
 



 

 

 

 

 

 

 

 

 

 

 

 



 

HIMACHAL PRADESH JUDICIAL ACADEMY 

CURZON HOUSE, BOILEAUGANJ, SHIMLA – 171005 

                                  [Est. vide Notification No. Home (E) 3-17/2003-II dated 24
th

 November 2005]                          .                                                                                                                                                                                                           

Phone: 0177-2831141                                      Telefax: 0177-2831602 

e-Mail: ja-hp@nic.in                                                         Web: www.hpsja.nic.in 
.  

                                                                                                                                                                                          
Advance Course on Information Technology for ministerial staff of Subordinate Judiciary of H.P. 

Venue:  H.P. Judicial Academy, Shimla-05 

    Period:     From 11.03.2013 to 15.03.2013 

Date & Day 
Session 

Topic Faculty 

11.03.2013 

(Monday) 

 

 

 

Registration of participants (From 09.30 a.m. to 10.00 a.m.). Shri Pawan Kumar,System Analyst 

HP Judicial Academy, Shimla-5 

 

 

I 

 Introduction of the Participants. 

 Aims and Objective of the Programme 
Director 

H.P. Judicial Academy, Shimla-05 

 

 Information Technology: An Overview 

 Computer System: Fundamental  updates 

 Operating System & related issues 

Shri Pawan Kumar, System Analyst 

HP Judicial Academy, Shimla-5 

 

II 

Windows OS & GUI Accessibilities 

 Windows: An Overview 

 Latest Issues & Updates 

 OS & System Compatibility 

 Useful Utilities of OS 

 Security & Piracy Issues 

 File Management  

 Data Recovery Utility 

 Other Issues 

Shri Pawan Kumar 

System Analyst 

HP Judicial Academy, Shimla-5 

 

III & IV Practical Session Shri Pawan Kumar,System Analyst 

HP Judicial Academy, Shimla-5 

 

12.03.2013 

(Tuesday) I 

Open Office Writer 3.2 

 Office 2007/ OpenOffice Writer: An Overview 

 Review of different Tools  

 Resetting of Word Options  

 Saving of  File in compatibility mode 

 Publishing Text File in PDF  

 Encryption of Document 

 Digital Signature 

Shri Pawan Kumar 

System Analyst 

HP Judicial Academy, Shimla-5 

 

II 

 References: TOC,Footnotes 

 Interlinks & Bookmark 

 Proofing, Comments,  

 Change & Compare document 

 Recording of Macros, 

Shri Pawan Kumar 

System Analyst 

HP Judicial Academy, Shimla-5 

 

mailto:ja-hp@nic.in
http://www.hpsja.nic.in/


 Mail Merge 

 Printing of multi pages per sheet 

 Other Useful options 

III & IV 

Practical Session Shri Pawan Kumar 

System Analyst 

HP Judicial Academy, Shimla-5 

 

 

13.03.2013 

(Wed ) 
 

I 

Microsoft Office Access 2007 

 Access 2007: An Overview 

 Information Management 

 Database Specifications 

 Use and Objectives: The Planning   

 Understanding Data Types 

 Database Objects: The Design & Layout 

Shri Pawan Kumar 

System Analyst 

HP Judicial Academy, Shimla-5  

 

 

II 

 Design & Layout Process: Tables, Forms, Queries & 

Reports 

 Setting up relationship between Tables 

 Creating Forms, sub forms  & Entering Data 

 Retrieving Information with Query 

 Objects, Collection and Properties 

Shri Pawan Kumar 

System Analyst 

HP Judicial Academy, Shimla-5 

 

III & IV 
Practical Session Shri Pawan Kumar 

System Analyst 

HP Judicial Academy, Shimla-5 

14.03.2013 

(Thursday) 

 

I 

 Import & Export Data 

 Generation of Report 

 Customizing Database 

 Add Calculation to a query 

 Understand append query 

 Viewing and Printing Report 

 Other useful Option 

Shri Pawan Kumar 

System Analyst 

HP Judicial Academy, Shimla-5 

 

II 

Open Office Spreadsheet 3.2/Excel 

 Microsoft Excel 2007:An Overview 

 Useful Formulas & Functions 

 Consolidation of data using Pivot option 

 Data Analysis and Information Generation  

 Publishing Datasheet in PDF  

 Other useful options 

Shri Pawan Kumar,System Analyst 

HP Judicial Academy, Shimla-5 

III & IV Practical Session Shri Pawan Kumar, System Analyst 

HP Judicial Academy, Shimla-5 

15.03.2013 

(Fri) 

I & II 

Internet 
 Internet: An Overview 

 Web Browser & Compatibility 

 Internet Security 

 e-Governance: An Overview 

 PMIS: e-Service Book 

 Internet Faxing   

 e-Mail: An Overview 

 Creating email account 

 Customizing e-Mail Account 

Shri Pawan Kumar 

System Analyst 

HP Judicial Academy, Shimla-5 

 

III Practical Session 

IV 
INTERACTIVE SESSION Director 

H.P. Judicial Academy, Shimla-05 



Timing of sessions: 

 

 

 

 

 

 

 

 

 

Course Director 

(Director) 

        H.P. Judicial Academy, Shimla-05 

 

 

 

 

 

 

 

 

Registration of Participants : 09.30. a.m. to 10.00 a.m.  (First day) 

I         Session : 10:00 A.M. TO 11:15 A.M. 

II        Session : 11:30 A.M. TO 1:15 P.M. 

III      Session : 2:00 P.M. TO 03:00 P.M. 

IV      Session : 03:15 P.M. TO 5:00 P.M. 

Tea Breaks 
: 

11:00 A.M. TO 11:15 A.M. & 3:00 P.M. TO 3:15 

P.M. 

Lunch Break : 1:15 P.M. TO 2:00 P.M. 


