computers |:| Little Knowledge in Computer |:|
(Please mark with a (v") if relevant) Applications
10. Computer courses followed (if any)
Course Institution

| certify that the above details furnished by me are correct and true and | hereby apply to follow the above
training course.

Signature of Applicant
Recommendation
| certify that the above details furnished by the applicant are true according to the official records. | here with

forward the application and | would agree to release the officer if he is selected for the above training
programme.

Signature of
Head of Department
Official Stamp
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In @ il
Application for the Reservation of Computer Lab/Auditorium T n.J
Information Technology Resources Development Authority
Western Province — Sangaraja Mawatha, Colombo 10

1. DEPArtMENt / INSTIEUTION ..o iveviee ettt ettt stea s sea b et sssa et s st st ese s aesense s s s ena s ansens
2. AAAIESS: = ittt ettt et e ettt et b et bbbt h bt bbbt bt ea s e Ra e R R s R kR b ek et ettt ettt etan
3. Nature of Programme :- Training I:I Workshopl:l Seminar I:I Other I:I
4. NO.OF PartiCiPants: = ....ccooeuiiereeeee ettt et st s e sa s e s e s e
5. Type of the Reservation

A. Computer Lab A (Capacity of 50 Computers) — Rs. 35,000/day

B. Computer Lab B (Capacity of 20 Computers) — Rs. 20,000/day

C. Computer Lab C (Capacity of 15 Computers) — Rs. 20,000/day

D. Auditorium (125 Seating Capacity) - Rs. 30,000/day
6. Date / Dates / Time Of the RESEIVATION: ...ttt sa st ses s st sss st ses s sae e eeetas

7. Additional Facilities Required

Morning Refreshment — Tea with Short eat -
Evening Refreshment — Tea with Short eat or Cake }
Lunch with dessert (chicken/Fish/Vegetable) -
Water (500ml)(per one bottle) -

ANy other (Pl SPECITY)..cuu et

| hereby agreed with the terms and conditions in relation to the reservation of Computer
Labs/Auditorium of ITRDA of the Western Province.

Signature

NamMe: -
Designation: - ..o
(Please affix the official seal)

(For ITRDA use only)
Director / Administrative Officer
Computer Lab A/Computer Lab B/Auditorium will be available/ not be available to reserve on ...................
Date: - e e e
Subject PMA
Recommended Approved
Chief Management Assistant Director

(For more Information = Fax No: - 0112381122 / TP No: - 2381125)
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WEB DEVELOPMENT

ITRDA develops international standard web sites for its clients.
We deliver highly functional and aesthetically pleasing websites
using latest web development technologies.

IT CONSULTANCY

We provide ourselves in offering managed IT services to
organizations of any size. While many IT consulting firms offer IT
consultancy services, our team delivers the most comprehensive
enterprise solutions and small business IT services support in the
industry.

COMPUTER REPAIR & MAINTENANCE

Our computer repair services include desktop and laptop
computers of all types and brands, particularly PC type computers.
We can also repair/replace your laptop screen or backlighting issue
depending upon your computer make and model. Your laptop
computer keyboard replacement is also possible, once again,
depending upon make and model. Having difficulties with your
printer(s)? We provide printer troubleshooting and printer setup.

SOFTWARE DEVELOPMENT

ITRDA develops high quality software for government,
private and non- profit organizations.We specialize in developing
custom web based applications using state-of art open source
technologies.

NETWORKING SOLUTIONS

ITRDA is specialized in network installations and offers a
comprehensive suite of stand-alone or supported installation
and configuration of wired & wireless network services that are
expandable and customizable as perthe requirements of the clients.

CCTV SOLUTIONS
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With the modern internet facility and requirement of
safety at the premises, most organizations and
individuals  willing to install CCTV systems in their
locations. We serve this requirement with predefined installation
packages to meet the diverse needs and affordability of the clients.
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Contact Details

For More Details Visit Our Web

www.itrda.wp.gov.lk
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IT RESOURCES DEVELOPMENT AUTHORITY - (W.P.)
Sri Sangaraja Mawatha, Colombo 10.

Training : 011-2444032
Finance : 011-2326322
Fax : 011-2381122
Web 1 www.itrda.wp.gov.lk
E-mail  : info@itrda.wp.gov.lk




