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SECTION ONE
1.1	INTRODUCTION	
The Industrial Training is a training Scheme by which a student can undergo practical training within an approved Industrial undertaking having specific amount of fixed assets or turnover of paid up share capital. The scheme is a participatory program involving Universities, Polytechnics and Technical Colleges and students of carious Institutions of Nigeria.
	The Student Industrial Work Experience Scheme (SIWES) is funded jointly by Industrial Training Fund (ITF). The Scheme completes part of the academics requirement standards in pursing the award of the National Diploma in Office Technology Management. The training lasts for six months. The theory and the practical aspect are being joined together in the programme in order to find out how things are being done. In theory, we are to read electronic guidance, books, novels which concern deeply with sense of belonging especially in course of concern them in practical we have to know how to do things by ourselves to enhance spirits of commitment in all we do. That is why, for efficient moving of this programme in conjunction with ministry of education has set a step that students should be going for these programme. Office Technology Management Departments has seen it as a step forward of progress by sending their student to embark on it.
1.2 DEFINITION OF SIWES
Student  industrial  working experience  scheme (Siwes) is a program organized by industrial training fund (ITF) for  National  Diploma science  student  after their first year  (ITF) for  National  Diploma science  student  after their first year  on campus , to help them known more about the practical aspect of what they have been thought  in the school, thou will do practical in  the school but we  still have some  area where  we have to know, that it will help us in future to be able to call ourself  a computer operator , programmer a system analyst. 
1.3 AIMS AND OBJECTIVE OF SIWES
i. It promotes interaction between student in training and the company staffs. 
ii. It helps us to gain moiré to what to customer.
iii. It help us to know  how to relate to customer 
iv. It help  us to be perfect in our course of study
v. It help us to know how the computer system is been operate
vi. It help us to know more about practical aspect  of what we have being taught in the school 


SECTION TWO
2.1	Location and Brief History of Window Blind Industry
Window Blind is an information technology company based in Ilorin, Nigeria. Established in 2011, the company offers a range of services, including corporate website design and development, content management systems, e-commerce solutions, web application development, search engine optimization, social media optimization, software development, and mobile application development. 
The company's office is located at Estate Junction, within Zango area Ilorin, Kwara State. The company is managed by Yusuf Tajudeen and operates Monday through Friday from 8:00 AM to 5:00 PM. 
Window Blind Industry has been serving various sectors, including health, education, hospitality, entertainment, and other industries, aiming to enhance clients' business practices and service levels through successful website and software projects.
CURRENT STAFF STRENGTH = 25
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2.4	Various Departments 
1. Executive Leadership
· Chief Executive Officer (CEO) – Oversees the entire company and sets strategic direction.
· Chief Technology Officer (CTO) – Leads technology and innovation strategies.
· Chief Information Officer (CIO) – Manages IT infrastructure and internal systems.
· Chief Operating Officer (COO) – Ensures smooth business operations.
· Chief Financial Officer (CFO) – Manages financial planning and risk assessment.
2. Software Development & Engineering
· Software Development Manager – Oversees the development team.
· Frontend Developers – Work on user interfaces.
· Backend Developers – Handle server-side logic and databases.
· Full-Stack Developers – Manage both frontend and backend development.
· DevOps Engineers – Ensure smooth deployment, security, and system scalability.
3. IT Support & Infrastructure
· IT Support Manager – Leads the tech support team.
· System Administrators – Manage servers, networks, and IT infrastructure.
· Network Engineers – Design and maintain communication networks.
· Cybersecurity Specialists – Ensure data protection and security compliance.
4. Project Management & Quality Assurance
· Project Managers – Coordinate IT projects and ensure timely delivery.
· Scrum Masters – Guide Agile development teams.
· Quality Assurance (QA) Engineers – Test and validate software before deployment.
5. Sales & Marketing
· Marketing Manager – Handles branding, campaigns, and digital marketing.
· Sales Executives – Acquire and manage clients.
· Customer Support Representatives – Assist users with technical issues.
6. Human Resources & Administration
· HR Manager – Manages hiring, training, and employee well-being.
· Administrative Staff – Handle company logistics, finance, and legal affairs.


SECTION THREE
EXPERIENCE GAINED
The student industrial work experience scheme (siwes) exercise has contributed greatly in my academic carrier, because I have gain some experience which is very useful to my field of study. The first advantage acquire during my industrial training programme was that i was taught computer component i.e. hardware and software, how to launch computer packages such as; Ms Word, Ms excel e.t.c.
Finally, my perception about office profession has been greatly widely broaden. It gives me the opportunity to gain first experience of the profession even though it was not easy.
3.0	INTRODUCTION TO COMPUTER 
A computer system is a micro, a mainframe or super computer consist of both hardware and software. It is an electronic machine capable of accepting data, process the data into meaningful information as output. A computer is a machine or tool, which is capable of:
1. Taking input data
2. Storing the input data.
3. Processing the input data.
4. Producing the output report on paper or computer store for human being to use
The term computer is obtained from the word compute. A computer is an electronics device that inputs (take in) facts (known as data) and then processes (does something to or with it). Afterward
 INTRODUCTION TECHNOLOGY
 In simple language, information technology (I.T) is the overall technical where withal required for an efficient gathering, storage, processing utilizing computers, the internet and other electronic tools like camcorders, mobile or cell phone etc.
INPUT AND OUTPUT DEVICES
Some of the Input Devices include:
1. Keyboard
2. Joystick
· Mouse
1. Electronic pen
2. Track ball etc.
Output Devices Include:
1. Printer
2. Monitor (VDU)
3. Plotters
PART OF A COMPUTER 
There are two main parts of computers, hardware and software.
HARDWARE are all part of computer he computer you can see and touch or visible part of a computer which means is the physical device one can see and touch the range from the smallest of chips to the total unit called computer system.
SOFTWARE is list of instructions needed by a computer to perform specific tasks. Software is often called a programs, most times they are compilation of codes written in specific language i.e. jargons and conventions developed by man to achieve certain ends. There are types of software such as utility software, application software etc.
APPLICATION OF COMPUTER 
Computer has varying applications ranging from the most mundane and simple tasks to the highly sophisticated and seemly complicated. Computers can be applied to basic office jobs like typing memos, letters, graphic design, photo imaging and massive data analysis in different fields such as communication, engineering, crime control, medicine and other technology based field to mention but few.
Computer has made it possible to keep reliable records, to manage large files to conduct near impossible searches, to manage and protect databases and promote secure and efficient payment system.


CONNECTING COMPUTER TO POWER
This is very crucial and never learns it by trial. Let a competent technician demonstrate it to you.
Truth however is that it is as simple as connecting a video player and television set to themselves and then to power. Once the technician has demonstrated this at least twice-then you are good to go. The use of inverter and stabilizer for any computer is recommended, because of power fluctuation. 
INTRODUCTION TO MICROSOFT WORD.
Microsoft word is the typing, editing, storing, and printing of texts through an electrochemical device called computer. It can also be define as the act of manipulation characters to create a professional looking document through the computer.
Some important keywords in the definition
1. Typing: This is done by using the keyboard .The keyboard as it is known as input device. It has about 108 keys on it. There are five part of the keyboards namely: function keys e.g. f1-f12, computer keys e.g. Esc, ctrl, shift, e.t.c Typing keys A-Z, Dedicated keys e.g. page up, page down, Arrow keys and Numeric keypad.
2. Editing. This is the act of correcting error (s) in a document. It is also involves rearranging the document so as to give a perfect, desire, and professional.
3. Storing: This is the same thing as saving a document into the permanent memory so as to able to re-call it any other time. It is needed .this should always be done frequently so as to guide against frequently power failure which can shutdown the computer and erase any file that has not been saved.
4. Printing: This is the act of getting the hard copy or the soft copy of the document through a device called a printer using paper.
 Loading (Starting Microsoft Word)
· Put on the computer and allow it to boot up and display the windows environment or desktop.
· After booting, click on the start button.
· Move the mouse to all programs
· Select Microsoft Word
· Wait for the loading.
How to View Ms Word Using Keyboard
· Press start button from the keyboard
· Press `p` Key
· Press down arrow key to highlight Ms-Word.
· Press enter key
Screen Element of Microsoft Word
1. Title Bar: A place where application name of the user appears.
2. Menu Bar: A place where all news name that is use to perform different task appear e.g. File, Edit, Format. e.t.c.
3. Formatting Bar: A place where icon that is used to change the attribute of our text e.g. B for bold, I for italic, U for underline e.t.c.
4. Standard Tool Bar: This bar show operation symbols that represent a command like new, open, save, print, print preview, copy, cut and so on.
5. Scroll Bar: it is denoted by the triangle icon and it is used to move page up and down, left and right.
DESCRIBING MICROSOFT EXCEL ENVIRONMENT
When Microsoft Excel is fully loaded into the computer memory, the following will be seen.
· The spreadsheet/worksheet
· Rows, Columns and cells
· The mouse pointer and cursor
· Working menu and bars
    PLOTTING OF CHART
Charts are graphical representation of the data in a worksheet. They are appealing and makes it easy for users to set comparisons patterns and trends in data. For instance, rather than having to analyze several columns of worksheet you can see at a glance whatever the student in a given class actually make the required average to pass.
Steps in plotting chart:
1. Select the whole data you want to produce it’s chart/graph.
2. Click on insert on the menu bar
3. On the submenu that appear, click on chart
4. Another dialogue box will appear where you have to select the type of chart you want
5. Locate and click on finish to complete the process. So the chart will be displayed.
  HOW TO CALCULATE SUM
We use sum when calculating addition in excel. And before spreadsheet can respond to any mathematical command. It must be entered as an equation. Therefore, to enter a function as an equation. We must firstly start with “equals to “ (=) sign.
Steps in calculating sum:
1. Firstly, the data must be entered correctly as shown below
2. Then keep your cursor on the location you want sum to be displayed by clicking the mouse there
3. Type =sum and open bracket “(“  then, click the mouse on the fist cell  you want to sum now type “:” click mouse on the last cell containing the data to be sum
4. Then close the bracket “)”
5. Press enter on the keyboard.
FONT FORMATTING 
Font refers to every typed letter in the computer, while the formatting simply implies beautifying e.g. coloring, bolding, italic, underlining etc. 
Steps in formatting text:
1. Select the data by simply clicking on the cell
2. Click on format on the menu bar
3. Click on the cells on the submenu displayed
4. On another box that appears, locate and click on font
5. Use the mouse to scroll through the fonts dialogue box and click the mouse on the desired fonts size, colour, type etc. 
INSERTING PERCENTAGE
One can choose insert percentage to replace a given data.
Steps in inserting percentage:
1. Select the data to be replaced
2. Click on format from the menu bar
3. Click on cell on the submenu displayed
4. On the dialogue box that appears, click on Number
5. Then, locate and click on percentage
6. Click OK
INSERTING ROWS AND COLUMN
In case you need to type a given line of data in a given rows and column, but discover it has been occupied by another data not worry, you can simply insert another row or column in the same place.
Steps in inserting rows and column:
1. Keep your cursor where you want the row or column
2. Click on insert on the menu bar
3. On the submenu displayed, click on either row or column depending on your choice.
TEXT ALIGNMENT
One can choose to rotate their text to a given angle when working in MS-Excel.
Steps in apply text alignment:
1. Select/highlight the text to be aligned
2. Click on format on the menu bar
3. On the submenu displayed, click on cells
4. Locate and click on alignment on the dialogue box displayed
5. Locate degree under orientation, click on the degree type in the rotating angle you want e.g. 150,300,500,900
6. Click on OK.
SHADING THE CELLS
You can choose to add pattern or color to your worksheet to emphasize some certain point or to enhance it appearance.
Steps in shading the cells:
1. Select the cells to be shaded
2. Click on format on the menu bar
3. Click on cells on the submenu displayed
4. On another dialogue box displayed, click on patterns
5. Then, click on the color you want
6. Locate the arrow in front of pattern and click on it, where you will choose the pattern
7. Click on OK.
SORTING
Sorting means arrangement of data either in ascending or descending order. When ascending it implies that the data will be arrange alphabetically while descending start with the last alphabet coming first.
Steps in sorting:
1. Select all the data to be sorted
2. Click on start on the menu bar
3. Click on sort on the submenu displayed
4. On another dialogue box that appears, select the heading field you want to sort from the available one under sort by
5. Select either ascending or descending depending on your operation
6. Click on OK.
  AUTO FILL
If you have lines of text that need to be numbered, you don’t actually need to waste much time numbering it one after the other while you can use automatic filling to fill the numbering to any destination of your choice in the worksheet.
Steps to auto fill:
1. Keep your cursor on the cell numbering will start
2. Click on edit on the main menu
3. Select fill from the submenu displayed
4. On another submenu that appear, click on series
5. On another dialogue box that appears, click inside the step value box to type where numbering should start
6. Click inside the stop value box, type where the numbering should stop
7. Select where it should be filled in row or columns under series in box
8. Click on OK to complete the process.



SECTION FOUR
CONCLUSION AND RECOMMENDATIONS
4.1 CONCLUSION
My three month student industrial work experience scheme with Black tech Info tech has been one of the most interesting, productive and instructive experience in my life. Through this training. I have gained new insight and more comprehensive understanding about the real industrial working condition and practice; it has also improved my soft and functional skills. All these valuable experiences and knowledge’s that I have gained were not only acquired through the direct involvement in task but also through other aspects of the training such as: work observation, interaction with colleagues , superior and other people related to the field.
4.2 RECOMMENDATION:
In view of my experience during my industrial training, the following recommendations are made to the students, industrial training fund (I.T.F) and the companies:
· Students should personally ensure that they get a good placement for the program in time to commence and gain the best from the six-months.
· Students should make sure that the entire period for the attachment is completed before bowing out of the program.
· Also, student should have a focused mind and interest as it will help them get the maximum knowledge attainable from the company attached to.
· Not all students have the opportunity of getting good industrial training placement, so the Polytechnic should ensure they establish good relationships with companies, firms and organizations capable of assisting in the SIWES program on a yearly basis thereby helping the less privileged students.
· [bookmark: _GoBack]On the part of I.T.F, Student supervision should also be intensified to make the program
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