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60 Computer Fundamentals- ICDL.
30 Adobe Photoshop CS6

20 Adobe lllustrator CS6

20 HTML, CSS

20 Adobe Dreamweaver

30 Digital Marketing
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Course Outline — ICDL (Windows & Ms. Office)

Computer Essentials

Computer and Devices

Desktop, Icons, Settings

Outputs

File Management

Networks

Security and Well-Being

Word Processing
Using the Application

Document Creation

Formatting
Objects

Mail Merge

Prepare Outputs
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Hardware

Software and Licensing
StartUp Shut Down
Desktops and Icons

Using Windows

Tools and Settings

Working with Text

Printing

Introducing Files and Folders
Organizing Files and Folders
Storage and Compression
Network Concepts

Network Access

Protecting Data and Devices
Malware

Health and Green IT

Working with Documents
Enhancing Productivity
Enter Text

Select, Edit

Text

Paragraphs

Styles

Table Creation

Table Formatting
Graphical Objects
Preparation

Outputs

Setup

Check & Print
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Spreadsheets
Using the Application

Cells

Managing Worksheets
Formulas and Functions

Formatting

Charts

Prepare Outputs

Presentations
Using the Application

Developing a Presentation
Text

Charts
Graphical Objects

Prepare Outputs

Database

Understanding Databases

Using the Application

Tables

Retrieving Information

Forms
Outputs
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Working with Spreadsheets
Enhancing Productivity
Insert, Select

Edit, Sort

Copy, Move, Delete
Rows and Columns
Worksheets

Arithmetic Formulas
Functions
Numbers/Dates

Contents

Alignment, Border Effects
Create

Edit

Setup

Check and Print

Working with Presentation
Enhancing Productivity
Presentation Views
Slides

Master Slide

Handling Text
Formatting

Tables

Using Charts
Organization Charts
Insert, Manipulate
Drawing

Preparation

Check and Deliver

Key Concepts

Database Organization
Relationships

Working with Databases
Common Tasks
Records

Design

Relationships

Main Operations
Queries

Reports, Data Export
Printing
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Online Essentials

Web Browsing Concepts

3
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Key Concepts

Security and Safety

Using the Web Browser
Tools and Settings
Bookmarks

Web Outputs

Search

Critical Evaluation
Copyright, Data Protection
Online Communities
Communication Tools
E-mail Concepts

Sending E-mail

Receiving E-mail

Tools and Settings
Organizing E-mails

Using Calendars
Introducing Files and Folders
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Web Browsing
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Web-Based Information
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Using E-mail
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Online Collaboration

Collaboration Concepts
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S

Key Concepts
Cloud Computing
Common Setup Features
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Preparation for Online

Collaboration < Setup
Using Online Collaborative +«+ Online Storage and Productivity
Tools «» Applications

% Online Calendars

% Social Media

X3
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Online Meetings

Online Learning Environments
Key Concepts

Using Mobile Devices
Applications

Synchronization
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Mobile Collaboration
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Image Editing using Adobe Photoshop

Imaging Concepts + Digital Images

% Graphic Formats

+«+ Color Concepts
Image Capture +«» Capturing Images
Using the Application «* Image Creation

< Settings

«» Enhancing Productivity
Working with Images % Selection

% Image Manipulation

« Layers

s Text

% Effects and Filters
Drawing and Painting « Drawing Tools

+« Painting Tools
Prepare Outputs % Setup

%  Print
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Adobe lllustrator
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Getting to know the work area
Selecting and aligning

Creating and editing shapes
Transforming Objects

Drawing with pen and pencil tools
Color and Painting

Working with Type

Working with brushes
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Web Editing

Web Concepts % Key Terms
% Web Publishing
« Legal Issues

HTML % Fundamentals of HTML
% Using HTML

Web Authoring % Design
¢ Using the Application
« Enhancing Productivity
< Text Input and Formatting
« Paragraph Formatting
¢ Hyperlinks
% Tables

Using Objects ¢+ Graphical Objects
s Forms

Styles « CSS Concepts
< Using CSS

Preparing Upload % Check
% Publish

Course Outline — Digital Marketing

Digital Marketing
Digital Marketing Concepts

X3

S

Key Concepts

Planning

Web Presence Options

Website Considerations

Search Engine Optimization

Social Media Platforms

Social Media Accounts

Social Media Management Services
Marketing and Promotion Activities
Engagement, Lead Generation and Sales
Online Advertising
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Web Presence
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Social Media Setup
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Social Media Management
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Online Marketing and

Advertising % E-Mail Marketing
% Mobile Marketing
Analytics % Getting Started
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Web Analytics

Social Media Insights

E-Mail Marketing and Online Advertising
Analytics
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%
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