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Technology Competence Initiative (TCI)

         TRAINING OUTLINE               
MODULE 1: COMPUTER FUNDAMENTALS

                              January 2008


INTRODUCTION

Rationale

Technology Competence Initiative (TCI) is the program of the Institute of Chartered Accountants of Nigeria aimed at ensuring that all Chartered Accountants in Nigeria become computer literate consistent with information and communication technology adoptions in organizations. It is aimed at building technology competence and capacity for Chartered Accountants to more effectively serve clients, employers and society in general. The Institute’s TCI seeks to implement fully the technology competence requirements of the International Federation of Accountants (IFAC). It is essentially a post-qualification initiative that will help Chartered Accountants acquire and apply ICT knowledge and expertise. Although achieving this new technology competence posture is the primary responsibility of individual Chartered Accountants and their employers, the Institute is pioneering this initiative because it is critical to the survival of all businesses and institutions, and of accounting as a profession with noble, relevant, vital public trust role in society. The Institute’s TCI project is designed to help all Chartered Accountants meet their new IT Competence requirements and bolster their professionalism to uphold and serve the public interest in the digital economy. The Council of the Institute has mandated the TCI program a prerequisite for induction as soon as training and testing centres are accredited all over the country.

 The program will cover the following modules:

               




                        DURATION: 
 

FEES:

Module 1.   Computer Fundamentals                   
            -1 Week     (40hrs)

     -N- 15,000

Module 2.   Use of Accounting Packages 

-3 Days      (24hrs)                       -N-   7,500

Module 3.   Audit Software 

     

-3 Days      (24hrs)

     -N-   7,500

Module 4.   Professional Technology Competence          -4 Mnths (Wkends Only)
     –N-65,000

Registration

Registration form is available for N2000 at the Institute or downloaded from the Institute’s website www.ican-ngr.org 

The form can also be requested by email from Lead Consultants listed below.

Methodology

Training will be hands-on, with computers, accounting and auditing software and instructor-led classroom sessions

Please Note:

(a) The first three Modules are pre-condition for induction.

(b) Module 1 is a prerequisite for modules 2, 3 and 4.

(c) Fees exclude VAT, Tea break and Lunch.
Examination Fees

(a) Exam fees N 3, 000 per module

(b) Those who claim competence may be exempted from the training but are required to pass the exams.

Commencement

The TCI training for participants will commence at A.J.Silicon and EDP immediately in Lagos. Other training centres will join as soon as they are accredited. 

Program Development & Implementation Consultants are

 A.J Silicon,

14 Amara Olu Street, Off Zenith Bank, Lateef Jakande Rd, Agidingbi ,Ikeja

Tel: 018985715 014700712,7925894,08055272046

e-mail: info@ajsilicon.com, www.ajsilicon.com 

EDP Teckknowledge Education, EDP Centre.

 River Valley Estate ,Berger Bus Stop on Ibadan Expressway,

 Tel: 01 470-2732, 480-7742, 0802 316-1357, 0803 351-1755

 e-mail: edptecknowledge@edpaudit.com

Students and members are enjoined to pay their annual subscription and update their profiles online at the institute’s website (www.ican-ngr.org/members) as soon as a change occurs for proper record keeping
Olutoyin Adepate, MBA, FCA

Registrar/Chief Executive

Tel: (01) 261-7638, 261-4235, 262-2394


COURSE CONTENTS

· INTRODUCTION TO HARDWARE

· INTRODUCTION TO WINDOWS

· INTRODUCTION TO SOFTWARE

· BUSINESS APPLICATION SYSTEMS

· INTRODUCTION TO COMPUTER NETWORKS

· INTRODUCTION TO INTERNET AND E-MAIL

· OVERVIEW OF MICROSOFT OFFICE APPLICATIONS

· MICROSOFT WORD
· MICROSOFT EXCEL

· MICROSOFT POWERPOINT

INTRODUCTION TO HARDWARE

· Computer generations

· Computer types and uses

· Specialized computers

· Monitors uses and types

· Computer Hardware power utilization

· Motherboards 

· Ram types 

· Motherboard components

· On-board peripherals

· Cards

· Hard disk 

· Systems  casings 

· Disk drives

· Keyboard types and layout

· Mouse usage and types

· Fax, Scanners ,Printers types and usage

· Computer Shopping

· Computer systems maintenance and care

· Power Stabilizers & UPS

INTRODUCTION TO WINDOWS

· What is Windows?

· Login Procedure

· Using Software in Windows

· Useful Menu Items

· Mousing

· Windowing

· The Desktop

· Shortcuts to common applications

· System Tray

· My Documents

· My Computer

· All Programs

· Folder Options

· Customizing the desktop

· The Control Panel

· Folder Operation

· Recycle Bin

· Search.

· Task manager

· Help and Support

· Printing

INTRODUCTION TO SOFTWARE

· Types of Software

· Types of System Software

· Operating System Software

· Software Piracy

· Licensing Issues

· Security of software

· Software Implementation

· Business Application Software

· Enterprise Resource and Planning Software

· Accounting Software

e.t.c

· Extraction Software

· Graphics and Presentation software

· Utilities and Service Programs

· Programming Languages

· Applet

· Malware

· Virus, Worms, Trojans

BUSINESS APPLICATION SYSTEMS

· Accounting Packages

· Banking Applications

· Microfinance Systems  

· Private Sector Accounting

· Public sector accounting

· Federal Government

· State Government

· Local government

· Payroll Systems

· Stock Broking

· Insurance and e-Payment Systems

· Pension Administration Systems

· Personnel Management Systems

· Manufacturing / Inventory Systems

· Electronic payment Systems

INTRODUCTION TO COMPUTER NETWORKS

· What can a network do for you?

· Introduction

· Characteristics of computer network

· Peer-peer networking

· Client/server network

· Recommended computers for networking

· Wired or wireless?

· Network cables

· Hubs/Switches

· Routers

· Network cards

· Network accessories

· Firewall

· Network software

· Practical network setup

INTRODUCTION TO INTERNET AND E-MAIL

· Brief History of Internet

· What Then Is The Internet?

· Internet Ownership

· Internet Applications

· Web Browsers

· Websites Classifications

· Educational

· Governmental

· Commerce

e.t.c

· Growth of the Internet

· Search Engines

· Power of the Internet

· Addressing System

· Ecommerce

· Cyber Fraud

· E-Mail on the Internet

· Free E-Mail Sites

· E-Mail Software

· Privacy Issues on the Internet

· Spam

· Usernames and Password

· Password Strength

· E-Mail Technologies

· Domain Name Registration

· Internet Service Providers
MICROSOFT WORD

Installing and customizing Microsoft word

· Installing Microsoft Word

· Show or hide ScreenTips

· Show or hide the list of recently used documents on the File menu

· Change Office's appearance

· Customize how Word starts

Using Microsoft Word

· About the default working folder

· Change the default working folder

· Show the vertical ruler or scroll bar

· Automatically start an Office program when you turn on your computer

· Copy the window or screen contents

· Minimize a window

· Minimize all program windows on the Windows desktop

· Restore a minimized window

· Prompt to open a file as read-only

Managing Files

· Prompt to open a file as read-only

· Open a file

· Rename a file

· Select multiple files

· Select multiple files

Creating Documents

· Create a folded booklet

· Using Wizards

· Headers and footers

Viewing and Navigating Documents

· Select a document view

· Arrange Word documents on the screen

· Move around in a document

· View two parts of a document simultaneously

· Compare documents side by side

· Zoom in on or out of a document

· Show or hide formatting marks

· Show or hide white space in print layout view

· What do the underlines in my document mean?

· Reading Layout View

· Outline View

Formatting Documents

· Margins and Page Setup

· Page and Line Numbers

· Page and Section Line Numbers

· Tables, List and Columns

· Table of Contents, Index, and Table of Figures

Working with Texts

· Select Text and Graphics

· Copy and Paste

· Find and Replace

· Repeat and Undo Actions

· Spelling Grammar and Thesaurus

· Symbols Characters and Hyphenation

· Formatting Characters

· Formatting Paragraphs

· Word Count

Working with Graphics and Charts

· Managing and Viewing Graphics

· Shapes and Drawing Objects

· Borders, Shading and Graphics Fills

· Text Boxes

· Lines and Connectors

· Charts and Diagrams

Mass Mailings

· Envelope and Labels

· Mail Merge

Printing

· Print a Document

· Print Preview

· Print a Folded booklet

· Cancel Print

· Setup Printer

· Print Options

MICROSOFT EXCEL

Installing and Customizing

· Installing Microsoft Excel

· Change office appearance

· Tools bar and commands

· Customize how Word starts

Managing Files

· Copy window or screen contents

· Creating and opening Workgroups

· Finding Files and settings properties

· Saving and Closing Files

· Templates

Getting Help in Microsoft Excel

· Print Help Topic

· Troubleshoot Help

· The Office Assistant

Printing

· Print

· Canceling Printing

· Print Preview Command

· Print Options

· Printer Setup

· Headers and Footers

Workbooks and Worksheets

· Formatting Worksheets

· Arranging Windows and Viewing Worksheets

· Saving Display and Print Setting as aView

Working with Data

· Entering Data

· Selecting data

· Editing data

· Copying and Moving data

· Filtering and Sorting Data

· Using List

· Importing Data

· Formatting data

· Validating Cell Entries

· Formulas

· Charts and Graphics

Security

· Workbook Protection

· Worksheet Protection

MICROSOFT POWERPOINT

Installing and Customizing

· Installing Microsoft PowerPoint

· Toolbars and Commands

· Getting Help

· Navigation and Display of Task panes

Managing Files

· Copy window or screen contents

· Creating and opening Workgroups

· Finding Files and settings properties

· Saving and Closing Files

· Templates

· File Properties

· Moving, Copying and Deleting Files

· Finding Files

Creating Presentations

· Creating Presentation Using Blank Slides

· Create New Presentation from an Existing one

· Select Multiple Files

· Create Presentation using suggested Contents

· Working with Texts

· Working with Slides

· Opening, Saving and Converting

· Creating Note Pages and Handouts

· Create Photo Album

Running Presentations

· Start a slide show presentation

· Run a Presentation on two monitors

· Navigate Between Slides during Presentation

· Setup Presentation on continuous loop

· Packaging a presentation to run on another Computer

· PowerPoint Viewer

Working with Graphics and Charts

· Clip Art

· Shapes, Pictures and Drawing Objects

· Diagrams and Organization Charts

· Working with Charts and Worksheets

Printing

· Printing in Black and White

· Print Preview

· Turn Background Printing off

· Print slides

· Print Handouts

· Print notes pages

· Printer can’t found

· Printer options

· Setup Printer

Security

· Remove or change a password

· Require a password to open or change a presentation
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