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Introduction to Microsoft Office

* Open New Document
 Ribbon environment
* Type text — Quick brown fox jumps over the lazy dog

« Selection Techniques
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Inserting and Deleting Text

Insert Text

* When you type text in Word, any existing text will move over.

Delete Text

- [Delete] key will remove text to the right of the insertion point.
* [Backspace] key will move text to the left of the insertion point.

@ \eaere
9
Selection Techniques
* Using a mouse
Single Word
Paragraph
® e
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Quick Methods for Selection

» Single word

Quickly double click on the word

» A Paragraph

Quickly tribble click on the paragraph

¥aay) Kelaniya
\@ Medicine
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Quick Methods for Selection

Selecting Text using the keyboard

Shift+ Right Arrow Selects one character at a time
Shift + Up Arrow Selects one line at a time
Shift + Down Arrow Selects one line at a time
CTRL+A Selects the entire document

@ eaene
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Hands on Exercise 01: Highlighting text

1. In order to highlight (select) the sentence you typed, Click and
Drag over the sentence from right to left. When the sentence is
highlighted, take your finger off the mouse.

2. Click anywhere on the page to remove the highlighting.
3. Practice highlighting with the mouse and removing it again.

4. You can use the keyboard to do the same (highlighting). Click
before: The quick brown... Hold down the [Shift] key on the
keyboard. Press the right arrow key (=) until whole sentence is
highlighted
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Hands on Exercise 02 : Highlighting text

»Open a new Word document.

»Type =rand(5,15) then press the enter key (This will insert text in
two pages).

»Click at the beginning of the 15t paragraph.

»Hold down the mouse button and drag to the end of the 3
paragraph until the whole paragraphs are selected.

»>To de-select the text, click anywhere on the page.

4l
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Hands on Exercise 03: Highlighting text

»When the document is large it is difficult to select text by dragging.
Lets select the whole text of this document without dragging.

»Click at the beginning of the 1t Earagraph, scroll down to the 2@
page and move your mouse (without clicking yet) to the end of the
document. Hold down the [Shift] key while you click at the end of the
document. Check that the whole text is selected.

»Again click at the beginning of the 1st paragraph. Move the mouse
further left of the first row until the mouse pointer becomes a right
pointing arrow.

»Now click and drag down until 1%t three paragraphs are selected.
> Deselect the paragraphs. 4

> Lest check what happens when you press the following key
combination from the keyboard.

,/_,'_M}K,Letter A while pressing [Ctrl]
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Hands on Exercise 04 : Highlighting text

> Delete the whole paragraphs of the document that you used in the
previous exercise. ([Ctrl + A and press [Delete] key)

»Type =rand() then press the enter key (This will insert 5 paragraphs of text).
»Click at the beginning of the 1st paragraph.

»Hold down the [Shift] key and press the right arrow key [>] until you
select the 1%t paragraph.

> Press any arrow key without holding down [Shift] in order to deselect text
you have selected.

»Make sure that the cursor is still at the beginning of the 15t paragraph.

»Hold down [Ctrl] and [Shift] at the same time while pressing the [>] key
until you select the 15t paragraph.

»What is the difference between following two selecting techniques.
» Holding down [Shift] with [>] key
» Holding down [Ctrl] and [Shift] at the same time with [>] key

= Kelaniva
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Basic Text Formatting

17

Basic Text Formatting
» Font
» Font Size
» Font Style
» Font Color

@ oo Moving Text and Cut & Paste
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Change Font
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Change Font Size
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Font Styles
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Paste Options

/

* Keep source formatting

ey Kelaniya
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* Keep text only

* Merge Formatting
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Keyboard shortcuts
[Ctrl] + C - Copy
[Ctrl] + X - Cut

[Ctr]] + V - Paste

35

Hands on Exercise 05: Moving Text, Cut & Paste

» Delete the whole paragraphs of the document that you used in the previous exercise.

([Ctrl + A and press [Delete] key)
»Type =rand() then press the enter key (This will insert 5 paragraphs of text).

> Use the following method to move the 15t paragraph to the end of the document.

» Highlight the 1st paragraph and make sure that the mouse pointer is over the text
highlighted area.

» Right click and select Cut from the menu.
» Right click at the end of the document and select Paste from the menu

»Undo the changes

» Use the following method to move the 15t paragraph to the end of the document.
» Highlight the 1st paragraph and make sure that the mouse is over the text highlighted area.
» Click and move the Insertion point to the end of the document.

> Undo the changes

> Use the following method to move the 15t paragraph to the end of the document.
» Highlight the 1st paragraph and press [Ctrl] + X from the keyboard
» Click at the end of the document and press [Ctrl] + V from the keyboard

732 Kelaniy
2\ Kelaniya
&) Vedicine
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Paragraph formatting

&y Kelaniya
\“ Medicine
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»Paragraph formatting

* Bullets & numbering
e Justification
*Line spacing

&y Kelaniya
\“ Medicine

38

3/25/2022

19



3/25/2022

Bullets & Numbering

&y Kelaniya
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» MS WORD
» MS EXCEL
» MS POWER POINT
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Video provides a powerful way to help you prove your point. When you click Online Video, you
can paste in the embed code for the video you want to add. You can also type a keyword to
search online for the video that best fits your document.

To make your document look professionally produced, Word provides header, footer, cover
page, and text box designs that complement each other. For example, you can add a matching
cover page, header, and sidebar. Click Insert and then choose the elements you want from the

different galleries.

Themes and styles also help keep your document coordinated. When you click Design and
choose a new Theme, the pictures, charts, and SmartArt graphics change to match your new
theme. When you apply styles, your headings change to match the new theme.

Save time in Word with new buttons that show up where you need them. To change the way a
picture fits in your document, click it and a button for layout options appears next to it. When
you work on a table, click where you want to add a row or a column, and then click the plus sign.
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<+— Center

i Find -
35 Replace
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Editing

<«——— Align Right
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Line Spacing

»Spacing between lines in the para

»Spacing before & after para

laniyc
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Line Spacing Options...

Sample Text Add Space Before Paragraph

L
Video provides a powerfi T Remove Space After Paragraph t. When you click Online Videg, you can

paste in the embed code for the video you want to add. You can also type a keyword to search online for
the video that best fits your document. To make your document look professionally produced, Word
provides header, footer, cover page, and text box designs that complement each other. For example,

you can add a matching cover page, header, and sidebar. Click Insert and then choose the elements you

want from the different galleries.

Themes and styles also help keep your document coordinated. When you click Design and choose a new
Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When you apply
styles, your headings change to match the new theme,

Save time in Word with new buttons that show up where you need them. To change the way a picture
fits in your document, click it and a button for layout options appears next to it. When you work on a
table, click where you want to add a row or a column, and then click the plus sign.

Reading is easier, too, in the new Reading view. You can collapse parts of the document and focus on

SA e B B e B

Subtitle
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Subtitle

Themes and styles also help keep your document coordjnate
choose a new Theme, the pictures, charts, and SmartArt\grag
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®

»Introduction to working with Pictures

* Inserting Pictures to Word documents
* Inserting Text wrapping options

* Applying picture styles (Style gallery)

48
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»Insert Tables

* Different options — insert tables
*Select table
* Add, Delete, Merge columns & rows

* Table formatting

49

Go to the webpage :

https://medicine.kin.ac.lk/index.php/hdci-reading-
materials.html

and do the Word activities 1-4.

50
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Heading Styles

-To have a consistent, professional look

&y Kelaniya
\?, Medicine
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Heading Styles

1. Select the text you want to format.

2. On the Home tab, point to a style to preview how the text will
look with that style.

AaBbCcDc AaBbCcDe AaBbCc AaBbCc .

fTNormal | TNo Spac.. Headingl Heading2 =

3. Select a style.
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Video provides a powerful way to helpgyyou prove your point. When you click Online Video, you can
paste in the embed code for the video you want to add. You can also type a keyword to search online for
the video that best fits your

Themes
Themes and styles also help keep your document coordinated. When you click Design and choose a new
Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When you apply
styles, your headings change to match the new theme.

53

A video from Microsoft

* Apply styles

‘e Kelaniya
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Slide 53

SH4 proffessional document with a title, heading 1 and heading 2
Samankumara Hettige, 8/28/2017



»Margin, Orientation, Page size (Page Layout)
»Add the ruler

»Header & Footer

»Insert page numbers

»Themes gallery
»Formatting
»Color change

55

Margins
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The Faculty of Medicine of the University of Kelaniya is situated on a spacious 35-acre
campus at Ragama. The Faculty now has sixteen academic departments, as well as several
smaller units and centres.

In keeping with the need to expand and improve allied health services in the country, the
Faculty established a Disability Studies Unit in 1993. In collaboration with the Institute of
Child Health of the University of London, the Disability Studies Unit conducted a 2-year
diploma course in Speech and Language Therapy for 7 batches of students over the
period 1998 - 2007. This course was upgraded into a Bachelor of Science in Speech &
Hearing Sciences and the Unit upgraded to Department status in 2007. The first batch of
35 students for this degree programme|was admitted in August 2008 and they graduated
in January 2013.

The Molecular Medicine Unit was established in 2003 with the aims of improving
molecular diagnostic facilities for infectious diseases and providing DNA ‘finger-printing'.

Many of the departments have academic links with foreign universities. Over its relatively
short period of existence, the faculty has produced a large volume of research
publications. Several staff members have been awarded prestigious prizes for research
papers presented at national and international scientific fora and Presidential Research
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The Faculty of Medicine of the University of Kelaniya is situated on a spacious 35-acre campus at Ragama. The Faculty now
has sixteen academic departments, as well as several smaller units and centres.

In keeping with the need to expand and improve allied health services in the country, the Faculty established a Disability
Studies Unit in 1993. In collaboration with the Institute of Child Health of the University of London, the Disability Studies
Unit conducted a 2-year diploma course in Speech and Language Therapy for 7 batches of students over the period 1998 -
2007. This course was upgraded into a Bachelor of Science in Speech & Hearing Sciences and the Unit upgraded to
Department status in 2007. The first batch of 35 students for this degree programme was admitted in August 2008 and they
graduated in January 2013.

The Molecular Medicine Unit was established in 2003 with the aims of improving molecular diagnostic facilities for infectious
diseases and providing DNA 'finger-printing'.

Many of the departments have academic links with foreign universities. Over its relatively short period of existence, the
faculty has produced a large volume of research publications. Several staff members have been awarded prestigious prizes
for research papers presented at national and international scientific fora and Presidential Research Awards.
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Faculty of Medicine — University of Kelaniya

The Faculty of Medicine of the University of Kelaniya is situated on a spacious 35-acre
campus at Ragama. The Faculty now has sixteen academic departments, as well as several
smaller units and centres.

In keeping with the need to expand and improve allied health services in the country, the
Faculty established a Disability Studies Unit in 1993. In collaboration with the Institute of
Child Health of the University of London, the Disability Studies Unit conducted a 2-year
diploma course in Speech and Language Therapy for 7 batches of students over the
period 1998 - 2007. This course was upgraded into a Bachelor of Science in Speech &
Hearing Sciences and the Unit upgraded to Department status in 2007. The first batch of
35 students for this degree programme was admitted in August 2008 and they graduated
in January 2013.

The Molecular Medicine Unit was established in 2003 with the aims of improving
molecular diagnostic facilities for infectious diseases and providing DNA 'finger-printing'.

Many of the departments have academic links with foreign universities. Over its relatively
short period of existence, the faculty has produced a large volume of research
publications. Several staff members have been awarded prestigious prizes for research
papers presented at national and international scientific fora and Presidential Research
Awards.

3/25/2022

32



@) Kelan

a2/ M

\/ (VJ

ine

Header & Footer

65

References Mailings Review View

f1  217words L2

66

campus at Ragama. The Faculty now has sixteen academic depz e e twbem) et
smaller units and centres.

In keeping with the need to expand and improve allied healths =
Faculty established a Disability Studies Unit in 1993, In collabot "™

er Page ~ EI |__| &) Hyperlink L4 |—' V| E |* | [£] Quick Parts~ [3# Signature Line =
O leg =l e, @ (& & LI # | =
k Page i o Weme. S SO o ) e |» Bookmark . ol . - 4 WordArt~ [ Date & Time
able ictures Online Shapes SmartArt art Screenshot o nline ommel er Fogter age ext
e Break : < WAkt | A e e S/ Nimber~| Box- 2=DropCapr  [Object -
ges Tables Add-ins Media Links. Comments -in
'g"'"'1"""'1"""'3"""'4""Bimk
et
Faculty of Medicine — University of Kelaniya
Blank (Three Columns)
The Faculty of Medicine of the University of Kelaniya is situat Fanke

Blank header

Child Health of the University of London, the Disability Studie:
diploma course in Speech and Language Therapy for 7 batc e
period 1998 - 2007. This course was upgraded into a Bachelc
Hearing Sciences and the Unit upgraded to Department status
35 students for this degree programme was admitted in August Banded

in January 2013.

L powieea
The Molecular Medicine Unit was established in 2003 witk

molecular diagnostic facilities for infectious diseases and provic

Many of the departments have academic links with foreign uniy [ More Headers fram Office.com
short period of existence, the faculty has produced a la [ Edit Header

publications. Several staff members have been awarded prest X

papers presented at national and international scientific fora | _
Awards [“H Save Selection to Header Gallery...

Remove Header

T Equation ~
€2 Symbol -

symbals

3/25/2022

33



H £~ ¥ Document2 - Word
File Home Insert Design Layout References Mailings Review
s D ’i rl L4 Previous Different First Page ' Header from Top:  |0.5"
+ EE -5 ] 4 — o
Ere i Next Different Odd & Even Pages + Footer from Battom: 0.5
Header Footer Page Date & Document Quick Pictures Online o Goto

Link

Papksr Pictures |_., S +| Show Document Text Insert Alignment Tab

Insert

= Mumber- Time Info~

Header & Footer

Navigation Options Position

£ ‘--Ej“--\‘--1‘--\‘--1‘--\‘--1“.-\‘--4‘--\‘--;‘--\‘--5‘-

[Type here]

Faculty of Medicine - University of Kelaniya

The Faculty of Medicine of the University of Kelaniya is situated on a spacious 35-acre

Ragama. The Faculty now has sixteen academic departments, as well as
entres.

Ii

n keeping with the need to expand and improve alli
ulty established a Disability Studies Unit in 199

dipl
period 1998 - 2007. This

ourse was upgraded into a Bachelor of §

in January 2013.

The Molecular Medicine Unit was established in 2003 with the aims of improving
molecular diagnostic facilities for infectious diseases and providing DNA 'finger-printing’.

Many of the departments have academic links with fareign universities. Over its relatively

short period of existence, the faculty has produced a

several

health services in the countr
In collaboration with the Institute of
d Health of the University of London, the Disability Studies Unit conducted a 2-year
ma course in Speech and Language Therapy for 7 batches of students over the
ience in Speech &
Hearing Sciences and the Unit upgraded to Department status in 2007. The first batch of
35 students for this degree programme was admitted in August 2008 and they graduated

large volume of research
publications. Several staff members have been awarded prestiaious prizes for research

Close Header
and Footer

Clase
| S

, the

68

Design  Layout  References  Mailings  Review
er Page ~ |__| ™ &) Hyperlink %—] o A=| [El Quick Parts~ [¥ Signatureline -~ | 7T Equation ~
P =] il Store :
kPage | t:’ o I‘@" Wi !hlrt s m“h . o Iéﬁ" [» Bookmark Cl‘ﬁ ol b —‘ o 3 Wordart- T2 Date & Time € Symbol -
- a Ler
ey | Te Picwss Online Stapes Smanat Chat Sttt | g vy adaivs - | Oine |y CT0 | comment | s RO ploe | T o S o
ges Tables Hustrations Add-ins Media Links. Comments He| Built-in |~ |nbols
Iwg PR S A R A S AR SRR A S AR I o
et
Blank (Three Columns)
Facplty of Medicine — University of Kelaniya
et pe e et
The Faculty of Medicine of the University of Kelaniya is situated on g,
campus at Ragama. The Faculty now has sixteen academic departmen | |
smaller units and centres.
In keeping with the need to expand and improve allied health service
Faculty established a Disability Studies Unit in 1993, In collaboration
Child Health of the University of London, the Disability Studies Unit Banded
diploma course in Speech and Language Therapy for 7 batches o
period 1998 - 2007. This course was upgraded into a Bachelor of S
Hearing Sciences and the Unit upgraded to Department status in 20C
35 students for this degree programme was admitted in August 2008 *
in January 2013. [@ More Footers from Office.cam 3
The Molecular Medicine Unit was established in 2003 with the [ EditFacter
molecular diagnostic facilities for infectious diseases and providing D k& Remove Footer
Many of the departments have academic links with foreign universitie 3
short period of existence, the faculty has produced a large volume of research
publications. Several staff members have been awarded presticious prizes for research
£1  27words [2 B2l B - 1 +

3/25/2022

34



H £~ ¥ Document2 - Word
File Home Insert Design Layout References Mailings Review View
= E! ”1 |'_| 14 Previous | Different First Page ' Header from Top:  |0.5" < n
H(D EE -5 ] 4 = - = -
= T Ere . = i Next Different Odd & Even Pages + Footer from Battom: 0.5 +
Header Footer Page Date & Document Quick Pictures Online Goto Goto . Close Header
~ = Mumber~ Time Infor Paris+ Pictures Header Footer + Linkto +| Show Dacument Text Insert Alignment Tab and Footer
Header & Footer Insert Navigation Options Position Close
L L"'"'z"""1"""'2"""'1‘1-""""""';"""'5"'¢"'7"'
e B T R T = et A g s R
o publications. Several staff members have been awarded prestigious prizes for research
; papers presented at national and international scientific fora and Presidential Research
7 Awards.
-
"
~
[Tvpe here] [Type here] [Type here]
! deaid 2l i Ll ol = = L

Insert Page Numbers

Kelaniya
/) Medicine

70

3/25/2022

35



Themes Gallery

72

3/25/2022

36



Before applying Themes

File View

s

Paste

Home Insert References Review

Help

Design Layout

Mailings

Times NewRoma v (12~ A" A" Aav A

B I Uva x, X Av 2+-A- E

TNormal | TNo Spac.. Heading1  Heading 2

@
S

Clipboard 1S Font [ Paragraph ] Styles

L Do

Heading 1 —————» Computer Center

About the Computer Center

= Computer Centre comprises two computer labs. The main lab has 40 computers dedicated to
7 - student learning activities and a second lab with 64 computers with the latest high-tech |

~ infrastructure to facilitate teaching activities.

Computer Centre operates a Local Area Network with 10G fiber backbone to provide unlimited
WiFi intemet service and email facility to all the students and staff. Shost courses and workshops
£ = on Computer Literacy are run by the Centre, giving hands-on training to all participants. In
s addition, the Computer cenire involves in software development and website development.

“ Heading2 — i

- A Services of the Computer Center

«  Conducting lectures, practicals, workshops and seminars students of external and internal

degree programs, postgraduate training programs, academic and non-academic staff of

the Faculty and extended faculties.

Managing & maintaining Faculty fiber backbone.

Providing internet facilities including open Wi-Fi services to the Eaculty premises.

Providing KelaniMail email services for the staff and the students of the Faculty.

Mail ing Virtual Learning i nt (VLE) platform & Computer Assisted

Learning (CAL) to facilitate e-learning activities.

«  Providing Information and Communications Technology laboratory facilities to the
students and staff.

* Providing virtual laboratory facilities for students.

Designing and developing computer and web-based systems for the Faculty.

Facilitating research activities by providing Information Technology services and

designing databases.

AaBbCcDc | AaBbCcDe AaBbCc AaBbCcL AaBbCeDy
Heading 3 =

ERE: TRENEES FEEF RS- ERRIEET TN RS KRR R,

LFind ~
v| | & Replace
I select v

S Ediing

12 Share

o £

Dictate | Editor

Voice Editor

Faculty of Medicine — University of Kelaniya<— Title Style

J Comments

19

Reuse
Files

Reuse Files

~

73

After applying Themes

View

File

Insert References Review

Home

Design Layout Mailings Help

Title o Title

™ Title i n

Colors

Title

Heading 1

TITLE ‘ e

Fonts
< v ©Setas Default %

Themes EiEx

Document Formatting

FACULTY OF MEDICINE — UNIVERSITY OF
KELANIYA

ABOUT THE COMPUTER CENTER

Computer Centre comprises two computer labs. The main lab has 40 computers dedicated to
student learning activities and a second lab with 64 computers with the latest high-tech
infrastructure to facilitate teaching activities.

Computer Centre operates a Local Area Network with 10G fiber backbone to provide unlimited
WIF] internet service and email facility to all the students and staff. Short courses and workshops
on Computer Literacy are run by the Centre, giving hands-on training to all participants. In
addition, the Computer geptre involves in software development and website development.

SERVICES OF THE COMPUTER CENTER

+  Conducting lectures, pragfigals, workshops and seminars students of external and internal
degree programs, postgraduate training programs, academic and non-academic staff of
the Faculty and extended faculties.

+ Managing & maintaining Faculty fiber backbone.

Providing internet facilities including open Wi-Fi services to the Faculty premises.

Providing KelaniMail email services for the staff and the students of the Faculty.

+ Maintaining Virtual Learning Environment (VLE) platform & Computer Assisted
Learning (CAL) to facilitate e-learning activities.

«  Providing Information and Communications Technology laboratory facilities to the
students and staff.

«  Providing virtual laboratory facilities for students.
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Computer Center

About the Computer Center

Computer Centre comprises two computer labs. The main lab has 40 computers dedicated to
student learning activities and a second lab with 64 computers with the latest high-tech
infrastructure to facilitate teaching activities.

Computer Centre operates a Local Area Network with 10G fiber backbone to provide unlimited
WiFi internet service and email facility to all the students and staff. Short courses and workshops
on Computer Literacy are run by the Centre, giving hands-on training to all participants. In
addition. the Computer genfre involves in software Ju and website de

Services of the Computer Center

« Conducting lectures, pragficals, workshops and seminars students of external and internal
degree programs, postgraduate training programs, academic and non-academic staff of
the Faculty and extended faculties.

+  Managing & maintaining Faculty fiber backbone.

+ Providing internet facilities including open Wi-Fi services to the Facultv premises.

« Providing KelaniMail email services for the staff and the students of the Faculty.

¢ Maintaining Virtual Learning Environment (VLE) platform & Computer Assisted
Learning (CAL) to facilitate e-learning activities.

+ Providing Information and Communications Technology laboratory facilities to the
students and staff.

FACULTY OF MEDICINE — UNIVERSITY OF
KELANIYA

ABOUT THE COMPUTER CENTER

Computer Centre comprises two computer labs. The main lab has 40 computers dedicated to
student learning activities and a second lab with 64 computers with the latest high-tech
infrastructure to facilitate teaching activities.

Computer Centre operates a Local Area Network with 10G fiber backbone to provide unlimited
WiFj internet service and email facility to all the students and staff. Short courses and workshops
on Computer Literacy are run by the Centre, giving hands-on training to all participants. In
addition, the Computer gepire involves in software development and website development.

SERVICES OF THE COMPUTER CENTER

Conducting lectures, pragticals, workshops and seminars students of external and internal
degree programs, postgraduate training programs, academic and non-academic staff of
the Faculty and extended faculties.

Managing & maintaining Faculty fiber backbone.

Providing internet facilities including open Wi-Fi services to the Faculty premises.
Providing KelaniMail email services for the staff and the students of the Faculty.
Maintaining Virtual Learning Environment (VLE) platform & Computer Assisted
Leaming (CAL) to facilitate e-learning activities.
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