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CHAPTER ONE
1.1	INTRODUCTION
	In some years back in the Nigeria polytechnic, national diploma science students use to go for four months industrial training after the first year in the polytechnic, to let them know more about what they have been done in the school, science students they need to practicalized their work s to make them perfect in the area of their specialization, it is organized by Industrial Training Funds (ITF)

0. 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 ourselves  a computer literate.

0. AIMS AND OBJECTIVES OF SIWES
1. It promotes interaction between student in training and the company staffs. 
1. It helps us to gain moiré to what to customer.
1. It helps us to know how to relate to customer 
1. It helps us to be perfect in our course of study
1. It helps us to know how the computer system is been operate

CHAPTER TWO
0. INTRODUCTION TO COMPUTER
What is Computer?
Computer is an electronic device that is capable of accepting data as input, stores and process and it and gives out a meaningful result known as information or output in a very fast and accurate manner.

2.2	CHARACTERISTICS OF A COMPUTER
1.	Electronic in Nature: Most of the components which make up a complete working system use electric. Hence, it requires electric power to function.
2.	Speed: The speed at which the computer system works is very fat compared to human.
3.	Accuracy: Computer works on a principle called GIGO i.e Gabbage-In-Gabbage-Out. This means the computer performs operation based on the input supplied. Hence, the computer’s output is very accurate and is error free.
4.	Large Storage Capacity: The storage area of a computer system is very large. i.e. it can store thousands of information.
5.	Diligence:  Computer can work for hours without getting bored or tired.
6.	Consistency: This means if the computer system is supplied with same set of input several times, the same set of output will always be produced.
7.	Versatile: It can be used to perform different task at the same time.

2.3	BRIEF HISTORY OF COMPUTER
Throughout time, humans have invented ingenious calculating machines. One of the earliest was the abacus. It's about 5,000 years old. Mechanical calculators that could add and multiply (but not subtract!) were invented in the 1600s. In 1820, Charles Xavier Thomas de Colman invented the arithmometer, a machine that could add, subtract, multiply and divide. It was Charles Babbage though, in the early 1800s, who designed mechanical calculating machines that were the true ancestor of today's computers.
[bookmark: _bookmark18]Babbage's design for his ultimate calculator, the Analytical Engine, was never produced. It did anticipate the four components essential to modern computing. These components are input, storage, processing and output. What made modern computers possible was the invention of something that could do calculations and other information processing with no moving parts and do it very fast. That something was electronic components. With electronic components, a fast and efficient machine such as Babbage proposed could be built with all four components essential to modern computing.

2.4  TYPEWRITING 
This is the act or study of or skill in using a typewriter. It is writing produced with a typewriter

[bookmark: _bookmark25]2.5	MICROSOFT WORD
WHAT IS MICROSOFT WORD
[bookmark: _bookmark26]A word processor is a computer program used to create and print text documents that might otherwise be prepared on a typewriter. The key advantage of a word processor is its ability to make changes easily, such as correcting spelling, adding.
STEPS IN LAUNCHING MICROSOFT WORD
Before you get started with Microsoft Word (commonly referred to as MS Word), you will need to locate and open it from the computer. It may be on your desktop.
From the computer desktop:
1. Double-click on the MS Word icon
Go to the Start menu if the MS Word icon is not on the desktop:
1. Click ►Start ►Programs ►Microsoft Word*
*Occasionally, Microsoft Word will be in a folder called ―Microsoft Office‖ or similar – this will make one more step between ―Programs‖ and ―Microsoft Word‖ in the diagram above.
MS Word will open a blank page called ―Document 1.‖
[bookmark: _bookmark27]
THE MENU BAR

The Menu Bar is a common sight in almost all Microsoft Windows programs. It features text-based menus, on which are listed virtually every option. Each menu expands when clicked (with the left mouse button), offering many options categorized by specific tasks.
[image: ]You can click on each of the words to see a menu of the tasks you can perform.
To see a menu:
1. Point with your mouse to a menu option
2. Click the left mouse button once to open a drop-down menu
3. Point with your mouse to a particular item
4. Click once with the left mouse button to select the item.
Toolbars provide ―shortcuts‖ to commands also found in the Menu Bar. Toolbars are usually located just below the Menu Bar, and exist to offer another way to perform the same task. As with all Microsoft Windows programs, there are usually three ways to perform every task in order to suit the user’s preferences.
Remember, if you can’t remember what an icon stands for, hover your mouse over it and a box will pop up with the explanation!
[bookmark: _bookmark28]The most commonly used commands in MS Word are also the most accessible.

FORMATTING TOOLBAR

To enter text, type just as you would if you were using a typewriter. To capitalize a letter, hold down the SHIFT key while typing the letter. Or, press the CAPS LOCK key on the left hand side of your keyboard. You will have to press the CAPS LOCK key again – once you are done capitalizing – to remove the lock.
You do not need to press ENTER to start a new line – Microsoft Word will automatically wrap your sentence at the end of the line.
To move the cursor from its position at the end of your sentence to anywhere else on the page, use the mouse or the arrow keys to move the cursor where you want the letters or spaces to be (left-click the mouse to place the cursor) and then type what you want to add — the text will adjust to include it.
[bookmark: _bookmark29]Press ENTER to start a new paragraph (this is sometimes called a ―carriage return‖).

FORMATTING TEXT
Changing the look of what you’ve written is called ―formatting‖. This can include changing the text style, size, color, and more.
You can also make bold, underline, or italicize when using MS Word. These features do not have to be used independently of each other either – in other words, you can make bold, underline, and italicize a single piece of text.
To make text really stand out, you can also combine this with alignment and size to produce a heading in bold, italics, underlined, sized and centered:
Sale at Bob’s Paint Supplies!
In order to apply certain stylistic or other changes to text, you must first HIGHLIGHT the text. This is a common procedure in Microsoft Windows applications, and like being able to successfully navigate the mouse around your screen, the ability to highlight well is one that you want to master.

To highlight text, you start by placing your cursor (by moving the mouse) directly to one side of the selection that you are working with. In the case above, the user wants to highlight the phrase ―This is a test‖ but NOT ―to show. In this example, the user should place the cursor directly to the left of the word ―This‖ and hold down the left-click button on the mouse.
Then, drag the mouse across the sentence, and a black highlight will follow. The computer now understands that any and all formatting that you command will ONLY apply to the part of the sentence that you highlighted (and not ―to show, since it is not highlighted).
Suppose we wanted to make the words ―This is a test‖ bold, and leave the rest of the sentence unformatted. The end result (once you click elsewhere on the screen to remove the highlight) would be this:
Experimenting with formatting can be fun, and it is an essential tool to master in MS Word.
[bookmark: _bookmark30][bookmark: _bookmark31]You can also change the font color by clicking on the appropriate buttons in the Formatting Toolbar. Experiment and remember – you can always start over with a fresh, new document, so don’t worry about making mistakes! If you do, however, there is always the incredible ―UNDO‖ tool.

2.6  MAILING 
The act of sending material (such as letters and packages) at one time to multiple addresses by a sender or carried in a postal system within an organization.

[bookmark: _bookmark19]2.7	CORELDRAW
[bookmark: _bookmark20]CorelDraw is a vector graphics editor developed and marketed by Corel Corporation. It is also the name of the Corel graphics suite, which includes the bitmap-image editor Corel Photo-Paint as well as other graphics-related programs.
BASIC CORELDRAW TOOLS
Pick Tool: This tool allows you to pick or select the object and transform it. You can position the object too.
Shape Tool: If you want to edit the shape of objects chosen by the pick tool then you can use this tool.
Free Transform Tools: This tool allows you to alter the image objects with the help of rotation angle, rotation free, and resize. It also lets you bend the image structure.
Smudge Brush: This tool will help you to change as well as distort the picture in general with engaging shorelines.
Roughen Brush: This tool will let you change as well as distort the outline shape of the sketch in general with engaging shorelines.
Crop Tool: This tool can be used in clipping the region of an image that is not needed.
Virtual Segment Delete: If you want to remove an object which is a part of an intersection then you can use this tool.
Erase: It helps to get rid of some areas of the image.
Zoom Tool: It helps you in changing the level of magnification in the illustration window in order to look at the object more intently. In simple words, it is used as a magnifying glass.
Hand: It helps in balancing the images that materialize in the image window
Freehand Tool: This tool with the help of a mouse lets you sketch curves and lines. Essentially it is used for sketching.
Bezier: It helps to draw curves in the shape of a solitary line per point.
Pen: It helps in sketching curves in the form of a node.
Three-Point Curve: It helps you in drawing a curve first by identifying the start and the end point, then it’s center.
Poly-line: It lets you sketch curves and lines in preview mode.
Dimension: It helps you sketch a horizontal, vertical, oblique and angular line.
Interactive Connector: It lets you combine the two objects accompanied by a line.
Artistic Media Tool: It helps in accessing the sprayer, brush, calligraphic, preset and pressure tools.
Rectangle Tool: This tool helps you in drawing squares and rectangles to initiate boxes and terms.
Three-Point Rectangle: If you want to arrange boxes and create terms from one point to another point then this is the tool.
Ellipse Tool: This tool helps you sketch circles and ellipses.
Polygon Tool: If you want to sketch stars and polygons in a symmetric manner then you can use the polygon tool.
Star: This tool can be used to draw stars.
Complex Star: This tool allows you to create stars that have intersection angles and complex shapes.
Basic Shapes Tool: This tool helps you to select from a complete set of forms such as a right-angle triangle, smiley face, and a hexagram. You can draw arrows and slanted rectangles.
Arrow Shapes: You can draw arrows ranging from diverse shapes such as arrowheads, direction, etc.
Flowchart Shapes: You can create a flowchart with this tool.
Text and Table Tool: This tool helps you in typing words straight on the screen as a paragraph text or a creative text. The table tool helps you in creating and editing tables.
Dimension Tools: This tool allows you to draw numerous lines like segment, slanted, horizontal, vertical, and three-point dimensions.
Connector Tools: This tool helps you in drawing a straight line, right-angle, edits anchor connector line and rounded right-angle connector lines.
Interactive Tools: Interactive Blend: Boxes and terms can be created using this tool.
Interactive Distortion: It helps you in applying a pull or push distortion and a zipper distortion to an object.
Interactive Drop Shadow: It helps you to put an object into the shadow.
Interactive Fill: It helps you to apply numerous amounts of fills to an object.
Interactive Mesh: If you want to apply network lines to an object then you can use this tool.
[bookmark: _bookmark24][bookmark: _bookmark32]CHAPTER THREE
[bookmark: _bookmark33]COMPUTER NETWORK AND SYSTEM MAINTENANCE
[bookmark: _bookmark34]3.1	SYSTEM MAINTENANCE

System maintenance is a catchall term used to describe various forms of computer or server maintenance required to keep a computer system running properly. It can describe network maintenance, which could mean that servers are being physically repaired, replaced, or moved. Network maintenance can also mean that the software for a server is being updated, changed, or repaired. This sort of maintenance is typically performed on a regular or semi-regular schedule, often during non-peak usage hours, and keeps servers running smoothly.
Below are some basic maintenance tips:
1. Keep the Keyboard, Mouse, and Openings Clean:
a) Start with the easy stuff: keeping your device’s accessories and openings clean.
b) A dirty keyboard will eventually stop working properly. Ditto for a dirty mouse.
c) To clean your keyboard’s more accessible surfaces, use a damp, lint-free cloth. Don’t spray water directly onto the keyboard or allow water to pool anywhere on it – this will only make things worse. Use the same approach to clean your mouse’s accessible surfaces.
d) To clean harder-to-reach parts of your keyboard and mouse, such as the mouse’s optical opening and the spaces underneath the keys, use a compressed air canister.

e) Don’t neglect laptop and desktop ports and crevices either. Dusty or particle-clogged ports reduce airflow into and out of the device, increasing the risk of overheating. If you’re prone to forgetting small tasks like this, set a recurring calendar reminder every month.
2. Gently Clean Your Monitor:
Your monitor might seem solid enough, but it’s just as vulnerable to dust and debris as your keyboard and ports. Dust it periodically with a microfiber cloth. Remove tougher stains with LCD screen cleaner.
3. Keep Food and Beverages Away From Desktops and Laptops
4. Don’t Overcharge Your Batteries:
Resist the temptation to keep your portable devices plugged in at all times. Not only is this a needless drain on your local power grid, which means preventable bloat for your utility bill, but it’s also actively bad for your devices’ batteries.
5. Don’t Block the Vents:
Like people, desktop and laptop computers need to breathe. The operative rule here is ―don’t block the vents.‖ Just like people, machines need to breathe – though, in their case, it’s to ensure their insides remain cool enough to function properly. This is especially important when you’re asking a lot of a high- performance machine, such as a gaming laptop.

6. Keep Magnets Away:
Keep your home office – and your devices themselves – away from magnets, even the weak refrigerator kinds. Your hard drive is incredibly sensitive to magnetic fields of any strength.
[bookmark: _bookmark35]If you need to remember websites or phone numbers, use Post-it notes or digital files instead. Keep magnets where they belong – in the kitchen.


CHAPTER FOUR
0. CONCLUSION 
Solving the problem of skill acquisition by graduates of Nigerian technical / vocational education is a reason for the establishment of SIWES. It was planned to be a bridge between educational institutions and industrial employers with the latter providing general and specific occupational skills and knowledge. If the scheme is not adequately implemented it becomes difficult for graduates of the system to secure employment in the occupations or make smooth transition.
Incompetence in workplace is related to the kind or quality of training in the school. to improve on the scheme’s implementation   students should be placed in industries relevant to their field s of study. There is need for greater cooperation between industries and educational institutions on how best to implement the SIWES programme. It can thus be concluded that SIWES offers the student s learning experience s which cannot be directly gained in the class room.

0. SUGGESTION TO POLYTECHNIC
I suggested that polytechnic should make SIWES compulsory for every science and technology student so that it will make them perfect in practical aspect in their study. 
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