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TRAINING & DEVELOPMENT | gAS|G INTERNET & COMPUTER SKILL COURSE

TITLE
PROGRAMME OVERVIEW

We have defined this as the means or the capacity of a person to use computer applications. In other
words, a person who knows to use the machine to complete any task is a computer literate. Computer
literate often connotes little more than the ability to use several very specific applications (usually
Microsoft Word, Microsoft Internet Explorer, and Microsoft Outlook) for certain very well-defined simple
tasks, largely by rote.

Performing Basic Operations:

Starting a computer may be a very tricky thing to one who has never seen one. Using the mouse,
managing various windows, alternating between the use of keyboard and mouse, minimizing windows,
opening and closing files, etc can be daunting tasks for the uninitiated ones.

In order to learn to use computers, as with any machine, one needs to acclimatize himself/herself first.
First and foremost one should familiarize himself/herself with the parts and functions of the computer -
in a similar manner you learn about the functioning of your washing machine or DVD player or
dishwasher.

Word-processing:

This is the most basic of all skills. It involves typing basically, but when using computers it deviates a
little from the common typewriter. There is the enter key replacing the career movement and there are
commands (simple ones) for paragraph, indent, spacing and so on. The best of word processing is that
you can modify with ease any part of the text you entered. The word processing is the minimum one
should know because it will be used in each and every application of computers.

Email:

The postal letter, though extremely sought after, is on its way out in today's world replaced by the
electronic mail or as popularly known, email. The 21st century man does most of his communication
through emails. Whether it is posting a CV for a vacancy or applying for a job - the most common way
and the best way is to email it. Email also enables you to keep in touch with all your near and dear ones
in real time (instantly). You can send photographs, documents and video clips through email. This is
another important and basic skill a computer literate needs to know.

Use the Internet:

The use of the Internet is too vast to be covered in the present article. However, no computer literate is
complete without Internet knowledge. Computers and Internet is today almost one and the same thing
and one cannot be mentioned without the other tagging along. One will need to harness the Internet in
all types of work whether it is research on any topic or plain surfing for information. For this purpose you
will need to know what is a search engine and how it works; what is a keyword and how it works; how to
open a browser and how to use a link, etc. The Internet is like a huge shopping mall where you are
required to navigate with the help of certain guidelines.

Use a Spreadsheet:

One will also need to use a spreadsheet of excel sheet for computing and chalking out financial plans.
This is a must in any presentation and knowing the basics on how to use and read a spreadsheet will be
extremely helpful to any young executive. As with others, this too will require a lot of hands-on practice
and a little theory to master.
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Create and use a Database:

One also needs to know how to create and use a simple database. There are millions of information
points that one gathers and to be able to interpret it correctly and present it systematically one need to
be able to analyze the data received. Computers are best at throwing up accurate forecasts, analysis
and organizing data in a legible and interpretable way; for getting these results you will need to feed in
the data by creating a database and then knowing what command to give to ask the computer what
analysis you want it to perform.

Create/Use a Power Point or Graphic File:

Every job involves some type of reporting at regular periods of time. The best way to make a
presentation whether it is to your peers, subalterns or superiors is by using power point. Hence, one
should the basics of this application as well. Side by side, one should know to use a graphic file whereby
you can upload (post) pictures, graphs and images in any file (as well as power point files).

Printing of a Document:

Whatever you learn to do, you will sooner or later need a hard copy (‘hard copy' means 'on a paper' while
'soft copy' means 'electronic copy') and for obtaining that you should know how to print whatever you
create with the help of computer.

Use of the Peripherals:

You need to know what is a portable drive or a pen drive and how it is used; what is a blue tooth and
how can be installed and used; what is an infra-red device and how it can be used and so on. Nowadays
computers can be connected with wire and on wireless with your mobile. You need not totally master all
the above but you should know sufficient not to look crestfallen when you are encounter the terms
verbally or in writing.

This “Training and Development CERTIFICATE of Completion” is awarded
CERTIFICATION | by Melind Higher Education Sdn Bhd in collaboration with Kolej MASA ICT
Faculty.

TARGET GROUP | This is essential to all Employees.

DURATION | 6 Days [0930hrs TO 1730hrs]

COURSE FEE | Malaysian Ringgit Fifteen Thousand Only for up to Twenty Employees

VENUE | Client (In-House)

= Lectures
METHODOLOGY =  Group Discussions
=  Practical Applications

CLO | Employees able to troubleshoot, work-on, communicate, create and
(CLASSROOM LEARNING | equate using the computer. A skill needed as a priority for every
OUTCOME) | Malaysian employee.

= BASIC PC TROUBLESHOOT

PRINTERS & PERIPHERALS

GENERAL WINDOWS & INTERNET OPERATIONS
OUTLOOK & EMAIL OPERATIONS

WORD PROCESSING

SPREADSHEET SOLUTION

PRESENTION PRO

e DATABASE

COURSE OUTLINE
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ENROLLMENT
REQUIREMENT

=  They must be Malaysian Citizen (100% HRDF claimable).

= Foreigners with Work Pass from MOHR (HRDF not applicable).

= They must be approved by the designated officer/s for this
program.

= They must be of 18 years of age or above.

=  They must have a minimum PMR qualification (not applicable for
foreign workers with Work Pass from MOHR).

PAYMENTS & CLAIMS

THE PAYMENT IS TO BE PAID BY CROSSED CHEQUE MADE OUT TO
“MELIND HIGHER EDUCATION SDN BHD".

HRDF 100% Claimable status under our license: SBL-KHAS Category A.
The Employer can claim direct from HRDF using the SBL SCHEME.

Each employee MUST produce an official form (from MHE) for the
employer for each class attendance to obtain the official invoice for the
employer to make the claim from HRDF as we are a Category A HRDF
License owner which allows 100% claimable option to the Employer.
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