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Date: 10/11/2020

TO WHOMEVER IT MAY CONCERN

This is to certify that, the college has introduced the Add_On course on, “Computer
and Office Automation” with the duration of 36 hours introduced in 2020-21. The

said programme is apart from the existing course curriculum.
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To
The Principal,
LVD College, Raichur.

From
HoD.

Computer Science Department.

ate: | wow[222P

Sub: Permission to start a Certificate course

With respect to the above-cited subject I, the undersigned request you to

grant permission to start a Certificate course titled “C

OMPUTER AND OFFICE

AUTOMATION” to B.A students. The details of the syllabus and duration are
enclosed. This course helps students to build up their skills. Kindly grant the

permission.

Thanking You,

sﬁ
v .
o st Ly
\.-"'“ _

P

Yours Fa 1y,

HBead of D2raiment

e

o O P .
WOmpuisr ccigcnes
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srade. Course Includes:
. Introduction to
Computers and: Its
Components.

- MS Office Tools-
« Working on Text:

; Word
Department of Computer B ‘MS-Excel Basic
- . Power Point
Science 0 Google Do_cuments
Offering Add_On Courseon [ :
* Computer and Office
Automation’.

- Components of MS-'

. Students will be able to do l

English typing both upper & lowcrwJ
case and understand about
Computer Fundamentals.

. Students will be able to do Prepare
Personal/Business letters, setting

the documents, formatting the

documents, Edit and prgq
documents and printi

doeuments.

Students Mark sheets, Creat_e & :

Analyze the Charts, Edit thil-. Ul
Worksheets and Apply Different

formula and Function for different
Purpose. |
« Students will be able to do Create
Attractive Presentations.

+ Students can also create google

documents

CONTACT:
1)M.A.KAREEM
H.0.D
DEPARTMENT OF COMPUTER SCIR
2) MD ILLIYAS
LECTURER
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ORDER
Sub: Meeting of Board of Studies members

A meeting of the following BOS constituted is hereby convened on 23/10/2020 at
04:30 PM in the Department of Computer Science, LVD College, Raichur.

BOARD OF APPOINTMENT OF BOS MEMBERS FOR ADD-ON COURSE

Sri. M. Ravi
Assistant Professor
Department of Computer Science
GFGC, Raichur.
S

Sri. Laxmikanth Dixit .
2) Assistant Professor Member M
—

AME'’S Degree College, Raichur.

1) Chairman \1\////

M.A. Kareem

Head of the Department
Department of Computer Science
LVD College, Raichur

3) Member

The Chairman and the members are requested to make it convenient to attend the
BOS Meeting
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NOTICE

All the B.A students are hereby informed to join and get the benefit of the
Certificate course titled “COMPUTER AND OFFICE AUTOMATION” starting

from

1st Jan 2021, from 2:30 PM to 3:20 PM

This course enable the students to understand computer, and its use in
various applications like Typing (both upper case & lower case), it also provide
details use of Microsoft oflice tools for preparing per; sonal/business letters, creating
tables in excel sheets using various {ormulas, making use of dilferent charts, and
creating attractive presentations etc. It also includes Google form creation, which
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helps the students to create Google forms.
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Computers and Office automation
Certificate Course-2020-2021

Syllabus

1. Introduction to Computers
1.1. What is computer?

1.2. Characteristics of Computers
1.3. Types of Computers

1.4. Generations of Computer
1.5. Components of Computer
1.6. Networking

2. Operating System

2.1. Features

2.2. Types of operating system
2.3. Functions of operating system
2.4, Computer Languages

3. MS Office

3.1. Introduction

3.2. Ribbon

4.MS Word 2010

4.1. Interface Elements

4.2. File Menu

4.3, Auto Correct

4.4, Home Tab

4.5, Insert Tab

4.6. Page Layout Tab

4.7, Mailings Tab

4.8. Review Tab

4.9.View Tab

5. MS Excel 2010

5.1 Spread sheets

5.2 Introduction to Excel 2010
5.3 File Tab

5.4 Home Tab

5.5 Functions in Excel 2010
5.6 Insert Tab

5.7 Page Layout Tab

5.8 Formulas

5.9 Data Tab

5.10 Review Tab

5.11 View Tab

5.12 Charts

5.13 Conditional formatting
5.14 Data Validation

5.15 Printing

6 Presentation Tool MS PowerPoint 2010
6.1 Ribbon

6.2 Create a new presentation
6.3 Slide Views

6.4 Apply Transition

6.5 Presenting Slide Show

6.6 Saving and Printing

6.7 Word Art and Shapes

6.8 Animating Text and Objects
7 Internet

7.1 What is Internet?

7.2 What is www?

7.3 Web Browser

7.4 Toolbars

7.5 URL

7.6 Domains

7.7 Home Page and History

| 7.8 The Cache

7.9 Favourites

7.10 How does Search Engine Work?

7.11 Things to Be Cautious About the Internet
7.12 Google Documents

¢ (Creating Google Account
e Google Drive options
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Department of Computer Science

Report of Certificate course

Add-On course: COMPUTER AND OFFICE AUTOMATION

Duration: 36 hrs
Started on: 01-01-2021
Completed on: 08-02-2021
Name of the faculty: Md. Illiyas
Total No of students admitted 75

Total No of classes taken 36

Total No of students benefited 75

There were 75 students joined the course and attended all the classes. Students are

able to do English typing both upper & lower case and understand about Computer
Fundamentals. Students are able to Prepare Personal/Business letters, setting the

documents, formatting the documents, Edit and proofing the documents and
printing the documents. Students are able to create Students Mark sheets, Create &

Analyze the Charts, Edit the Worksheets and Apply Different formula and
Function for different Purpose. Students are able to Create Attractive
Presentations. Students can also create Google forms, which helps to create quiz or

any other kinds of forms.
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