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

year.  
 

LIST OF VALUE-ADDED COURSES  

2017-18 

Sl.No. Name of Add on /Certificate programs offered 

1 Basic Computer, Typewriting skills & IT 

 

 

Curricular Aspects 
 

Key Indicator- 1.2 Academic Flexibility 
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SYLLABUS FOR OFFICE.'OS ORTENTED COURsE IN
DIPLOMA IN OFFICE AUTOMATION IN COMPUTER APPLICATIONS
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Nlax.Mks

Theory Practical

MS-Word, Ms-po nt rston 20071 3 Weeks i 10
M ersion 2007 3 Weeks

ERP 9 20
Title

Work with Windows Xp

lntroduction to Windows:

4 Weeks | 10

Starting windorvs, DeskTop. Task
removing, starting arrd quitting p

deleting, opening, f inrling, control
notepart, character ntap. enterlain

Bar, Start Up Menu, working with progranrs ancl iconsCdding,
rograms and ieons, Working with files and folders - Creating,
panel, setting, rxy computer. accessories and windows explorer,
ment and multinredia

(31
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lntroduction, internet sen,ices, feature:, getting connected. l.J!r'rv, rveb page, Net surfing, lnternet /
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Electronic Mail ;
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