NAME OF INSTITUTION: 
NAME OF TUTOR:
SCHEME OF WORK
COURSE UNIT: COMPUTER APPLICATIONS II   LEVEL: CRAFT CERTIFICATE IN ICT MODULE 2    TERM: 1   YEAR: 

	WK
	lesson
	TOPIC/SUB-TOPIC
	OBJECTIVES
	LEARNING ACTIVITIES
	LEARNING RESOURCES & REFERENCES
	REMARKS

	1
	Reporting and Opening

	2
	1 & 2
	Desktop publishing: Concepts of desktop publishing
	By the end of the lesson, the trainee should be able to:
· Define terms related to desktop publishing
· Explain text based and graphical based programs
· Explain types of publications
· Explain applications of desktop publishing
	-Discussions
-Writing notes
	-Internet
-Whiteboard


	

	3
	1 & 2
	Desktop publishing environment
	By the end of the lesson, the trainee should be able to:
· Set page layout in MS publisher
· User rulers, tools and menus
	-Discussions
-Writing notes
	-Internet
-Whiteboard
-Ms. publisher


	

	4
	1 & 2
	Text Manipulation
	By the end of the lesson, the trainee should be able to:
· Insert text in publisher software
· Format text using publisher software
· Define and apply leading, kerning and tracking features
	-Discussions
-Writing notes
-demonstrations in publisher software
	-Internet
-Whiteboard
-Ms. publisher
-Comp.lab
	

	5
	1&2
	Text Manipulation
	By the end of the lesson, the trainee should be able to:
· Do styling in publisher software
· Import text in publisher software
	--Discussions
-Writing notes
-demonstrations in publisher software
	-Internet
-Whiteboard
-Ms. publisher
-Comp.lab
	

	6
	1&2
	Publication layout
	By the end of the lesson, the trainee should be able to:
· Use : master pages in publication
· Use table of contents 
· Use indexes
· Use headers and footers
· Use page numbers 
	-Discussions
-Writing notes
-demonstrations in publisher software
	-Internet
-Whiteboard
-Ms. publisher
-Comp.lab
	

	7
	1 & 2
	Manipulation of graphics
	By the end of the lesson, the trainee should be able to:
· Explain types of graphics
· Design graphics in publisher software
· Use palletes and patterns
· Export and import graphics in publisher software
	-Discussions
-Writing notes
-demonstrations in publisher software
	-Internet
-Whiteboard
-Ms. publisher
-Comp.lab
	

	8
	1 &2
	CAT

	9
	1 & 2
	Presentation template
	By the end of the lesson, the trainee should be able to:
· Define templates
· Create a template
· Save a template
· Modify a template
· Use a template 
	--Discussions
-Writing notes
-demonstrations in publisher software
	-Internet
-Whiteboard
-Ms. publisher
-Comp.lab
	

	10
	1 & 2
	Object linking and embedding
	By the end of the lesson, the trainee should be able to:
· Define what is object linking and embedding
· Link an object from other applications into publisher software 
· Embed and edit and object
	-Discussions
-Writing notes
-demonstrations in publisher software
	-Internet
-Whiteboard
-Ms. publisher
-Comp.lab
	

	11
	Revision for end term exams

	12-13
	End term examinations and closing

	
	
	
	
	
	
	

















NAME OF INSTITUTION: 
NAME OF TUTOR:
SCHEME OF WORK
COURSE UNIT: COMPUTER APPLICATIONS II   LEVEL: CRAFT CERTIFICATE IN ICT MODULE 2    TERM: 2   YEAR: 

	WK
	lesson
	TOPIC/SUB-TOPIC
	OBJECTIVES
	LEARNING ACTIVITIES
	LEARNING RESOURCES & REFERENCES
	REMARKS

	1
	Reporting and opening

	2
	1 & 2
	Accounting Package:
Fundamentals of accounting 
	By the end of the lesson, the trainee should be able to:
· Define terms related to accounting: liability, assets, capital etc. 
· Define and explain financial statements : balance sheet, trial balance, profit and loss accounts 
	-Discussions
-Writing notes

	-Internet
-Whiteboard
-notes at: https://www.ihmnotes.in/assets/Docs/Sem-2/Accounts-done/Ch-1%20INTRODUCTION%20TO%20ACCOUNTING.pdf
-notes at: https://www.ddegjust.ac.in/studymaterial/bba/bba-104.pdf


	

	3
	1 & 2
	Fundamentals of stock control and inventory
	By the end of the lesson, the trainee should be able to:
· Explain Fundamentals of stock control and inventory i.e. ordering, receipt of supply, invoicing, receipt of issue stock and reports
	-Discussions
-Writing notes

	-Internet
-Whiteboard
-notes at: https://www.ihmnotes.in/assets/Docs/Sem-2/Accounts-done/Ch-1%20INTRODUCTION%20TO%20ACCOUNTING.pdf
-notes at: https://www.ddegjust.ac.in/studymaterial/bba/bba-104.pdf

	

	4
	1 & 2
	Fundamentals of banking 
	By the end of the lesson, the trainee should be able to:
· Define terms related to banking 
· Define: customer account, interest and deposit accounts, loans and overdrafts and cash transfers and bank reconciliation 
	-Discussions
-Writing notes

	Internet
-Whiteboard
-notes at: https://www.ihmnotes.in/assets/Docs/Sem-2/Accounts-done/Ch-1%20INTRODUCTION%20TO%20ACCOUNTING.pdf
-notes at: https://www.ddegjust.ac.in/studymaterial/bba/bba-104.pdf

	

	5
	1 & 2
	Concepts of accounting package 
	By the end of the lesson, the trainee should be able to:
· Define terms related to accounting packages such as QuickBooks
· Outline accounting programs
· Explain importance of accounting packages 
	-Discussions
-Writing notes

	-Internet
-Whiteboard
-notes at: https://www.ihmnotes.in/assets/Docs/Sem-2/Accounts-done/Ch-1%20INTRODUCTION%20TO%20ACCOUNTING.pdf
-notes at: https://www.ddegjust.ac.in/studymaterial/bba/bba-104.pdf

	

	6
	1 & 2
	Accounting package environment 
	By the end of the lesson, the trainee should be able to:
· Use and explain quick books package environment : menus, tool bars, settings  and managing windows 
	-Discussions
-Demonstrations in quick books package
	-Internet
-Whiteboard
-notes at: https://extension.usu.edu/apec/files/uploads/agribusiness-and-food/record-keeping/financial/quickbooks/QuickBooks-Tutorial.pdf

	

	7
	1 & 2
	Accounting package environment
	By the end of the lesson, the trainee should be able to:
· Set up a company profile in quick books package
· Add customers
· Add suppliers 
	-Discussions
-Demonstrations in quick books package
	-Internet
-Whiteboard
-notes at: https://extension.usu.edu/apec/files/uploads/agribusiness-and-food/record-keeping/financial/quickbooks/QuickBooks-Tutorial.pdf

	

	8
	1&2
	CAT

	9
	1 & 2
	Accounting package environment
	By the end of the lesson, the trainee should be able to:
· Make ledgers: sales, nominal and purchases in quick books 
	-Discussions
-Demonstrations in quick books package
	-Internet
-Whiteboard
-notes at: https://extension.usu.edu/apec/files/uploads/agribusiness-and-food/record-keeping/financial/quickbooks/QuickBooks-Tutorial.pdf

	

	10
	1 & 2
	Accounting package environment
	By the end of the lesson, the trainee should be able to:
· Manage bank transactions in quick books.: deposits, withdrawals, refunds, cheques, bank statements, bank reconciliation 
	-Discussions
-Demonstrations in quick books package
	-Internet
-Whiteboard
-notes at: https://extension.usu.edu/apec/files/uploads/agribusiness-and-food/record-keeping/financial/quickbooks/QuickBooks-Tutorial.pdf

	

	11
	1 & 2
	Accounting package environment
	By the end of the lesson, the trainee should be able to:
· Create financial reports
	-Discussions
-Demonstrations in quick books package
	-Internet
-Whiteboard
-notes at: https://extension.usu.edu/apec/files/uploads/agribusiness-and-food/record-keeping/financial/quickbooks/QuickBooks-Tutorial.pdf

	

	12

	Revision for end term exams

	13-14
	End of term exams. 

	
	
	
	
	
	
	

	
	
	
	
	
	
	



















NAME OF INSTITUTION: 
NAME OF TUTOR:
SCHEME OF WORK
COURSE UNIT: COMPUTER APPLICATIONS II   LEVEL: CRAFT CERTIFICATE IN ICT MODULE 2    TERM: 3   YEAR: 

	WK
	lesson
	TOPIC/SUB-TOPIC
	OBJECTIVES
	LEARNING ACTIVITIES
	LEARNING RESOURCES & REFERENCES
	REMARKS

	1
	Reporting and opening

	2
	1 & 2
	Computer Aided design (CAD) : Concepts of computer aided design 
	By the end of the lesson, the trainee should be able to:
· Define computer Aided design
· Outline CAD packages
· Give Applications of CAD systems
· Give Benefits and limitations 
	-Discussions
-Writing notes

	-Internet
-Whiteboard
-notes at: https://web.iit.edu/sites/web/files/departments/academic-affairs/academic-resource-center/pdfs/Introduction_to_AutoCAD.pdf
-notes at: https://www.unm.edu/~bgreen/autocad/AutoCAD%201.pdf

	

	3
	1 & 2
	Fundamentals of technical drawing 
	By the end of the lesson, the trainee should be able to:
· Explain drawing units in technical drawing 
· Explain types of lines 
· Explain types of shapes
	-Discussions
-Writing notes
-drawing 
	-notes at: https://www.cartercenter.org/resources/pdfs/health/ephti/library/lecture_notes/env_health_science_students/engineeringdrawing.pdf
-notes at: https://mrcet.com/downloads/digital_notes/HS/8%20Engineering%20Drawing.pdf


	

	4
	1 & 2
	Fundamentals of technical drawing
	By the end of the lesson, the trainee should be able to:
· Explain techniques of dimensioning 
· Explain plane geometry figures
	-Discussions
-Writing notes
-drawing
	-notes at: https://www.cartercenter.org/resources/pdfs/health/ephti/library/lecture_notes/env_health_science_students/engineeringdrawing.pdf
-notes at: https://mrcet.com/downloads/digital_notes/HS/8%20Engineering%20Drawing.pdf

	

	5
	1 & 2
	Fundamentals of technical drawing
	By the end of the lesson, the trainee should be able to:
· Explain Orthographic views of assembled drawing 
· Explain isometric drawings of objects 
	-Discussions
-Writing notes
-drawing
	-notes at: https://www.cartercenter.org/resources/pdfs/health/ephti/library/lecture_notes/env_health_science_students/engineeringdrawing.pdf
-notes at: https://mrcet.com/downloads/digital_notes/HS/8%20Engineering%20Drawing.pdf

	

	6
	1 & 2
	CAD program environment 
	By the end of the lesson, the trainee should be able to:
- start up a CAD application
-set up a drawing in CAD program
-specify coordinates in CAD program
	-Using CAD program
	-CAD program
-Computer lab
-Computer / Laptop
 
	

	7
	1 & 2
	CAD program environment
	By the end of the lesson, the trainee should be able to:
· Use drawing commands 
· Draw 2D objects : lines , curves, etc.
	-Using CAD program
	-CAD program
-Computer lab
-Computer / Laptop

	

	8
	1 & 2
	CAD program environment
	By the end of the lesson, the trainee should be able to:
· Explain emerging trends in computer applications 
	- Discussions
-Writing notes

	-internet
-white board

	

	9
	1 & 2
	Evaluation exam

	10-14
	Revisions End of  module exams 
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