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Distribution of Course Time (&R 737 fayfae):
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Distribution of Theoretical & Practical Time

Fundamentals of Computer &
ICT

2 Digital Techniques 10 10 20
3 Operating System 6 14 20
4 Microsoft Office 21 204 225
5 Basic Concepts of Adobe 3 32 40
[llustrator
6 Basic Concepts of Adobe 6 14 20
Photoshop
7 Basic Web Design with HTML, 10 80 90
CSS, JavaScript
3 Basic Concepts of Freelancing & 10 40 50
Outsourcing
9 Internet & Networking Concepts 5 15 20
Computer Hardware 7 23 30
10 Maintenance and Trouble
shooting
SubTotal Hours 103 442 545
Youth Activities, Youth Policy 10 10
2017, Life-skill Development,
1 ICT Act 2006, National ICT E
Policy 2015, Youth Organization
(Registration & Operation) Act and
Rules
12 Communicative English 5 15 20
13 Project Work - 25 25
Total Hours 118 482 600
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Course Index ID

Course ID Course Title Hours
DYDCBI1001 | Fundamentals of Computer & ICT 30
DYDCB1002 | Digital Techniques 20
DYDCB1003 | Operating System 20
DYDCBI1004 | Microsoft Office 225
DYDCB1005 | Fundamentals of Graphics Design & Basic Concepts 40

of Adobe Illustrator
DYDCB1006 | Basic Concepts of Adobe Photoshop 20
DYDCBI1007 | Basic Web Design with HTML, CSS, JavaScript 90
DYDCB1008 | Basic Concepts of Freelancing and Outsourcing 50
DYDCBI1009 | Internet & Networking Concepts 20
DYDCB1010 | Computer Hardware Maintenance and 30
Troubleshooting
DYDCBI1011 | Youth Activities, Youth Policy 2017, Life-skill 10
Development, ICT Act 2006, National ICT Policy
2015, Youth Organization (Registration & Operation)
Act and Rules
DYDCBI1012 | Communicative English 20
DYDCBI1013 | Project Work 25
Total Hours 600
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Distribution of Subject Marks:

Final Final Total
b 2 3rd 4th Exam Exam Final Marks
Semester Semester | Semester Semester (Theory) | (Practical) Viva Voce
PC Hardware
Fundamenta Microsoft | Troubleshootin Revision Previous &
Is of Microso Excel, g, Internet & | Revisio of the Final Class
Computers, | ft Word Access, Networking n of the total Attendance,
Youth Theory | PowerPoi | Outsourcing, total Practical | Communicati
Activities, & nt Graphic Theory | Subject ve English,
Theory & | Practical | Theory & Design Subject Viva Voce
Practical Practical Theory &
Practical
60 60 60 60 100 100 60 500
Total Semester Marks 240 100 100 60 500
Distribution of Class Attendance & Viva-voce Marks
Section
Percentage of Total Marks (60) and Marks
Class Attendance | Class Attention | Class Assessment | Class Assignment Viva-voce
Report
20%-----12 10%-----6 20%-----12 20%-----12 30%-----18

Percentage of Marks obtained & Remarks

Percentage of Marks obtained Remarks
90% above Extraordinary
80% - 89% Excellent
75% - 79% Very good
70% - 74% Good

65% - -69%

Somewhat good

Evaluation of the Courses (Grade System):

Total Marks Percentage of Marks Grade
400-500 80% and Above A+
350-395 70% - 79% A
300-345 60% - 69% B
250-295 50% - 59% C
00-249 Below 50% Perticipation
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Procedure of Course Examination:

First Semester:

Lesson Subject Time Marks Question
1. Fundamentals of Theory Practical Theory Practical
Computer, As per
Youth Activities & ICT Two h T Training
2. Digital Techniques AR h::; 20 40 Curriculum
3 Operating System
Second Semester:
Lesson | Subject Time Marks Question
4, Microsoft Word Theory Practical Theory Practical As per
Th & Practical ini
o ractica Two hour | Two hour 10 50 Tra_mmg
Curriculum
Third Semester:
Lesson | Subject Time Marks Question
5. Microsoft Excel, Microsoft Theory Practical Theory Practical As per
Access, Training
Microsoft PowerPoint Two Two 10 50 Curriculum
Theory & Practical hour hour
Fourth Semester:
Lesson Subject Time Marks Question
6. Computer Hardware Theory Practical Theory Practical
Troubleshooting, Internet & As per
Networking Outsourcing, Two Two 10 50 Training
Graphic Design hour hour Curriculum
Theory & Practical
Final Examination:
Lesson | Subject Time Marks Question
7. Communicative English Theory Practical Theory Practical
Project Work, As per
Revision of the total Syllabus, Training
Theory & Practical Curriculum
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DYDCB1001
Lesson 1

Fundamentals
of Computer &
ICT

Lesson 2

Types and Basic
Organization of
Modern Digital
Computer:
Classification of
Computers

Lesson 3

Functions of
|/O Devices

Lesson 4

Lesson 5

Memory

Software

Lesson 6

Programming
Concept

Hours-30

Introduction to Computers: Definition, Basic applications,
History of Computer, Characteristics and Generations of
Computer.

Analog, Digital and Hybrid. Micro, Mini, Main-Frame, Super
Computer. Block Diagram of a Computer System, Basic
organization and functional units, Concept of Laptop,
Notebook, Desktop PC Configuration, Workstation and
Client-Server, Hardware elements of a PC, Concept of
Hardware, Software and Firmware.

Definition of Hardware, Classification of Hardware,
Categories, Example of Input Device. Standard Keyboard
Layout, Function of keyboard and mouse, Trackball,
Trackpad, Joystick, Light pen, Touch screen, scanning
devices, OMR, OCR, ICR, BCR and MICR, Digitizer, Electronic
card reader, Webcam,Video Capture Card, Voice recognition
devices and Vision input system; How an image is scanned -
Hard Copy & Soft Copy.

Definition of Output Device, Category, Example.

Monitor (CRT, LCD, LED), Printer and plotter, Screen Image
Projector, Voice response system. Printer Driver, Print
Spooling, Dot-Matrix, Ink-Jet & Laser Printer, Photo Printer.
Both I/O Device, Example. Modem, Camera, Headset

Introduction to Memory, Need for memory, Flip-Flop,
Register, Memory Address, Capacity of a memaory, Primary
& Secondary Memory, Features of RAM & ROM, Key
features of tape, Disk, Optical Memory-CD/DVD and flash
memory, Internal & External Memory, Semi conduct
Memory, CPU Memory Interconnection, Cache Memory.

Definition of Software, Classification of Software, System
Software & Application Software; Different types of System
Software, Function and evolution of operating system;
Features of Application Software Packages- Features and
uses of Word Processing, Spreadsheet, Graphics and
personal assistant, Database Management Software
Packages and Bengali Interface Software packages.

Concept of computing, Data & Information;
Step of program development, Definition:
Flowchart;

Computer languages- Definition, Categories, Examples
Machine, Assembly and high-level languages; Assembler,
Interpreter and compiler as a translator software.

Generation of programming languages, Use of programming
languages.

Algorithm &

Fundamental Programing Concept:

- Variable declaration
- Control Structures
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- Data Structures
- Object Oriented
- programming
- Debugging
- Programming Tools
Lesson 7 IcT Concept of ICT, Meaning and Scope of ICT, Importance of
(Information & ICT, Multimedia and entertainment;
Communication Use of Computer and Internet;
Technology) Applications of ICT: e-Governance, e-Commerce, etc.
Lesson 8 Introduction to Concept of Computer networks & Internet, Applications of
Internet, Internet, Connecting to Internet, ISP, World Wide Web,
WWW and Internet tools, Search Engines, Understanding URL, Domain
Web Browsers name, |P Address, Transmission Speed & Bandwidth.
Lesson 9 Database Database Concepts, Relational data model, Data storage
Concepts and indexing, Query evaluation, SQL: Querying and
Manipulating data, Database access from a programming
language, DBMS, RDBMS, and Distributed Database.
Lesson 10 Prospect of Different Professionals in Computer field, Skills
Computer Development of Computer, Responsibility of a Computer
Professional Operator, Computer Technician, IT Executive, ICT Officer,
System Engineer, Programmer and System Analyst, etc. in
Computer Professions.
DYDCB1002 Digital Number System and Binary Arithmetic Operation:
Lesson 1 Techniques Numbering System: Binary, Decimal, Octal and
Hours-20 | Hexadecimal, Conversion of Numbering System, Binary
Arithmetic (addition, subtraction, multiplication and
division), Applications of different numbering system.
Lesson 2 Arithmetic Definition of Codes, Weighted & non-weighted codes, BCD,
Codes and ASCII, EBCDIC and Unicode.
Code Conversion
Lesson 3 Logic Gates Definition of Basic Gates, Different type of gates and their
Concept: truth tables; AND, OR, NOT, NOR, NAND, EX-NOR and EX-OR
gates, Symbols and use of logic gates, Prepare the truth table
and Boolean Equations of logic gates and their applications.
DYDCB1003 Operating Introduction to Operating Systems:
Lesson 1 System Definition, Function and Types of Operating System, Roles
Concepts Hours 20 | of Computer Systems, Virtual memory, Buffering, Spooling,
Time sharing system, Real Time System, Distributed System,
Introduction to Windows & Linux Operating System.
Lesson 2 | Operating System System Components and Services, System programs,
Structures, File System Structure, File system & File Management Process.
system & Security
Lesson3 Operating Process concept, Scheduling concepts, Distributed system
System structure and coordination, Application of operating
Management: system, Memory management, Add/Remove Windows

component, Protection and Security.
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Lesson 4 Program Multitasking, Multiprogramming, Scheduling, Device
Execution: controller, Device driver.
Lesson 5 Concept of Basic concept DOS, Components of Linux Operating System,
DOS, LINUX Basic features, Kernel mode/user mode (Graphical User
Operating Interface).
System
DYDCB1004 Overview of Microsoft Office packages program: Word
Lesson 1 Microsoft Hours- | Processing using Microsoft Word, Spreadsheet Analysis
Office 225 using Microsoft Excel, Database Management System using
Microsoft Access and Presentation program using
Microsoft PowerPoint.
Word Processing Application using Microsoft Word:
Introduction to Microsoft Office 2007 and Above:
Features of Microsoft Office Package Program
Exercise on Microsoft Word 2007 and Above:
Introducing the Microsoft Word Window, Command Tab,
Access Toolbar, Show Ribbon, Status Bar, General Option,
Display Option, and Advance Option.
Lesson 2 Microsoft Discussion on the Microsoft Word Screen, Title Bar,Ribbon,
Office Office Button, Home, Insert, Page Layout, Reference,
Mailings, Review, View, Add-Ins, Design, Layout etc.
Lesson 3 Microsoft How to Create a New Word Document, Open, Save, Save
Office as, Print Preview, Print, Prepare, Send, Publish, Close,
Discussion on Microsoft Word Options and Undo/Redo
Button, etc.
Lesson 4 Select, Cut, Document Cut, Copy , Paste, Change Font, Font Size,
Copy, Paste Change the Case of Text, Underline, Superscript or
& Others Subscript, Color Text, Bullets and Numbering, Align the

Text, Bold, Italic, Underline, Border and Shading, Spelling
and Grammar, Paragraph, Styles etc.
e Select All
e Select Object
e Select All text with similer formating
e Format Painter
e Clipboard
Increase Font Size
Desrease Font Size
Text Effect & Typhography
Increase Indent
Decrease Indent
e Sort
e Selection Pen
e Find, Replace, Go To

AL
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Exercise on Cover page, Blank page, Page Break, Insert
Lesson 5 Exercise Table, Picture, ClipArt, Shapes, Smart Art, Chart, Header and
Footer, Page Number, TextBox, WordArt, Date and Time,
Object, Equation and Symbol.
e Signature Line
e Quick Parts
e Comment
e Hyperlink
e Bookmark
e Cross-reference
¢ Online Video Media
e  Wikipedia
e Add-ins
s Store
e Screenshot
e Online Pictures
e |llustrations
e Share
e Signin
Lesson 6 Exercice on Exercise on Themes, Colors, Fonts, Effects, Margins,
Page Layout Orientation, Size, Columns, Breaks (Page, Column,
Ribbon Continuous), Line Numbers, Hyphenation, Watermark, Page
Color, Page Borders, Indent, Spacing and Align.
Columns, Breaks Columns, Wrap Text. Selection Pane
Lesson 7 Footnote How to Insert a Footnote, How to Delete a Footnote and
Endnote, Insert Caption, Insert Table of Figures, Cross-
reference.
Lesson 8 Print Technique How to Print Address on Envelop, Print a Label, Create the
Mail Merge.
How to Check Spelling and Grammar, How to use of
Thesaurus, Word Count, and Track Changes with related
button, Restrict Editing, Comments create and delete.
How to use Print Layout, Ruler, How to Create a Macro and
Delete Macro, Split Window, Zoom and arrange.
Microsoft Word Project Work/Assignment
Lesson 9 Microsoft Excel Introducing Microsoft Excel, Use of Microsoft Excel, How to
Open and Close MS Excel, Discussion on the Workbook,
Worksheet.
How to Create a New Document, Open, Save, Save as, Print,
Prepare, Send, Publish, Close, Discuss the Microsoft Excel
Options, Undo, Redo.Share, Export
Lesson 10 Select, Cut, Word Document Cut, Copy, Paste, Change Font, Font Size,
Copy, Paste Vertical Alignment, Horizontal Alignment, Wrap Text, Add
& Others Border, Change Number Format, Merge and Center,

Regional Currency Symbol, Column Width, Rename
Worksheet, Insert, Delete, Format, Conditional Formatting,
Format Table Cell Style, AutoSum, Field, Clear, Sort and
Filter, Find Select, Fill and Series etc.

EAIC IS

s IS0




=0t wrafe fomg TR

Lesson 11 Exercice Exercise on Table, Picture, ClipArt, Shapes, Smart Art, Chart
Column, Pie, Bar Graph, Header and Footer, Page Number,
Textbox, WordArt, Object, Equation and Symbol.

Lesson 12 Exercice Exercise on Themes, Colors, Fonts, Effects, Margins,
Orientation, Size, Breaks, Setup Row and Column Heading,
Drawing Object Themes, Page Setup, Sheet Options.

Lesson 13 Exercice How to use of Insert Function, Recently used, AutoSum, Date
& Time, Logical, Financial, Show Formulas, Trace, Create
form selection etc.

Lesson 14 Exercice on How to Import Data form Access Database, Sort Data, Filter

Microsoft Data, Text to Column, Data validation, Goal seek, Scenarios
Access Use of Document Spelling, Research, Thesaurus, Insert
Comment to Cell, Translate, Protect sheet, Protect
workbook, Track changes. How to show a Work in Normal
View, Page Layout, Page Break Preview, Custom View, Full
Screen, Ruler, Formula Bar, Zoom, Split, Hide, Macro etc.
Lesson 15 Exercise on Personal Bill, Salary Sheet, Examination Result Sheet, Goal
Excel Project Seek, Electricity Bill, Water Bill, Gas Bill, Commission Bill,
work function: Bank Interest Bill etc.
Lesson 16 Database Introduction to Microsoft Access, How to Open and Close
Management MS Access, What is Database, Data type, Data, Data Field)
System of Record, Data Cell, Elements of Database, Database of
Microsoft Objects.
Access: How to Create a New database file, Open, Save, Save as,
Exercise on Print, Prepare, Send, Publish, Close, Discuss the Microsoft
Office Button: Access Options, Undo, Redo.
Lesson 17 Exercise on Discussion on the template categories, Blank access
Home Ribbon: database, Table create, table field.
Exercise on View, Data sheet view, Design View, Cut, Copy, Paste,
Home Ribbon: Change Font, Font Size, Advance, Go to, Select etc.
Lesson 18 Exercise on Database Table, Table Design, Forms, Split Forms, Multiples
Create Ribbon: Forms, Forms Design, Report Design, Query Wizard, Query
Exercise on Design, Macro etc.
External Data How to import/export data of a table.
Ribbon: Exercise Table Relationship with Primary Key, Knowledge of Visual
on Database Basic.
Tools Ribbon:
Lesson 19 Exercise on Discussion on the View, Datasheet View, Design View, New
Datasheet Field, Data Rename etc. Data Table, Query Data, Forms
Ribbon: Exercise Data, Report Data and Macro Data.
on MS Access
Project Function:
Lesson 20 Presentation of Introduction to Microsoft PowerPoint, Discussion on the use

Microsoft
PowerPoint:
Exercise on

Office Button:

of PowerPoint, Presentation, Slide, Use of Bengali & English
Character etc. How to Create a New Presentation, Open,
Save, Save as, Print, Prepare, Send, Publish, Close, Discuss
the Microsoft PowerPoint Options, Undo, Redo.
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Lesson 21 Exercise on How to Cut, Copy, Paste Text/Object, Insert New Slide
Home Ribbon: Presentation, Change the Layout of Slide.
Use of Table, Picture, Clip Art, Photo Album, Shapes, Smart
Exercise on Art, Charts, Textbox, Header and Footer, Word Art, Date &
Insert Ribbon: Time, Slide Number, Symbol, Object etc.
Exercise on Use of Page Setup, Orientation, Office
Design Ribbon: Themes all Slide Design, Color, Fonts, Effects, Background
Style.
Lesson 22 Exercise on How to Animate Object of Slide, Advance Animation; Add
Animation Sound Animation, Slide Transition, and Custom Animation
Ribbon: with Practical.
Exercise on Slide Use of the Slide Show Presentation, Use of Setup Slide
Show Ribbon: Show Options.
Exercise on Use of Spelling Research, Thesaurus, Translate,
Review Ribbon: Language,New Document.
Exelrclse on V'e“’ Use of Normal View,Slide Sorter View, Note Page,Slide
Ribbon: Slide
N Show, Rulfr, Macro etc. N .
MS powerPoint Youth Actiites, Personal Computer Training Institute
Project Work:
Concept of Graphics Design
DYDGD1005| Fundamentals | Hours 10 | Course Objectives:
Lesson 1 of Graphics e Introduction to graphic design.
Design e knowledge and experience applying the design
process.
e Elements of Design.
e Principles of Design.
Lesson 2 Layout & Creating a new layout, you should begin with the basic
Design elements of design: line, shape, texture, space, size, value,
and Color etc.
Lesson 3 Resulation, Resolution.
CMYK and Understanding graphic/image formats (TIFF, JPG, EPS, etc.)
RGB. CMYK and RGB.
Difference between linked vs. embedded
images/graphics, Bleeds, PDFs so important for printing.
Basic design principles.
Lesson 4 vector and Difference between vector and raster graphics
raster graphics
DYDCB1006 | Basic Concepts e Introducing the Interface:
Lesson 1 of Adobe Hours 30 e Introducing Illustrator.
lllustrator e Using the Welcome Screen.

J——

Comparison between Photoshop and lllustrator.
Introducing lllustrator Interface.

e Tools Bar and Setting New Document.

¢ Increments and Saving a Document as Native
Format of Illustrator (Al, EPS, PDF, JPEG)

L

el

B apn (X %




= wrfe

fomm

SefRA

Lesson 2

Using Tool:

Lesson 3

Lesson 4

Pathfinder,
Transform &
Align palette

Discussion on Type tool (Path type, Area type)

Type Menu

Explaining Character Palate, Text with Paragraph

Palette
* Introducing Rotate & Reflect tool, Eraser.
Exercise Assignment
e DYD Logo.
e Bangladesh Govt. Logo
e Business Card.
* Logo Design for institution Letter etc.

Minus Front Fetaresz

Add

Subtract

Intersect.

Exclude.

Divide. Trim. Marge.

Crop

Outlines and Minus Back etc.

Create Book Cover (Front & Back side)

DYDCB1007
Lesson 1

Introducing
Adobe
Photoshop
Interface:

Lesson 2

Using tool:

Lesson 3

Exercise

Lesson 4

Exercise

Hours 20

* Introducing with Photoshop.

e Document Setup.

* Why document setup is Important.
Unit, Resolution.

Color Mode (CMYK, RGB, Grayscale).
Interface overview.

Selection Basic.

Layer Basic.

e Selection Details.

e Feather.

e Save for Web.

e Save. File Format.

e Difference between Image size & Canvas size.
* Paint Bucket Tool.

® Image Adjustment
® Pen Tool.

e Path Selection Tool.
e Type Tool.

e Patch Tool etc.

e Option bar.

* Image adjustment.
* Rotate

e Skew

e Perspective.

Exercise:
e Background remove
e Stamp size and Passport size image etc.
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Definition of Canva, Logging into Canva, Choosing a
Lesson 5 Canva Carleton template, Canva Editor, Open and Edit your
design, Using the Canva sidebar: Search tab, Elements,
Grids, Text, Background tab, Upload tab, Delete Upload image.
Save and download your Design piece, Share your design:
Lesson 6 Canva Share by email, Share on social media,
Share the link to your design
Definition of Al, What is a Content Generator, Create
Lesson 7 Al Document and Project with Al Personalized & Designing
Al Everywhere Using .
Introduction to Web Design:
DYDCB1007 | Basic Concept Hours | Concept of internet, web, website (static & dynamic), web
of Web Design 90 page, browser, URL, protocol, editors and integrated
Lesson 1 development environment (IDE).
HTML for creating webpages
Lesson 2 HTML for e HTML tags, elements, attributes
creating Working with Table, List, Checkbox, Radio button, Input
webpages

types,
e dropdown/ select

e Working with Fonts, formatting, color
e Detail with DIV,

Hyperlink, Marquee, Video link with YouTube etc.
p Creating a basic HTML document structure

HTML Elements and Semantic Markup
P Exploring commonly used HTML elements for text,
images, links, and lists

» Understanding the importance of semantic HTML for
search engine optimization (SEQ) and accessibility

p Utilizing semantic elements such as
<header>,<nav>,<section>, and <footer> for organizing
content

P Practicing semantic markup techniques to improve the
structure and readability of web pages.

HTML Forms and Multimedia

P Building HTML forms to collect user input with form
elements like

<input>, <text area>, and <select>

P Understanding form attributes and their role in form
validation and submission

P Embedding multimedia content using <img>, <audio>,
and <video> elements.

Exploring additional HTML5 features for advanced
multimedia capabilities, such as responsive images and
native audio/video playback controls
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Lesson 3 Introduction to
CSS Basics
Lesson 4 Principles of
Webpage
Design

CSS3 for styling webpages
e Inline, internal and external CSS,

e (SSselectors

e Box modeling,

e Color, Background, Shadow, Gradients

e Font, Image, Link

e Table, Border, margin

e Animation (eg. Image Sliding, news feed etc)
e Cursor etc.

Introduction to CSS Basics

» Hands-on exercises to practice writing CSS rules and
applying styles to HTML elements

Styling Text and Layouts

» Understanding CSS box model for layout design

» Creating responsive layouts with techniques like
Flexbox and Grid

» Hands-on exercises to design and implement text styles
and layout structures

Working with CSS3 Features

Introduction to CSS3 features such as transitions,
animations, and transforms 4 Implementing CSS3 effects
to enhance user experience and interactivity

» Creating responsive designs with media queries for
different devices and screen sizes

» Hands-on exercises to experiment with CSS3 effects and
responsive design techniques.

CSS Best Practices and Project Workshop

» Understanding CSS best practices for efficient and
maintainable code

» Reviewing common CSS pitfalls and how to avoid them
» Collaborative project workshop to apply CSS skills to a
real world web design project

» Peerreview and feedback session to reflect on project
outcomes and share insights

Introduction to WordPress

* Overview of WordPress as a content management system
(CMS)

* Understanding the WordPress dashboard and its
components

* Exploring themes, plugins, and the WordPress community
* Setting up a local WordPress installation for development

o
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BootStrap: BootStrap: Producing responsive website
Lesson 5 Producing  Environment setup
responsive * Grid System
website e Typography
e Table
* Forms
¢ Input groups,
* Button groups,
* |mage
* Navigation elements and NavBar
e Breadcrumb and Media object
* Plugins etc.
WordPress Theme Basics
« Understanding the structure of WordPress themes:
template files, stylesheet, and functions.php
* Exploring the WordPress template hierarchy
» Customizing themes using the WordPress Customizer
* Hands-on exercises to modify theme.
Customizing WordPress Themes with CSS
* Introduction to CSS and its role in web design
* Inspecting and targeting elements using browser
developer tools
» Adding custom CSS code to modify theme appearance
* Hands-on exercises to style theme elements and create
custom layouts
Introduction to Fiverr
Lesson 6 PSD to HTML Overview of Fiverr as a freelance marketplace
and CS5 » Understanding Fiverr's platform structure and categories
CRnVert « Exploring Fiverr's search and filtering options for finding gigs
« Setting up a Fiverr account and creating a seller profile.
Creating and Optimizing Fiverr Gigs
e Understanding the anatomy of a Fiverr gig: title,
description, pricing, and packages
« Crafting attention-grabbing gig titles and descriptions
= Creating attractive gig images and videos to showcase
skills and services with Canva
» Optimizing gig tags, keywords, and metadata for search
ranking
Introduction to Upwork
= Overview of Upwork and its role in connecting freelancers
with clients
¢ Understanding Upwork's platform structure and job
categories
e Exploring Upwork's search and proposal submission
process
« Setting up an Upwork profile and portfolio to showcase
skills and expertise
]
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Lesson 7

Lesson 8

Finding and Winning Projects on Upwork

* Create Upwork Project

* Design Upwork project image with Canva

* Identifying high -quality projects and clients on Upwork
* Crafting tailored proposals that address client needs and
requirements

* Negotiating project terms, rates, and milestones

* Managing ongoing projects and maintaining positive
client relationships

Creating website, CMS platforms- WordPress /Joomla

e Web hosting
* Hosting plan

* Hosting: hands on practice

Lesson 9

Design and develop a web page of your Department/
Institute or any other organization containing formatted
text, table, forms ordered and unordered list items, image,
video, sound and Style Sheets including some linked pages.

DYDCB1008
Lesson 1

Basic Concepts
of
Freelancing and
Outsourcing:

Lesson 2

Marketplace

Lesson 3

Profile &
Portfolio

Lesson 4

Profile setting

Lesson 5

Basic concepts:
Digital
marketing,
Social media
communication

Hours 45

Introduction to Freelancing and Outsourcing
Discussion on various types of Outsourcing Market Place

Discussion on Marketplace Profile Creation
(Freelancer.com, 99designs.com, upwork.com)
e Fiver
¢ Upwork Inc.
e PeoplePerHour
e Guru.com
* Toptal

Practicing profile completion,

How to bid online job, Payment method, Portfolio Create
and Setup, Marketplace Profile Creation, How to
submitprofile, How to write overview, Roles of skill test

Roles of profile setting
Review all marketplace profiles.

Basic concept of marketplace & digital marketing.
Social media communication: Profile making of
® Facebook

e LinkedIn

e X (Twitter) & Instagram.

* You Tube channel

» Facebook page.

¢ O Connect

e Threads & Telegram.
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Lesson 6

Digital
Marketing &
SEO

Lesson 7

Onsite SEO

Digital Marketing Overview

e What is Digital Marketing?

e Why Digital Marketing?

e Traditional Vs. Digital Marketing
e Digital Marketing Components.
e Career in Digital Marketing.
SEO Introduction

What is SEO?

® SEO Classification

e SEO Method

® SEO Algorithm

e SEO Ranking Factor

Onsite SEO 01

e What is Onsite SEO

® Onsite SEO Checklist

e How to Implement Onsite SEO

e Required things to implement Onsite SEO
Onsite SEO 02

e Keyword Research

e Set Main Keywords in Targeted Pages

e Long tail Keywords

e Question Based keywords for Blog post
Onsite SEO 03

e How to write Meta Title

e How to write Meta Description

e How to setup Open graph

e How to setup Twitter Cards

® Post Optimization

e Page Optimization

® Product Optimization

Onsite SEO 04

e How to setup Google Search Console

e How to setup Bing Search Console

e How to setup Yandex Search Console

e How to add sitemap with Search Console
e What is Google Analytics

e How to setup Google Analytics

e How to monitor and report Google Analytics
Onsite SEO 05

e How to check and solve Search Console Issues
® Page with redirect

e Excluded by ‘noindex’ tag

e Alternate page with proper canonical tag
e Crawled - currently not indexed

e Not found (404)

e Discovered - currently not indexed
Onsite SEO 06

e How to add Alt tag with Image

e Canonical Tag Setup

e Robots.txt Setup

e How to setup Index and No-Index Tag

® 404 Monitor and Redirection
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Onsite SEO 07

® How to implement Rich Snippet Code

® Data Structure Markup

® Schema Markup HTML

® Google HTML Markup

® How to implement local business snippet code
Onsite SEO 08

® How to setup Knowledge graph

® Readability SEO

Technical SEO 01

Lesson 8 Technical SEO ® What is Website Audit

® Why we Need to Audit Website
® What is Technical SEO

e Website Audit with Ahrefs

e Website Audit with SEMrush

Technical SEO 02

® High Priority Issues

® Links Issues like Page has no outgoing links

¢ Content Issues like Multiple meta description tags.
Technical SEO 03

® Images Issues like Page has broken image JavaScript
Issues like Page has broken JavaScript

® Sitemaps Issues like 3XX redirect in sitemap.

Technical SEO 04

® Medium Priority Warnings

® Indexability Issues like Noindex page

® Links Issues like Page has links to redirect ® Redirects
Issues like 3XX redirect,

Technical SEO 05

® Content Issues like Meta description too short

® Social tags Issues like Open Graph URL not matching
canonical

® Performance Issues like Slow page

® Images Issues like Missing alt text..

Technical SEO 06

Low Priority Notices

e Indexability Issues like Noindex and nofollow page
® NOT INDEXABLE Issues like Page has links to redirect.

Technical SEO 07

® Links Issues like Page has only one dofollow incoming
e internal links Issues

® External Links Issues.

Technical SEO 08
e Audit With SEMrush
® Solve all issues with SEMrush and get score more than 90

L
@/ a%--‘I‘Eg_, <'I B&




=rf wrife

fe=g

R

Lesson 9

Offpage SEO

Lesson 10

Local SEO

Offpage SEO 01

® What is Offpage SEO

e What is Link Building / Backlinks

e What is Contextual Backlinks

e Type of Backlinks

e Dofollow / Nofollow Backlinks

e Backlinks Metrics DA, PA, DR, UR, SS, CF TF
® Backlinks Indexing

Offpage SEO 02

® What is Guest Post?

® How to get Guest Posting Links?

e How to report Guest posting links?

® What is Broken Link Building?

e How to get Broken Link Building Backlinks?
e How to report broken link building link?
Offpage SEO 03

e What is Web 2.0?

e How to create web 2.0?

e How to report web 2.0?

Offpage SEO 04

@ What is Press Release?

e How to create backlinks with Press Rlease?

e How to report Press Release Backlinks?

e What is PDF Submission?

e How to create backlinks with PDF Submission?
e How to report PDF Submission Backlinks?

Offpage SEO 05

® What is Social Bookmarking?

e How to create backlinks with Social Booknarking?
e How to report Social Bookmarking Backlinks?

e What is Blog Commenting?

e How to create backlinks with Blog Commenting?
e How to report Blog Commenting Backlinks?

Local SEO 01

e What is local SEO

e How to Create Google Business Listing

e How to optimize GMB

e How to Maintain GMB

Local SEO 02

e What is Local Citation?

e How to create backlinks with Local Citation?

e How to report Local Citation Backlinks?

e What is Directory Submission?

e How to create backlinks with Directory Submission?
e How to report Directory Submission Backlinks?
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Lesson 11

Social Signal

Lesson 12

Freelancing
Marketplace

Lesson 13

SEO Plan &
Action Plan

Social Signal 01

e What is Social Signal

e How to get social signal

e How to help social signal to boost ranking
e How to reporting social signal task.
Speed Optimization 01

e What is Speed Optimization?

e Why speed is important for Ranking?
® How to check Website Page Speed?

® Speed Check with Google Light Speed
® Speed check with GTMetrix.

Speed Optimization 02

® How to solve speed issues?

e What is Cloud flare?

® How to add Cloud flare with Website?
® What is CDN?

® How to add CDN with Website?

Freelancing Marketplace 01

® What is Freelancing Marketplace? e Best Freelancing
Marketing for Bangladeshis ® QA for Freelancing
Marketplace ® Sample profile for Follow

Freelancing Marketplace 02

® How to create Account With Fiverr

® How to create 100% profile With Fiverr

Freelancing Marketplace 03

® How to Create Project Catalog or Gig for Fiverr
® How to Take Fiverr test and get pass
Freelancing Marketplace 04

® How to face Interview

® Key things to get jobs while interview

® Portfolio Creation.

Freelancing Marketplace 05

® How to contact with Fiverr support if you face any issues
® How to submit ticket

® How to deal with dispute issues

® How to create SEO Plan
® How to create Action Plan

DYDCB1009
Lesson 1

Internet &
Networking
Concepts:

Lesson 2

Communication,
Signal, Mode

Hours-20

Basic concept of computer network and Networking
Device, Types of Network. What is LAN, MAN, WAN, PAN

Data Communication, Communication Channel, Mode,
Characteristics of digital and analog signal, Advantages of
working in digital mode.
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Networking, Networking device Install, configure
Lesson 3 Configure, LAN What is Hub, Switch, Bridge, Router, Gateway, Firewall,
Modem, NIC.
Create a small LAN.
Communication Network Media, Communication channels, Types of cable,
Lesson 4 Channels: cable configure-Twisted-Pair, Coaxial, Optical Fiber.
Connectors, Microwave, Satellite, Wi-Fi, Wimax, Hotspot.
Network Network Protocols Concepts, ftp, smtp, pop3, http, https,
Lesson 5 Protocols and NTP, telnet, DHCP, IMAP, TCP/IP, DNS, Domain Name, IP
IP Class, IP- Public & Private.
Lesson 6 Network Bus, Ring, Star, Mesh, Hybrid Topology
topologies
Basic concept Internet, Application of Internet, WWW, Web-site, URL,
Lesson 7 of Internet; Web browser, Web Browsing software, Surfing the
Browser, Internet, Search, Download, Upload, Search Engine.
Searching
Technique
Mobile Basic Applications, Android, Apple 10S, Windows Phone,
Lesson 8 Technology Google Play Store, Microsoft Store.
Basic of What is an Electronic mail, Mailbox- Inbox and outbox,
Lesson 9 Electronic mail Using mail- sending and receiving; CC/BCC, Document
handling, Attachment/Enclosures, Group Mail, Forward,
Replay, Mail spam and mail virus.
Using Mail with Apps in Smart phone. Use of Outlook
Program.
Social Media, Social Media and its Advantage/disadvantage
Lesson 10 Instant Facebook, Messenger, Twitter, imo, Viber, Whatsapp,
Messaging and Skype, Instagram etc.
Collaboration ¢ LinkedIn
©YouTube
© Pinterest
oTelegram
© WeChat etc.
Online e Online access to remote PC
Lesson 11 | Communication e Any Desk
e Team Viewer
e Zoom
e Google Meet

e (O Connect etc.
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Computer PC Hardware:
DYDCB1010 Hardware Hours-30 | Fundamentals of Computer Hardware, Classification of
Lesson 1 Maintenance Computer Hardware, Desktop & Laptop Configuration,
and Discuss the Brand & Clone PC, BIOS Setup, 1/0 devices, Boot
Troubleshooting process, Memory and storage media, Power supply.
Assembling & Assembling, Maintenance and troubleshooting of Desktop
Lesson 2 Troubleshooting and Laptop.
Software Operating system setup, Office Package Program Install,
Lesson 3 installation Application software install/uninstall, Antivirus install and
update, Utility Software, Plug-in, etc.
Data Backup & Concept of data backup; Restore data using backup
Lesson 4 Recovery software;
Advantages of Data Backup.
Cloud Storage & Data BackupDrop Box, Google Drive, One
drive etc.
System and Control Panel, Hard disk Partitioning system on drives.
Lesson 5 disk
management:
Hardware Peripheral and interface, LAN and Wi-Fi device setup.
Lesson 6 Peripheral
Lesson 7 Processor and Different 1/O bus, Address bus, Date bus & Control bus.
System Bus Card and chips setup (External & Internal).
Lesson 8 Trouble PC Maintenance & Troubleshooting Hardware and
shooting Software, System restore, Visual display, audio, printer,
scanner, Multimedia Projector, Webcam, Biometric Device,
Pen Drive, etc,Basic network troubleshooting.
Troubleshooting using Internet (Google, YouTube, etc.)
Youth Youth Activities:
DYDCB1011 Activities, Hours 10 | e gatw2 =07, eifree @ wayrey ffags oo |
Youth Policy o TEEAYET IS YA (IRTT NeeGE SRS o |
Lesson 1 2017, Life Skill o T FFHE A |

Development,
ST @ TS
#5f& WEF 2000
O3 G T 8
T eyfE
e 2050,
73 T (fama
a2z AT
w13+ @ fafefaym

o TS AIRGA SRR @ THREE IR Wi S
SAA & Ff6 T |

o (IF[A YI7E G SQSFTAHTAE ACH] FrEaa &2 |
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Youth Policy T, i, SeTaTY, BTy, TR A ST, o, effee,
Lesson 2 2017 (&réi FRYE @ I-BT, O ¢ @M «43fE, Wy ¢ e, e,
T 2039), Aegfes wwns ¢ fAama, e, nfae Semree, Ties wegie,
sife fFarea, safesn ow ¢ o9F, G392 Sgwa, Afare
s ferwl @ e, AffraarEs 3 ¢ fegmw, frmrem wmy @ oy
o (R faster, e Tgaw, g e fafafe, wEe @ gAhe @, ArewiE
: wAifs, Atmge e Ieams wared, W«IHlE @y e farw,
R ARBPE) sfafas, Ffes @ «f WK, P @ e, WwElies
wER @ fifefer Tfas IR o sl 4 Wi ¢ T3 | 73 fafrwm, o
R FLGE HF YE, T @ ABEG, HAA @ FEe, e,
Yb1fEw freetel | gafaaas Aaee @ Al | T4 WEHES , FARGEE ¢
ARER | CFIF ATH5 , WRey Yaaife 2Rftars |
4 @ Feope (e a3z S5 WET 2056
4 77 e (Fame @ wffaseE) fafgaEr 203
4 o g FCHE (159, IO, Forafe © qagreEn) fAfTE 202 |
o 7@ www.dyd.gov.bd, www.moysports.gov.bd,
www.bgpress.gov.bd
Life-skill Development:
Lesson 3 GraawEe TEEe GwE Sl THEe:
TG, SAMNE , FN&GS Wwhod FE | oy |
P RUISIEE
G AES, AfERe, ¥ e (5T FEN, TR Af1e,
s Fow! ¢ WIS HT!, FHAN ¢ FAfow FH0e, TN
Jrons favr Fa1 @2
mﬁm
WTSE ¢ foa-sre, Soafae, 3fsams warer/fbw satee iy
q1of | sifasye sregE srore B um oo |
f4BHE ¢ TTon:
st ey @ WIve-SEW, SVA-SEEE ANES ¢ ¢ oF g,
~HfFEa @ FANE WWE-SIA] TR GFG |
“Afafofes e
FAE P |
mw;
FeG; ofF @ HFS, WGP/ Srgwiar, 2fsans afeg
T GFG |
PP 6 AT T
@ @ (FEPTE; ey AT e ¢ ewged Rewmres T
P | AfFATEE AT Y A | e fafey cfaa waren
A W | SR Ted aed @ NEEdihe e o | afbfoe
@ Af5hiTTa AL T |
Cor*Te:
oA (ol o, oeg , 1o STfa@ Hr T T
HIRTT; TATE @ TETga 77 |
BFTET WEEIEST, @ wEer:
T e Ereare]/EBE , GREFTaT T AEGM 9429 S
(e (EreE | FRATRT | AT @ @A €3+, CNies
AR wHel, GRTF=E @ETATE wEel, #d @A wEel |
3] I3 (g
Lesson 4 (TG, (TUGH 43 8 SFRCE; (U fafes wwee «fafefe:

TERAIT PR (TIGA OFG; (TPLG T4 TPz Boim |
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Lesson 5 el I3 Ty @ I3 e =ffos, 38 /73 b ot @
& frarrafer, Some BRI 6 Sy |
3 ¥, TrwITET T4 W, oY A% € SCATET SgE:
Lesson 6 T A el 2R Are ¢ R SrgehkyETEe aey tofa @
A GR T[4 e Soare farne frers afefis 79 |
(OTST Ty TS T
Lesson 7 sewal; e agre w1de S &g, efewH Wy, faarm areyg,
Y ¢ +ff, 9TewEfE/aden
HAEE 71T @ FIEE FPT @ 2frFfes qrd:
Lesson 8 e qrAfst TR S AR @ FAfers S gy wawwm @feans
S, @A, TIPS , G, Ienfar, dgs, T ffren, @erg
@ TP, 9B WIS/ a%e ¢ RSy cliar, fifeq wawwm argfes qufo
TR @, arpfe qrivt FonE wren, arfew qrivl-am oS @
S T FCE QRN | AP S JATHA it |
ICT Act 2006:
Lesson 9 ICT Act T 8 @AM (& WET 2004
T 8 AT 27 SRS 34T @ Fairar emm «de Wi
e st faurm eromm sty efrs s
| - www.ictd.gov.bd, www.bgpress.gov.bd
National ICT Policy 2018:
Lesson 10 ICT Policy TS T @ ST 2YfE T 050
@ www.ictd gov.bd, www.bgpress.gov.bd
DYDCB1012 | Communicative Directives about Spoken English
Lesson 1 English Hours
Vocabulary, 20 * Vocabulary Building: Suffix & Prefix, Preposition, Grand
Lesson 2 Question & verbs, phases, Vowels, Consonant, Article etc,
Answering * Question & Answering
* Tense, Degree, Subject, Verb & Agreement, Syllable,
Spelling, Pronunciation, Clause.
Introducing:
Lesson 3 Introducing Myself, your friend /colleague, boss, father/mother.
CV, Own Profile & Skills, Job description.
Social Social Greetings, Expressing gratitude, regrets.
Lesson 4 Greetings & Courtesy on using Telephone.
Manners Opening a bank account
Talking about food; Shopping.
Communication during Traveling
Talking to a doctor about health problems: Seeking
Permission
Lending & borrowing necessary things
Talking to procure a ticket at the ticket counter
Eating and drinking
Hotel and Motel Manners, Manners in Luncheon/Dinner
Lesson 5 Approaching Approaching to Personal need
Approaching to a Radio/TV Programme
Lesson 6 Conversation Conversations with Boss & Other Colleagues
DYDCB1013 Project Work Hours 25 | Final project work to be accomplished in a group, at least 3

membersor individually on a given topic during field visit.
The project paper or the report to submitted both in hard

copy and soft copy, will be finally evaluated.




Training Tools & Equipment’s

S1 Name of Tools & Equipment Remarks
1. Computer (Processor, Motherboard, RAM, HDD, DVD)
2. Monitor
3. Keyboard
4, Mouse with Pad
3. Laser & Photo Printer
6. Scanner
T UPS/IPS/ Power Generator
8. Air Conditioner
9. Modem
10. Smart Board
11. Power Strip /Multiplug
12. USB Hard Disk
13. Speaker/ Sound System
14. Networking Switch/Cable
15. LAN Card/ Wireless LAN Card
16. Wi-Fi Router
17. Cable Tester
18. Rj45 Connector
19. UTP Cable
20. Clamping Tools
21. Web cam Device, Biometric Device
22. Dust Blower
23, Toolkit Box
24, Digital Camera
25! AGP/VGA/Graphic Card
26. Windows Software (Operating System Latest Version )
27. Microsoft Office Latest Version
28. Anti-Virus, USB Security Latest Version, Etc.
29, Generator
30. Theory & Practical Class room
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