R. T. E. Society’s

Arts Science and Commerce Degree College,
Ranebennur-581115

Criteria 1- Curricular Aspects

Key Indicator- 1.2 Academic Flexibility

1.2.1. Number of Add on /Certificate/Value added programs offered during the

year.
LIST OF VALUE-ADDED COURSES
2017-18
SI.No. Name of Add on /Certificate programs offered

1 Basic Computer, Typewriting skills & IT
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SYLLABUS FOR OFFICE JOB ORIENTED COURSE IN
DIPLOMA IN OFFICE AUTOMATION IN COMPUTER APPLICATIONS

MAX. MKS: 120

[Theory : 02 Hr.and Practical : 02 Hr. in a week each]

] : | | Max.Mks B
Title . Duration : |
" ; Theory ! Practical |
| Unit-1 | Working with Windows XP and Internet |2Weeks | 10 | 20 |
Unit-2 | MS-Word, Ms-Powerpoint [version 2007] | 3 Weeks | 10 | 20 |
 Unit-3 | MS-Excel, (Version 2007) [ 3Weeks | 10 | 20
Unit-4 | Tally ERP 9 B  aweeks | 10 | 20 |
Title ' |
Unit-1 | Working with Windows XP '
|
(1) Introduction to Windows: {
Starting windows, DeskTop, Task Bar, Start Up Menu, working with programs and Icons-Adding,
removing, starting and quitting programs and icons, Working with files and folders — Creating, %
deleting, opening, finding, control panel, setting, my computer, accessories and windows explorer, |
notepad, character map, entertainment and multimedia _f
(2) Introduction to Internet: i
Introduction, internet services, features, getting connected, www, web page, Net surfing, Internet / |
| Web browsing, Internet addressing, IP address, E-mail, URL, Internet protocol (TCP/IP), FTP, HTTP.
il : e , —
(3) Electronic Mail : ‘
Creating E-mail address, browsing, sending along with attachments like Word files, programe files E
etc., o A
(4) Search Engines : ;
Surfing — Searching the web, web index, meta searchers, yahoo, google. “Ii
Unit-2 | MS-Word and Powerpoint l
MS-Word: 1
Introduction to Word Processors, working with Toolbars, Formatting & Standard Toolbar, Working
with Menus, File Menu, Edit Menu, View Menu, Headers & Footers, Insert Menu, Clip Arts, Format :
Menu, Working with Fonts, Bullets & Numbering, Border and Sharing, Drop Cap, Change Case, Tools |
Menu, Spelling & Grammar, Mail-Merge, Table Menu, Table Autoformat, Working with Objects, |
Hyphenation, Autoformat.
Presentation Software :
Introduction to slide presentation, Uses / Applications of PowerPoint, starting MS-PowerPoint, |
Creating presentation, From AutoContent Wizard, from a template, from Blank presentation,
methods of viewing slide, Formatting toolbar, inserting a new slide in a presentation, outline
toolbar, entering and formatting text, Notes page, Applying new Design, Background to a|
presentation, master slides, including footers on slide, using Grid and Guides, Animated Slide ;
presentation, custom animation, transition between slides, slide show view options, including
motion pictures and sound, rehearsing the timing of slide show, hiding a slide, slide show menu
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CERT?F?CRTE COURSE IN COMPUTER TYPEWRITING SKILLS

Duration : 30 Hours.

Lesson 1: The eR : :i
Home Row Lesson 2: Keys E and I |
1.1 JTouch tvping basics L ; ’
2.1 New keys’ Eand ] 3 -5 mn. i
1.2 MNew kevs: Home row 3 - 8 min, s |
1.3 Understanding results 3 minr, . 2.2 QOptimized dyration 3 min. |
1.4 Key dril Besmin % gag  word g 3- 5 min. |
1.5 Tip: T NNg tests :
o5 i 2.4 Gentence drill 2~ 5 mun, |
1.6 Word drill 3 -5 min. i
2, Tip: Try the Sateliit
1.7 Paragraph dril 35 5 min, > Tip: Tey, . .

2.6 - Paragraph dnill 3 - Smin, i

Lesson 3: Keys R and U Lesson 4: Keys T and O

f 3.1 mea‘f; keys: Ry 3 <25 min, 41 Newkeys: TO 355 min.
| 3.2 word dril 3 - 5 min. 4.2 Word drill 3-5 ’nm i
3.3  Ergonomics 3 min. 4.3 Sentence drill 3- 5 min.
f .34 Senterce dril 3= 5 min, 4 Tip: Progress reports f
| 8.5  Paragraph drill 3 - 5 min. 4.5 Paragraph dril 3- 5 min,
|
‘ 3.6 Tip: Typing games 4.6 Text drll 3~ 5.min t
3.7 Text diilt 3+~ 5 min. s

Lesson 5: Capital letters and period

Lésson 6: Keys C and comma

! 5.1 New kevs; Shift A 7 5 min. : 6.1  New keys: ¢ | 3~ 5 min. !
| 5.2 Word drill 3- 5 mn. 6.2  Word drili 3 - 5 min

5.3 New key: Period 1 -3 mn. o Sentence drill 3 -5 mun. ‘1

A i

5.4  Gentence drji 3 & min, 6.4 Paragraph drill 3-8 mir ;

| 5.5 Tip: Typing chythm -~ 6.5  Tip: Check vour posture i

|

: 5.6 Paragraph driil 3-5mn 6.6 Text drit 3 - 5 min, 3

{ 5.7  Textaril 3~ 5 mun. }
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RTE Society’s

Arts, Science & Commerce College
RANEBENNUR -581 115

Thisiscertified that M

Has Successfully Completed all requirements for Completion of the

computertraining course in Basic (DOS, WINDOWS &MULTIMEDIA)

issue Date :
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RTE Society’s
Arts, Science & Commerce College
RANEBENNUR -581 115

Yk i,
f e
Re Accredites by

WRRE W Grwbe

2018-19

Thisis certified that Mr. )\ PRI A BRI B B L s
Has Successfully Comp! Lvirements for Completion of the

computer training course in MS O fjice (Word, Excel & PPT)

Issue Date :
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R.T.E.SOCIETY'S ARTS, SCIENCE & COMMERCE COLLEGE, RANEBENNUR
Computer Certificate Course :- Basic | T -2018-19

Name of the Candidate |
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COMPUTER CERTIFICATE COURSE:- M.5. OFFICE (M.5.Excel, PPT & Word) 2018-19
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