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- Date: 5/06/2018

TO WHOMEVER IT MAY CONCERN

This s to certify that, the college has introduced the Add_On course on, “Introduction
to Computers and Office Tools” with the duration of 33 hours introduced in 2018-19.

The said programme is apart from the existing course curriculum.
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Date: osjfwm./&olg

To
The Principal,
LVD College, Raichur.

From
HoD.
Computer Science Department.

Respected Sir,

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 “INTRODUCTION TO

COMPUTERS AND OFFICE TOOLS” 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,
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Department of Computer

Science
Offering Add_On Course on
“Introduction to
Computer and Office
Tools™.

Componcnt of
MS-Word
« MS-Excel Basic
- Power Point
20/8-20/9
Tor B.1 Students
Durateon: One Montfi

Starts from.: 0/-08-20/8

Join Now
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~ + Students will be able to do touch

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

* Students will be able to do Prepare
Personal/Business letters, setting
the documents, formatting the
documents, Edit and proofing the
documents and printing the
documents.

« Students will be able to do create
Students Mark sheets, Create &
Analyze the Charts, Edit the
Worksheets and Apply Different
formula and Function for different
Purpose.

+ Students will be able to do Create
Attractive Presentations.

CONTACT:
1)M.A.KAREEM
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Laxmi Venkatesh Desai College, Raichur

Affiliated to Gulbarga University, Kalaburagi& Re-Accredited by NAAC with B Grade

Department of Computer Science

NOTICE

All the B.A students are hereby informed to join and get the benefit of the
Certificate course titled “INTRODUCTION TO COMPUTERS AND OFFICE
TOOLS" starting from

1st August 2018, from 2:30 PM to 3:20 PM

This course enable the students to use computer for various purposes e.g.,
English typing (both upper case & lower case), it provide details use of Microsoft
office tools for preparing personal/business letters, creating tables in excel sheets
using vartous formulas, making use of difterent charts, and creating attractive

presentations ete.
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Laxmi Venkatesh Desai College, Raichur
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DEPARTMENT OF COMPUTER SCIENCE.

Course Title: INTRODUCTION TO COMPUTERS AND OFFICE TOOLS

Duration: 33hours

This Course is for Students B.A | Semester
Aims and Objectives:

The course is designed aiming at Computer Literacy which includes
Computer Fundamentals & MS-office for learners. After completing the course
the incumbent will be able to use computer for basic purposes e.g., English typing
(both upper case & lower case), preparing his personal/business letters, students
mark sheets and creating attractive presentations etc. The course also helps small
business communities to maintain their small accounts using computers.

Basics of Computers.

MS-OFFICE

Working on Text:

Components of MS-Word Screen, Editing and Proofing the Text , Text
Formatting, Font, Alignment, Lists, Paragraph and Line Spacing, Inserting Objects
, Date & time, Symbols , Table, Clip Art, Shapes, Smart Art and Word Art,
Hyperlink, Page Formatting & Printing , Setting Page Margins, Size and Layout.

MS-Excel Basic: Components of MS-Excel Screen, Workbook and Worksheet, Data
Types in Excel, Building Formula (addition, subtraction,. multiplication, percent

and division)



Functions: Function for average, count, sum, maximum and minimum,

Inserting Object, Clipart & Word Art , Understanding Chart wizard, Various Types
of Chart,

Power Point: Starting with Power Point, types of slide, text on slide, Fun with

Presentation, Slide Design, Slide Transition, Animation, Auto Content Wizard,
Setup the slide show.

Course Qutcomes:

1. Students will be able to do touch English typing both upper & lower case and
understand about Computer Fundamentals.

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

documents, formatting the documents, Edit and proofing the documents and
printing the documents.

3. Students will be able to do create Students Mark sheets, Create & Analyze the
Charts, Edit the Worksheets and Apply Different formula and Function for
different Purpose.

4, Students will be able to do Create Attractive Presentations.

References:

“Fundamentals of Computers” by V. Rajaraman

Head of the Dtmartment



LAXMI VENKATESH
ary ¥ 7
ro El@l? Class B . A

Taranath Shikshana Samsthe

D%SAI CO%LE@%,%JACIEC%%R

DepaﬁmentWﬁO‘&& Section

Room No. Cf-f{aé

Ti .
l;:;;-; 9:30 | l0:90 | 11:l0 | 1200 | (2260 | |:yo |2:30 | 3ido | Yilo
Mon COmpulz
cﬂm
Tue ’—O&’ -
Wed : s
Thu e
sl ~olo ~
sat A
4y |
Head ot-= en

Loibnce

Hedl{bibepatiriopt o,
ulchL; n-584 101 .

Name of the Staff : M- ifﬂl-dﬂﬂ . O’”Wf wmD ﬂ&?’ag

AR

wr WP
v
SRTPIoN

i

TR

W

g CamScanner



@‘Tpa |

B [Ss<]ala :
b/ & |&[a[q]A NN EN A
R PP?PP???%??PP?%
STl o O A=~ | A o A X < o A
o ot | s Ala~|o| k| A&
J(blE & [al«fala Sy,
[ EEES NN RN
B T R g s i i i e e 2 X
[13 ¢ | A Ao a]a 2
NIEEANARNERE SIS
P T NS L RN
JP = W?PPWP o ieele O el
W_&w o W,; mrau? O S A A
: o ?WP&?P?PP??#???
..Me e PPWP?????#??P?%
r S PF@.??P??&????
2 ¢ : NEY SYAN P TAY PN +| A&l
& = F&%ﬂ a oS al&]a =
nwm 5% o A<~ ol W?ﬂ?ﬁ?ﬁ e
8 = HE G Do sl Ml
50 2 . NNNEESEE N
— S || R[BF v LSNPy
si. |3 mf o & |es] FA & o AN &l o6 [F
me m ..M.V.DUT.JAV..
=i6 |E|SM T |a ﬁp?w??nﬁPﬁPPP
R S U RN O NG AN S
S5 |3 o Tala e e
=325 |8|us N N N Y N e
= 32 AT S NENES
g i el Aalan S ale Al
3 | manm PR IR A B allQl e AN A
g5 S ?Pn W?@?PP?%#PP
2 < mmm.? o 5] Sl T ae a0 B0
o N ERECRCANAR R
=] | P e Aslelal e el el
= S S alal™Alenpd p A 4/ & B Sa
- 7 B el A O Bl &I Pl o | S -
_mlﬁv????n??ﬁ??Pﬁ?@P
% . . &._
2 IRERE %QM S| badeyl:d
u..lMMt AHM@VMAW o\hmm mummﬂv
mmm £PWWMWW. M%vw
3|22 b SR ESENESIES s
i Q = ) O 0 TN S| &=
s R ERNEREREE
T3 e R EE R R R R
L 2 1.HHWHWW%MW@%%.%W_
i 2 0
8|3 lo,mgucd//onf@oqwﬂnuobu.dz

nat
R

.
PRINE
LLV.D. College, RAICHUR-03.

Signature of &/




Afflfated to Gulbarga University, Kalaburagl & Re-Accredited by NAAC with B Grade
Attendence Sheet

Laxmi Venkatesh Desai College, Raichur

Department of Computer Science AAA- knR £ F /1 fﬂj,z }{)4—5

EO o ls i alA alt oA A B Na P
0€ P%??&:P?D‘D’??QP?? .
TN SN P N S T [
¢ NI lon] S OO A OB <
NN E RN Y R s :
||| e P S Fa [ Fo e 53
2 |aldal~ el adalertrny] =2
2| A | CHA P el o o ade- ([~ WM
P S N NN R N i S S N ™ v
(74 P??T??%PPD}P??H? %..m_
[ T 1 N N [ P N N /2 s I
g H ?P???%????????# nVu
2 S o o e e e N e e e G e J
3 B F| o b H e oA | [l & a1
& i; AaA A A [Fals o [ &
mﬂﬂ?? o o o N e S N N N N AN
s ””@W?MWPW?P? Al | B2
I s s R ol g Y A PN S i I
\ N e T e s N i Y e e A [N N 2 -
N A NN N N N S N R
il SN N S N S N S R N e 22
N NN NN NN NS NN |
S o S N PN S N N N e e N e N S
! i ????Pﬁ????bz????
_ o [ e o el = e N S N G IR B
m s o o [ & [ TN A
[ N o N R PN N S [ N R A
N # ?nﬁ???ﬁ???&ﬂﬂ????
_ N [ 1S T o [ N e S AN N S P
i L Lo g (S NN PN PN N [N I R
mm?% M??n?????????ﬂ?
3| ohele| ST 13 ﬁ%m g
I B F Lo L RLRERE g
N IEEEEEEEEEEEREEC R
w|E . o o7 o4 < oY S U &Y &9 o M 5
SR BEENERBEREEER
HEREEERREE R REEERERE




Desai' COllege, RaiCh-ur;oam;euB!s .

3

University,

Laxmi Venkates

s

24N3eu

0

Affillated to GSHHEA

aburagi & Re-Accredited by NAAC with B Grade

Attendence Sheet

|edpuiid Jo aineudis

Department of Computer Science

7N NN NN SN NS NS R
9 o8 Ia|ajAdA el p A AR AR
b5 € |a|Aja]stios e [BNAF A Inliap B P
I N N P N N N N Y e [ e e e :
NN N N Y SNSEINER 8
Mw: % ?PP?W??Q??PPPR,@ w...wm
N T ([N N AN N N N S N S ) Y [ SN P £
mw_mm eM &AL Ao -6~ < 1B |l | a3 .ww.
mm‘amﬁ?b,???m.ﬁp????onbu? mmum.
Mm\ﬁn_ _ ?PQPP?P?P?P?P’D’? ..mp.&
[ 2 N S N 8 5 N N 2 N
mm:;a = <O alpde-o- o e-la & o [0 [ Tl -~
mmﬂmﬁ _ FPDPD;.D..D;H NN AN
m& . PN Y [ G e N A N Y Y
; - P T L e LY N NN NN
LM,EM ST P??P?@.?P&n???
g%vﬂWPﬂP?$P?P?PA
R P??????PP#?P
o,%\x _ [ e R (N N NN
R PPM&?P???PP?
o ot e e e S S [ [SA R
N 0
RN e g o s 23 N NS N O
EEE O B |Aee [A o [ [ &
£ .
T ?D.Dr?..ﬁb,??br????ﬂ
7 R 1 e el N Y
,@% mN#PP?P?ﬂ?PP????
NEZBE ??MP&????ﬂ??P??
AR [N e e o e Ve (K B N N
o Al o = o[ oo [ A Sl —
S T [l o b
TR o ==l o Ll EJ [N N
[4oF [ S [ o
T LSS IN NP NN
C..U g G
(2 nmh M mm%fa =
13 ECRINRR IIF | E
Elg g EEERSE WM R
§|23 MREEREN NSRS S
A A <N E
N RERERE = 2
,.m..w SKQJSQQWSW%QQ,,SMS g
S I B B B R R B B
CiEENEEREEREEEREEEER
HE: — o o 3wy 25 ey
g| & O 22%%%%% HM%W/KMJ:




Laxmi Venkatesh Desai College, Raichur

Affiliated to Gulbarga University, Kalaburagl & Re-Accredited by NAAC with B Grade

Attendence Sheet

|
|

Faculty Name: M,A.}QQ,Q{[M 1[ L1 ‘645

Department of Computer Science

Irdiocluctes, £ Compdiz £ O
2
0

'

P
P

e .Mv\m&ﬂm
bl'9|" oe

P[P
PP P

B

62

b

:14

PIP[? PP

b|¢

L

PIPIP[PIP

Q3,

o]\

92

3\e

St

3%,

ve

A PIPLRI PIPIPIP]

TTE2

PP PIPIPIPIP P

A

PRINCIP

854

AY 1P [P PIPP |PIBIA

i

P[P 1P| PIP| PlA [P[P[?

BIST

PP P[P | P D[ P|PIPIP|P
PIPIPIPIPIPIAPP PP

PIP|P| A

PPIPP P PIPRPIPIPIP|P

DIPIPP PIPIPR A P[P

PI? P PR

P[PPI [PlaIRIPPIPIPIPIP

P [P|P[A[P|P[P|PIP]P

3 (0%

‘ce Yoply |

Al

P| P[Pl D

PLPI PLPTPIPPP[A

m_m_

PIPIPIPIAIPIP|PI2 (P[P [PIP PR |PPIP

p——

851

P Pl#
PIP|@

3]

T

ot

99_oq 0B
O o R

=9
s

PIPIPP PP PIPIPIPIPIPl4|PIPIP

Ny
NS

IE

12

| N o = n O N 0] o

PlelpP P [aP[PIPIP[P|PIPAIPIPIP P PIP|?

P2 PIPP P22 |PI# PP IPIPIPIZIPIPIP PP [PIPIPIPIZ(PRP [PIP|#

PIPIP[P|AIPIP PP P PP P |PIP[PP

D Pl APIPIPIP|P|P A PPIP

TP P2 P P72 PFP [ PIPPIPIP Pl

P [? [PIP[PR PP PLAP7| PIPLAL 7P P

Ao P H APLPIP R P PR pPLPIP| 7| B

PP PLal APIPIPIPIPIPIPP|PIPIPIP 0

PP [P P[P P APPP

PP|¥|I T AT Y|P?PIP

Name of the
Student

& |r[P|P|PIZ P PP P PP PP PP IPIPIPaPP|Z|P|PIP|P|PIPIP P [P

S

wrmeieso,

IS A e PP

PR

Register
No

1993532

Class: £ /) -7 5¢,,| Course title:

Sl.No

UE 1923534| Susesls

U F he9359F mcdeky

U8 199359¢ | Sehana

S| |192353| |BhagyashudP [P | P| A[P|P[P | P|P| PIPIPIP]| AP[PIP|PIP P [P P|A]P
< 3 1932539 | Dadmandkic| P Y P[PPI P[P [PIPIT[P P P|P|P|P[A]4]P|a

so 192250 |hpsanabes

U9q 11933529

53

Sk 199353l ecbha

S5 liqa3534| 8lireess

26 [1a23526| Rajec

s Fieazs3a Tesappa . [PPP P[PPI PP 2P| PP APIPIPIPIP

S ¢ 1993433

9 |lg4353q | pPALr1atas
6 0 14 83540 Pavior.

Signature of Pr

U7LVLD. Collesge, |

Signature of HO

Signature of Facult
\ \



Laxmi Venkatesh Desai College, Raichur
Affillated to Gulbarga University, Kalaburagl & Re-Accredited by NAAC with B Grade

Attendence Sheet

.r_.w.u_ A8 A N N AN AR LA
g % |=xlafaale e (Al A
me. — e o la Jady AR
Y \.\ww_. A A aa A QA= -
mswm iad Gl G o S N N o 3
A G N N N N N Y S [ N 545
M%_\M ST PP?PD,F?D:PDIDJ JW\\\WWW
Mm i (/N O N = NN S VMMW
Ryl NN NP N NN N /N AT
N LN A NN NN D Pz
m%ﬁnP?PPnPPPEP B
E < B N N N N NN
3l I N N N S A N Y 5
ERT i e [ T N P N N R [ .
“9g oA s A ol [ oA >
1% o |AA S [<]an [Aa
wﬂw%& s alala]dpsa]ala |a]a -
@kas NN NG “
5| 1 T alalenSNalalT s
m. eQ %t: T AN gl AR | AlB o A R m
8 how,,.ﬁm_ NS s
NN N NENNA ;
El 89 ¢ |[alalalaleleioalafal -
T B PN N P S A A S
N RN NSNS
e I s G N N N S N
NEERN N NN AER R
n&m_: NN NN R
§l€] € | k| |A]BA- [P pl
G RNNN A N S NN AR
v |~ & & B - | B |
R SSFCRFI LRI
PEREL B c
2 § : 3 :
(H I EERELERER :
ol el 5 &
1 A 5 31
3 SEESSEREEEE
ol g %?qﬁ;iﬂ%%&
T S yEgHs
il ey e Y [ PP Q
= oY 3 o~ | (9~
- %]\ 0] \g] ol o]0




Laxmi Venkatesh Desai College, Raichur

Affiliated to Gulbarga University, Kalaburagi& Re-Accredited by NAAC with B Grade

Department of Computer Science

Report of Certificate course

INTRODUCTION TO COMPUTERS AND OFFICE

Add-On course: TOOLS

Duration: 33 hrs

Started on: 01-08-2018

Completed on: 07-09-2018

Name of the faculty: M.A Kareem and MD llliyas
Total No of students admitted 70

Total No of classes taken 33

Total No of students benefited 70

There were 70 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. They can apply animation and transitions to slides.
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