
CERTIFICATE COURSE ON  
 
 
 
 

ICT - Certificate Courses 
 

( Office Automation Tools) 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

DEPARTMENT OF COMPUTER SCIENCE 
 

2021-2022 



From :         To 
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GDC-Narasannapeta.       Narasannapeta. 
 
 
 
 
 
 
Sub : Regarding to start certificate course on “ ICT Tools using Office Automation”. 
 

*** 
 
Respected Madam, 
 
 
I am Dr.P.Trinadha Rao, as  Computer science faculty in our college. This is regarding with conduct 

subject related certificate course  introducing for students benefits of our department on “ ICT Tools 

using Office Automation” the course duration should be  45 hrs. we are going to start in the Aca-

demic year 2021-2022 i.e  from 27-07-2022 to 05-08-2022.  

This is my humble request you to permit us for the establishment of above certificate course. 

 
Thanking you madam, 
 
 
 
 
           
           Yours sincerely  



 

 Department of Computer Science 
 
 

 Certificate course on “   ICT Tools using Office Automation –2021-22 . 
 
 
 
  
The faculty member of the department of Computer Science met in the principals chamber 

to discuss and review the conduct of the certificate course on “ICT Tools using Office 

Automation”  under the chairmanship of the principle  and the faculty of the depar-

ment on dated 22-07-2022. 

 
Agenda :  Starting of certificate course of  Degree All streams students. 
 
Resolutions : 
 
1. It is resolved to start the certiciate course titled “ICT Tools using Office Automation”   

from : 27-07-2022 to 05-08-2022.(45 Hrs) for the academic year 2021-2022. 

2. It is also resolved  to frame the syllabus, regulation for the successful completion of the  

certificate course. 

3. Enrolled  65 students  to this course 

4. Resolved to conduct classes at 4-5 pm  

5. Resolved to conduct exam after completion of the course and issue certificates to qualify 

candidate, 

6. Qualifying marks is 40% 

 



 

 Department of Computer Science 
 
 

CIRCULAR 
 
 
 
                Dt: 22-07-2022 

 

This  is to inform that the Department of  Computer Science is going to be conducted a subject   

related certificate course from date 27-07-2022 to 05-08-2022 for the students of all degree 

streams (BA/BCOM/BSC) on ““ICT Tools using Office Automation” . The students who 

are interested can enrol their names to concern departments on or before 25-07-2022. the 

duration of this course is 45 Hrs. The candidates who secure 40% of the marks in the                

examinations will get their certificate. 

Department of Computer Science  
Govt.Degree College  

 Narasannapeta 



 

ICT - Certificate Courses 
 

Office Automation 
 
 

 Course Objective        

 To help the students to understand how to format, edit, and print text documents and prepare for                  

desktop publishing.Students will be able to create various documents newsletters, brochures, 

making document using photographs, charts, presentation, documents, drawings and other 

graphic images.  

To work with the worksheet and presentation software. 

  SYLLABUS  
 

 
UNIT I: 
MS word: Word Processing – Features-Advantages and Applications- Parts of Word Window- 

Toolbar-Creating, Saving, Closing, Opening and Editing of a Document-Moving and Coping a Text

-Formatting of Text and Paragraph- Bullets and Numbering-Find and Replace - Insertion of objects-

Headers and Footers- Page Formatting- Auto Correct- Spelling and Grammar- Mail Merge- Macros. 

UNIT II: 

MS Excel: 

Features – Spread Sheet-Workbook – Cell-Parts of a window-Saving, Closing, Opening of a Work 

Book – Editing – Advantages – Formulas- Types of Function- Templates – Macros – Sorting- 

Charts – Filtering – Consolidation – Grouping- Pivot Table. 

UNIT III: 

MS Power point: Introduction – Starting – Parts-Creating of Tables- Create Presentation – Tem-

plates- Auto Content Wizard-Slide Show-Editing of Presentation-Inserting Objects and charts. 

UNIT IV: 

MS Access: Orientation to Microsoft Access - Create a Simple Access Database - Working with 

Table Data - Modify Table Data - Sort and Filter Records - Querying a Database - Create Basic 

Queries - Sort and Filter Data in a Query - Perform Calculations in a Query - Create Basic Access 



 

Forms - Work with Data on Access Forms - Create a Report - Add Controls to a Report -  

Format Reports. 

 

 Assessment Scheme  
 
 

 

 
 

 Internal Exam Scheme  
 

 

 

Internal Assessment 50 Marks 
External Exam 50 Marks 

Practical Assessment 30 Marks 
Record 10 Marks 
Viva-Voce 10 Marks 
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