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CHAPTER ONE
1.1 INTRODUCTION TO SIWES

Students Industrial Work Experience Scheme (SIWES) is a Skills Training Program designed to prepare and expose Students of Universities, Polytechnics, Colleges of Technology, Colleges of Agriculture and Colleges of Education for the Industrial Work situation they are likely to meet after graduation. The Scheme affords Students the opportunity of familiarizing and exposing themselves handling equipment and machinery that are usually not available in their institutions.

1.2 
HISTORY OF SIWES
The Students’ Industrial Work Experience Scheme (SIWES) was initiated in 1973 by the Federal Government of Nigeria under the Industrial Training Fund (ITF) to bridge the gap between theory and practice among products of our tertiary Institutions. It was designed to provide practical training that will expose and prepare students of Universities, Polytechnics, and Colleges of Education for work situation they are likely to meet after graduation.

Before the establishment of the scheme, there was a growing concern among the industrialists that graduates of institutions of higher learning lacked adequate practical background studies preparatory for employment in industries. Thus the employers were of the opinion that the theoretical education going on in higher institutions was not responsive to the needs of the employers of labour.

As a result of the increasing number of students’ enrolment in higher institutions of learning, the administration of this function of funding the scheme became enormous, hence ITF withdrew from the scheme in 1978 and was taken over by the Federal Government and handed to National Universities commission (NUC), National Board for Technical Education (NBTE) and National Commission for Colleges of Education (NCCE). In 1984, the Federal Government reverted back to ITF which took over the scheme officially in 1985 with funding provided by the Federal Government.

1.3 OBJECTIVES OF THE PROGRAMME
The specific objectives of SIWES are to:

· Provide placements in industries for students of higher institutions of learning approved by relevant regulatory authorities (NUC, NBTE, NCCE) to acquire work experience and skills relevant to their course of study.

· Prepare students for real work situation they will meet after graduation.
· Expose students to work methods and techniques in the handling of equipment and machinery that may not be available in schools.
· Make transition from school to the labour market smooth and enhance students’ conduct for later job placement.

· Provide students with the opportunity to apply their knowledge in real life work situation thereby bridging the gap between theory and practice.

· Strengthen employer involvement in the entire educational process and prepare students for employment in industry.

· Promote the desired technological knowhow required for the advancement of the nation.
CHAPTER TWO

2.1
BENEFIT DERIVED FROM SIWES TRAINING PROGRAMME

The experience, knowledge, skills and exposure acquired during the period of attachment in the industrial exercise cannot be over emphasized. I was exposed to certain areas in my course of study, such as:

1. Introduction to Devices in the Organization

2. How to Operate a Computer System

3. Photocopy Machine

4. Microsoft Word

5. Basic Document Commands

2.2
INTRODUCTION TO DEVICES IN THE ORGANIZATION
Some apparatus used in the medical laboratory are as follows:

1. Printer
A printer is a device that converts digital documents into physical copies on paper. Organizations use printers for printing reports, invoices, contracts, and other important documents. Printers can be inkjet, laser, or dot matrix, depending on the organization's needs.
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2. Laptop
A laptop is a portable computer that enables employees to perform tasks such as document preparation, communication, data processing, and online research. Laptops are essential for remote work, meetings, and presentations.
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3. Photocopy Machine
A photocopy machine is used to duplicate documents quickly. It is an essential device in offices for creating multiple copies of reports, contracts, and forms. Advanced photocopiers also offer scanning and printing functions.
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4. Lamination Machine
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A lamination machine is used to protect and preserve documents by covering them with a plastic film. It is commonly used for ID cards, certificates, posters, and important papers that need durability and waterproof protection.
5. Generator
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A generator provides backup power in case of an electricity outage. This ensures that office operations, including computers, printers, and internet services, can continue running without interruption.
6. Scanner
A scanner is a device that converts physical documents into digital format. It is useful for archiving, sharing, and securing important paperwork in digital storage. Scanners are often integrated into multifunction printers.
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7. A4 Paper
A4 paper is the standard paper size used in offices for printing, writing, and documentation purposes. It is widely used for reports, letters, contracts, and memos.
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8. Lamination Nylon or Film
Lamination nylon refers to the plastic film used in lamination machines to cover and protect documents. It provides a glossy or matte finish, making documents more durable and resistant to wear and tear.
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CHAPTER THREE

3.1
HOW TO OPERATE A COMPUTER SYSTEM
A computer system is a vital tool in any organization. Operating it efficiently involves understanding its components and functions.

Steps to Operate a Computer System:

1. Powering On: Press the power button on the CPU or laptop to start the system.

2. Logging In: Enter the user credentials to access the system.

3. Using the Operating System: Navigate through the desktop, taskbar, and start menu to access applications.

4. Running Applications: Open necessary software like Microsoft Office, browsers, or organizational tools.

5. Saving and Organizing Files: Use appropriate folders and storage options to manage data.

6. Shutting Down Properly: Close all applications and click on the shutdown option to turn off the system safely.

3.2
PHOTOCOPY MACHINE

The photocopy machine is an essential device for duplicating documents within the organization.

How to Operate a Photocopy Machine:

1. Powering On: Press the power button and wait for the machine to initialize.

2. Placing the Document: Open the lid and place the document face-down on the glass surface or feed it into the document feeder.

3. Selecting Copy Options: Choose the number of copies, paper size, and other settings on the control panel.

4. Starting the Copy Process: Press the “Start” or “Copy” button to begin duplication.

5. Collecting and Arranging Copies: Retrieve the copied documents from the output tray.

6. Powering Off: Turn off the machine if it will not be used for an extended period.

3.3
HOW TO USE THE KEYBOARD AND STEPS TO FOLLOW

The keyboard is an essential input device used for typing and executing commands on a computer. Below are guidelines on how to properly use a keyboard and the steps to follow.

1. Understanding the Keyboard Layout
· Alphanumeric Keys: Includes letters (A-Z) and numbers (0-9).
· Function Keys (F1–F12): Perform different tasks depending on the program.
· Navigation Keys: Includes arrow keys, Home, End, Page Up, and Page Down.
· Control Keys: Includes Shift, Ctrl, Alt, and Windows key for shortcuts.
· Numeric Keypad: Located on the right for quick number entry.
2. Steps to Use a Keyboard Properly
Step 1: Position Your Hands Correctly
· Place your fingers on the Home Row Keys (A, S, D, F for the left hand and J, K, L, ; for the right hand).
· Use your thumb to press the spacebar.
Step 2: Use the Correct Typing Technique

· Keep your fingers curved and relaxed.
· Use each finger for specific keys.
· Avoid looking at the keyboard while typing.
Step 3: Use Keyboard Shortcuts for Efficiency
· Ctrl + C – Copy
· Ctrl + V – Paste
· Ctrl + X – Cut
· Ctrl + Z – Undo
· Ctrl + S – Save
· Ctrl + P – Print
Step 4: Take Care of Your Keyboard
· Keep it clean by wiping off dust and debris.
· Avoid eating or drinking near the keyboard.
· Use a keyboard cover for protection.
· Do not press the keys too hard to prevent damage.

Step 5: Practice for Speed and Accuracy

· Use online typing practice tools to improve typing skills.
· Start with slow typing and gradually increase speed.
· Maintain proper posture to prevent strain.

3.4 
INPUT AND OUTPUT DEVICES 

In computing, devices are categorized as input or output based on their function.

1. Input Devices

Input devices are used to send data and commands to a computer.

Examples of Input Devices:

1. Keyboard – Used for typing text and commands.

2. Mouse – A pointing device for navigating and selecting items.

3. Scanner – Converts physical documents into digital format.

4. Joystick – Used for gaming and controlling simulations.
5. Flash Drive - Used to store documents, images, videos, and software.

2. Output Devices

Output devices display or produce the results of processed data.

Examples of Output Devices:

1. Monitor – Displays visual output from the computer.

2. Printer – Produces hard copies of documents.

3. Speakers – Play sound from the computer.

COMMON ICONS FOUND ON THE DESKTOP AREA OF A COMPUTER
1. My Computer / This PC (Windows)
2. Recycle Bin
3. Documents
4. Browser Shortcut (e.g., Chrome, Firefox etc)
5. Application Shortcuts
6. File/ Folder Icons
3.5 
PART OF A COMPUTER

i. Hardware
ii. 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: are list of instructions needed by a computer to perform specific tasks. Software is often called a programme, 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. 
a) System Software

· Operating System (OS): Manages hardware and software (e.g., Windows, macOS, Linux).

· Utility Software: Maintains system health (e.g., antivirus, disk cleanup).

b) Application Software

· Programs designed for specific tasks (e.g., Microsoft Office, web browsers, games).

c) Programming Software

· Tools used to create other software (e.g., Python, Java, C++).

CHAPTER FOUR

4.1
MICROSOFT WORD
Microsoft Word is word-processing software widely used in organizations for creating, editing, and formatting documents.
Microsoft Office is a suite of productivity tools developed by Microsoft, widely used for business, education, and personal tasks. It includes various applications designed to handle different tasks, such as word processing, spreadsheet creation, presentations, email management, and more.

CORE APPLICATIONS IN MICROSOFT OFFICE:

1. Word: A word processor used for creating, editing, and formatting documents.
2. Excel: A spreadsheet program used for data analysis, calculations, and creating charts.
3. PowerPoint: presentation software for creating slideshows and visual presentations.
4. Outlook: An email client with integrated calendar, contact, and task management.
5. Access: A database management system (available in some versions).

HOW TO OPEN MICROSOFT WORD

On Windows:
1. Using the Start Menu:
· Click the Start button (Windows logo) in the bottom-left corner of the screen.
· Type Microsoft Word in the search bar.
· Click on the Microsoft Word app from the search results.
2. Using Desktop Shortcut:
· If you have a shortcut icon for Microsoft Word on your desktop, double-click the icon to open it.
3. Using the Taskbar:
· If Word is pinned to the taskbar, click the Word icon to launch it.
WHAT MS WORD WORKING PAGE LOOK LIKE
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1. Title Bar
· Located at the top of the window.
· Displays the name of the current document and the application (e.g., "Document1 - Microsoft Word").
· Contains the Minimize, Maximize/Restore, and Close buttons.
2. Ribbon or Menu Bar
· The main toolbar divided into tabs (e.g., Home, Insert, Design).
· Each tab contains groups of tools and commands organized by functionality (e.g., Font, Paragraph, Styles).
3. Quick Access Toolbar
· Located above or below the Ribbon (at the top-left corner).
· Provides quick access to commonly used commands like Save, Undo, and Redo.
· Can be customized to include additional tools.
4. Status Bar
· Found at the bottom of the Word window.
· Displays useful information such as:
· Page number and total pages.
· Word count.
· Current view mode (e.g., Print Layout, Draft).
· Zoom slider.
5. Scroll Bars
· Vertical Scroll Bar: Located on the right side of the document area, used to navigate up and down through the document.
· Horizontal Scroll Bar: Found at the bottom of the document area (if needed), used to scroll left and right.
6. Ruler
· Visible at the top and left of the document area (if enabled).
· Helps adjust margins, indents, and tab stops.
HOW TO CREATE A NEW DOCUMENT ON MS WORD

Create a New Document:

· Click on the File tab in the top-left corner.
· Select New from the menu.

TO SAVE A DOCUMENT

Method 1: Save for the First Time

1. Click on the File Tab:
· Go to the top-left corner of the screen and click File.
2. Select Save or Save As:
· If this is your first time saving the document, click Save As.
3. Choose the Save Location:
· Select where you want to save the document:
· This PC (local storage)
· Browse to a specific folder.
4. Name Your File:
· In the File Name field, type a name for your document.
5. Choose the File Format:
· Use the dropdown menu to choose a format (e.g., .docx, .pdf, etc.).
6. Save:
· Click the Save button.
Method 2: Quick Save (For an Already Saved Document)

1. Use the Save Button:
· Click the Save icon (floppy disk) in the top-left corner of the Word window.
2. Keyboard Shortcut:
· Press Ctrl + S (Windows) or Command + S (Mac) to save changes quickly.
TO OPEN AN EXISTING DOCUMENT

Method 1: Using the File Menu

1. Go to the File Menu:

· Click on File in the top-left corner.
2. Select Open:

· From the menu, click Open.

3. Choose the Location:

· Select where your file is saved:

· Recent: Shows recently opened files.
· This PC: For files saved on your computer.
· Browse: To navigate to a specific folder.

4. Select the Document:
· Navigate to the folder where your file is saved, then click the file name to select it.
5. Click Open:
· Your document will open in Word.
BASIC DOCUMENT COMMANDS:
Create New Document: “Ctrl + N”
Open Existing Document: “Ctrl + O”
Save Document: “Ctrl + S”
Print Document: “Ctrl + P”
Cut: “Ctrl + X”
Copy: “Ctrl + C”
Paste: “Ctrl + V”
Undo: “Ctrl + Z”
Redo: “Ctrl + Y”
Bold: “Ctrl + B”
Italic: “Ctrl + I”
Underline: “Ctrl + U”
Align Left: “Ctrl + L”
Align Center: “Ctrl + E”
Align Right: “Ctrl + R”
Justify: “Ctrl + J”
CHAPTER FIVE

5.0 
CONCLUSION AND RECOMMENDATIONS
5.1 
CONCLUSION


Having passed through the SIWES training, have been able to discover and explore different things about the microbial world; therefore, its usefulness cannot be over – emphasized. The interesting part of this is that the field of microbiology has gotten answer to most of the infection and disease affecting the world. For the few infections that has not been diagnosed, precautionary measures that can be taken against it has been discovered. The only section left is for people should come out of their ignorance and go for medical check – up instead of relying on self – medication and visiting unqualified practitioners, if people could visit hospitals or health – centers frequently and follow the treatments given to them, mortality rate will drastically be reduced and the health status of the nation will be promoted.


More importantly I have been able to see the various prospects available in the field and also the various challenges that call for quick attention. Indeed, the industrial training program has been impactful; it was never a waste of time and energy.
5.2
RECOMMENDATIONS
The effort of the industrial training fund (ITF) was recommended for bringing up this programme known as student industrial work scheme (SIWES). This has paved way for self practice of the theoretical works that have been taught during lectures.
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