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From : To

Dr.P. TRINADHA RAO, The Principal

Department of Computer Science Government Degree College,
GDC-Narasannapeta. Narasannapeta.

Sub : Regarding to start certificate course on “ ICT Tools using Office Automation”.

kksk

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.

- v
Thanking you madam, P \%

Yours sincerely
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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.  Ttis 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. Itis 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%
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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.

P : Tﬁk\%

Department of Computer Science
Govt.Degree College
Narasannapeta
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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- MailMerge- 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
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Forms - Work with Data on Access Forms - Create a Report - Add Controls to a Report -

FormatReports.

Assessment Scheme

50 Marks

Internal Assessment
50 Marks

External Exam

Internal Exam Scheme

Practical Assessment 30 Marks
Record 10 Marks
Viva-Voce 10 Marks
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II-YEAR :: MS-OFFICE CERTIFICATE COURSE
Time: 2Hrs MODEL PAPER Marks: 50

Answer any S Questions: 5$x10=50M
1. Explain different parts of MS-Word-2010 window, with the help of a
diagram.
MS-Word-2010 QoS DNE 23mredadd Brd|(¢50 HsFOH0 DSBOH0R.
2. Explain the features of MS — Word.
MS — Word GBnE) ©& 572D Ded807506%.
3. Write steps about mail-merge in MS-Word.
MS-Word 5" onS-s00 HB0DS 93D grosrod.

4, Explain the various parts of the MS-Excel window with the help of the diagram.
B (05T ADOS MS-Excel OE TBNEL 2PN DSB0TI0R.

S. Explain important features of MS-Excel
MS-Excel G300 IS €57 0SB0 S0

6. Define function? Explain various categories of functions with examples.

HOE A DT ? DAST I N GBS DIB0I0H.
7. What is Chart? Explain different types of charts available in Excel.

QeI 0TIDEI?

D IS e00eTENS ) DV BT T DIDSIB0I 0.
8. Features of MS-PowerPoint.

MS-PowerPoint @ c5¢.
9. Write about how to create PowerPoint presentation by using a Template.

BIONE GHTITAOD DO ONOE BBoSHD DT HIRNOTTES’ T°OHOG.

10. Write about slide Transition and Custom Animation in PowerPoint presentation.

D8 2PON0E] (HBOTIASES QoG 3T IAS 0O EDeD
OIFPA A (HOOD) T°AHOR.
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LAB SESSION :

GOVERNMENT DEGREE COLLEGE

This is to certify that

Mr./Miss

studying has successfully completed certificate

course on “ Computer fundamentals and office tools ” for a during of
30 Hours from 20-07-2022 to 05-08-2022 conducted by the Department
of Computer science in Government Degree College Narasannapeta,

Srikakulam and obtained Grade

Course coordinator IQAC Coordinator Principal
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