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DATE : 13 JULY 1991

TO : HEAD OF DEPARTMETNS

FROM : | NFORMATI ON SYSTEMS DEPARTMENT

ANDI LE NGCABA

RE : COWVPUTER TRAI NI NG BY LI BERTY LI FE

Dear Conrades

The above nentioned associ ati on has of fered an assistance in
training ANC staff.

Encl ose here is a docunment which clearly shows courses being
of f er ed.

Kindly list all the nanmes of the people of your departnent who
will participate, and indicate which courses are relevant to
your departnent.

Yours in Struggle

J1 LE NGCABA

HEAD OF THE DEPARTMENT

The People Shall Govern!
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MODERN BUSI NESS WRI TI NG SKI LLS

CGeneral witing faults addressed bx the course

Excessi ve nunber of words used

Use of business jargon

Longewi nded, clunsy sentences

Lack of structure in letters and reports

Anmbi gui ty

Layout not correct

Unsatisfactory witten replies to conplaint letters

Cour se Cont ent

A m

The course shows del egates the inportance of understandi ng
whx a report or letter is witten.

Witing the wax Kou sgqu

Del egates |l earn and practise the skills of witing
accurately, briefly and clearly through a series of

exerci ses.

Anbi gui tz

An exercise onu the various meanings of different sentences
al | ows del egates to-recogni se ambi guity.

Editing

Part of witing accurately and briefly is the ability to
edit. Del egates conplete an exercise to show them how to go
about deciding on words that can be left out of sentences.
Sentence Length and Claritz |ndex

Del egat es revise the usage of punctuation and how it
facilitates appropriate sentence length. Then they are



shown how to calculate the Clarity Index of witten
material, including their own. \Wen they have mastered
this, they will be able to evaluate how easily ’
conprehensible their witten work is. This will ensure that
others find the witten comunication easier to understand.
6. Structure

Del egates |l earn how to brainstormideas, group theminto an
organi sed sequence and then structure themin a | ogica
order. Del egates conplete a series of exercises to practise
all these skills.

7. Layout

Correct layout of business letters is denonstrated.

Del egates practise |ayout on course exanples, as well as on
their own business letters.

8. Techni gues of Handling Witten Conglaint Letters

Del egates practise replying to a nunber of letters of
conplaint using a formula to assist them

9. Additional Information

Del egates will also learn the various protocols used in
letter witing,” eg, Wien to use ’Yours sincerely’, ’Yours
faithfully , correct titles.
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DURATI ON: 1 day.

COURSE OBJECTI VES: Familiaiisation with conmputer term nol ogy and equi pnent;
mani pul ate files on disk.

COURSE OVERVI EW 1. Definition of a conputer.

2. Functions of a conputer.

3. Mcro conputer software.

4. Basic DOS commands.

WHO SHOULD ATTEND: A1l novi ce PC users.

PREREQUI SI TE: None.

NOTE: 1. A detailed breakdown of the Course Overview is available on
request.

2. A self-study course on this subject is available. See Section 4,
"Scl f-study courses”.
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DURATI ON: 2 nor ni ngs.

COURSE OBJECTI VES: Configure a PC systeni to print graphics; custom se screen colours
and keyboard; create batch files and use the line editor.
COURSE OVERVI EW DOS editing keys.

Speci al conmands.

DOS filters.

Modes of operation.

The system pronpt.

Batch files.

The EDLI N command.

Configuration of your system

The ANSI. SYS file.

(u.
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WHO SHOULD ATTEND: People who wi sh to kzurzw nore about the advanced functions of
DOS and wish to custonise their conputers.

PREREQUI SI TE: 1. Introduction to DCOS course:

a) Attendance on this course, and

b) Familiarity with the concepts taught onlthis course,
Wit "i || 1|

or

2. A good wor ki ng know edge of DOCS.

A detail ed breakdown of the Course Overview is avail able on
request.

i



DURATI ON

COURSE OBJECTI VES:

COURSE OVERVI EW

XX

1 day.

0

Create, edit and print a docunent; use a variety of formattin g
features, including margins and tabs; enhance text; use the
spelling dictionary and ot her special features.

14.

Tht: Basics; staning, exiting, help functions.

Edit an existing documan

Create a document.

Move and copy conmands.

Text enhancenents.

Print a docunent.

Create tables and lists.

Ext ernal copy comrand.

Docurent reorgani sation.

Search and repl ace

Li bran’ cs.

Spcl | -chcck a docunent.

Pul | -down nenus.

Aut omat i ¢ paragraph numnberi ng.

WHO SHOULD ATTEND: All staff using Multi Matc as a word processi ng package.
PREREQUI SI TE:

NOTE:

1. Introduction to DCOS course:

2.

1

2.

a) Attendance on this course, and

b) Famliarity with the concepts taught on this course,

or

A good wor ki ng know edge of DCS.

A detail ed brcakdown of the Course Overview is avail able on
request.

A self-study course on this subject is available. See Section 4,
"Scl f-study courses"”.
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DURATI ON: 1 day.
COURSE OBJECTI VES: Produce formletters I(ncrgc); use headers and footers;
cal cul ations; sort text; create newspaper colunns; use
Mul ti Mat chs Thesaur us.
COURSE OVERVI EW Revi si on.
Mer ge operations.
Key procedures.
Headers and footers.
Mat hs.
Newspaper col umms.
Sort text.
Use ASCI| characters.
Docunment managenent
PPOSQP’ PPN?
Staff who have conpleted thc'Introduction to MiultiMatc course
WHO SHOULD ATTEND:
' s and need to learn nore sophisticated features.
PREREQUI SI TE: 1. Introduction to Miulti Matc course:
M a) Attendancc on this course, and
b)Familian'ty with the concepts taught on this course
or
A good wor ki ng know edge or Miulti Matc. h
A det ail ed breakdown of the Course Overview is avail able on
request.
A sel f-study course on this subject is available. See Section 4,
"Sel f-study courses".

perform



DURATI ON: 1 day.

COURSE OBJECTI VES: Build and print sprea dsheets; use the major spreadsheet
mani pul ati on conmmands; perfoxm speci al mathemati cal
functions; design and print graphs.

COURSE OVERVI EW | ntroducti on.

How t o nove around the worksheet.

Create a worksheet.

Basi ¢ menu conmands.

Speci al math functi ons.

Save and retrieve worksheets.

Print worksheets.

Desi gn and save graphs.

Print graphs.

1

CONoOREWN

WHO SHOULD ATTEND: All staff crean’'ng spreadsheets on Lotus 1-2-3.
PREREQUI SI TE: 1. Introduction to DCOS course:
a) Attendance on this course, and
b) Familiarity with the concepts taught on this course,
or
A good wor ki ng knowl edge of DCS. _
A detail ed breakdown of the Course Overview is avail able
on request.
A self-study course on this subject is available. See Section 4,
"Sel f-study courses"”.



DURATI ON
2 norni ngs.

COURSE OBJECTI VES: Control the operation, and appearance of a worksheet;

advanced functions; use 1-2-3 s database nanagenent
conmands and functions; analyse information with
dat a- branch commands; construct macros.
COURSE OVERVI EW Transfer informati on between worksheets
Use stn’ng, financial and special functions.
Control worksheet recal cul ati ons.
Protect worksheet contents.
Enhance data entry with range input.
Use passwords for worksheet security.
| mprove the appearance of a worksheet
Desi gn and mani pul ate a 1-2-3 dat abase.
Create a new worksheet from an existin g worksheet.
Anal yse data groups with data distribution
11. Create and execute nacros.
?2?205QP" PPN?
H
.0
Staff who have conpleted the Introduction to Lotus course and
WHO SHOULD ATTEND:
" need to learn nore sophisticated features.
PREREQUI SI TE: 1. Introduction to Lotus 1-2-3 course:
a) Attendance on this course, and
b) Famlian'ty with the concepts taught on this course,
or
A good wor ki ng knowl edge of Lotus 1-2-3.
. A detail ed breakdown of the Course Overview is avail able
on request.

A self-study course on this subject is available. See Section 4,

"Sel f-study courses”.

use
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DURATI ON: 3 nor ni ngs.

COURSE OBJECTI VES: Design, create and nmani pul ate database files and generate reports.
213233

I ntroduction to databases.
Desi gn and create a dat abase.
Understand the Control Centre.
Enter records.

COURSE OVERVI EW

Print a quick report.

Search a dat abase.

Use Query by Exanple.

Son and i ndex a dat abase.

Modi fy a dat abase structure.
Create a report.

tuna mnmu' m

(.
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WHO SHOULD ATTEND: All staff using DBasc |V as a database package.
PREREQUI SI TE: - 1. Introduction to DOS course:
' :1) Attendance on this course, and
b) Familian'ty with the concepts taught on this course,
(i
or
2. A good working know edge of DOCS.
NOTE: 1. A detailed breakdown of the Course Overview is available on
" request. |
A sclf-study course on this subject is available. See Section 4,
"Scl f-study courses”.
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DURATI ON: 1 norni ng.

COURSE OBJECTI VES: Manipulate tiles on Ethard or floppy disk in order to keep it
efficiently structured.

COURSE OVERVI EW Change the di splay on the screen

Set and nodi fy am butes.

Directory mai ntenance.

Fi | e mai nt enance.

Use pul | -down nenus.

Backup files in a directory.

Di sk mai nt enance.

$999995) ?

WHO SHOULD ATTEND: Staff using the PC Tools program and who need to learn the
features of the package.

PREREQUI SI TE: 1. Introduction to DCS course:

a) Attendance on this course, and

b) Familiarity with the concepts taught on this course,

or

2. A good working know edge of DOCS.

A detail ed breakdown of the Course Overview is avail able on

request.



To : Heads of Departnent

From: Information Systens Departnent

Re : Comuter Training

Towards efforts of office automation, I nformation System
Departnent is convening P.C Training Course for all A NC
staff/personnel in our Training center on the 16th fl oor.
The duration of training is 4 days.

Encl osed herewith is the training programe and depart nmental
[ist .

Pl ease fill in the name of the candidate who will attend the
course from your departnent.

Course Starts at 8H30 - 17HOO



DEPARTMENT

Secretary General s Ofice
I nt ernati onal Dept

Legal and constitution
Wnen s League

Political Education Dept
Land comm ssion
Repatriation Unit

Or gani si ng Dept

Proj ect Dept

Arts and Cul ture

Soci al Welfare

Transport

Heal th

Speci al Projects

| Bussiness Unit



