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Organizing Certificate Course on

MS-OFFICE and Essentials of INTERNET
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Start From
15-06-2018
30 Days

Registration Contact Details o

T. Ramamohan Reddy
Lecturer in Computer Applications
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K.H. GOVERNMENT DEGREE COLLEGE

DHARMAVARAM
DEPARTMENT OF COMPUTER APPLICATIONS

Office

AY -2018-19

Certificate Course in MS-OFFICE and ESSENTIALS OF
INTERNET |




K.H.GOVERNMENT DEGREE COLLEGEDHARMAVARAM.
Department of Computer Applications

Minutes of the Department meeting for the Conduct of Certificate Course in
MS-OFFICE and Essentials of INTERNET

Date: 12-06-2018

The Department of Computer Applications convened with the objective of launching a
Certificate Course in MS-OFFICE and Essentials of Internet, recognizing the significance of
providing students with practical knowledge, key concepts, and strategics essential for a
successful career in this dynamic field. Microsoft Office is a widely used suite of productivity
software developed by Microsoft, designed to enhance efficiency and facilitate various tasks
across different domains. The suite includes essential applications such as Microsoft Word
for creating and formatting text documents, Microsoft Excel for spreadsheet management
and data analysis, and Microsoft PowerPoint for developing multimedia presentations.

Additionally, Microsoft Outlook provides comprehensive tools for email
communication, calendar management, and task organization, while Microsoft Access
supports database management with robust features for data storage and analysis. Microsoft
OneNote offers a versatile platform for digital note-taking and organization. These
applications are integrated to work together seamlessly, promoting productivity and
collaboration. With cloud-based versions like Microsoft 365, users benefit from enhanced
features such as real-time collaboration and access to updates from any device, making

Microsoft Office a cornerstone of modern digital productivity.

Signature of the Faculty Members
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K.H GOVERNMENT DEGREE COLLEGE DHARMAVARAM

Department of Computer Applications

Proposal for the introduction of certificate course in MS-OFFICE and
Essentials of INTERNET

Date: 13-06-2018

From

T. Ramamohan Reddy

Lecturer in Computer Applications
K.H. Government Degree College
Dharmavaram

To

The Principal

K.H. Government Degree College
Dharmavaram

Sir,

Sub: Department of Computer Applications-Conducting a Certificate Course in
MS-OFFICE and Essentials of INTERNET-Permission sought-request regarding.

I Would like to request you to kindly grant me permission to run a 4 week certificate
course on MS-OFFICE and Essentials of INTERNET (A hands on training program in MS-
OFFICE) from 18-06-2018 onwards.

I also request you to kindly launch the Certificate Course.
Thanking you sir,

Yours faithfully,
T. Ramamohan Reddy
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DHARMAVARAM
DEPARIMENT OF COMPUTER APPLICATIONS
CIRCULAR
3 ‘ The  Department  of  Computer  Applications i conducting
certificate course in MS-OFFICE and Essentials of INTERNET for the students of all

strearms BA /1.Com / B.Sc. The Course commences from 15-06-2018, ‘The Duration of the
course 1s 1 month and there 15 no regastration fee,

Students will receive e-certificate upon successful completion of the course.

PRINCIPAL
Contact W
T. Ramamohana Reddy
9960356447 4 PRINCIPAL
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KL Gove, Degree College, Dhurmavarsm,
CERTIFICATE COURSEIN
; MN-OFFLCE and Essentiols of INTERNET

Academic yoar 2018-2019

- Conrze Ohjectivesy

1. Cortiticate: Course in- Mietosoft Offiee & Internet will holp stodents 1o broaden theis
cmplayment opportunities by proving skills in Microsoft Office andknowledge of working
with ntemet,

2 This course not only aims o provide them ability to use Mierosoft Office applications for
an-the-tab neads but also provides a valuable distinetion in entering higher edueation or
i the worktoree by promoting aeademic preparedness and an opportunity 1o develop skills
i which businesses need for work foree readiness,
l ! + Microsoft OMice is a suite of applications designed (o halp with productivityand
| completing commaon tasks on a computer, You ean ereate and edit documents containing

“ss

text and images, work with data in spreadsheats and databases, nnd erente presentations
and posters,
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Course Outcomes:

At the end of this course, the learner will be able to: Create and manage
. professional documents using Word. Analvze, manage and present data using

| Excel. Create and manage presentations using PowerPoint. The students will be
- able to:
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. Leam Microsoft Word from Beginner to Expert Level

Leam to Create a Professional Document Template

Lezm to do Professionzal & Advanced Document Formatting & Layout in
Microsoft Word

Leam to Create an Eve Catchy Presentation

Leam to Customize the PowerPoint slides

Learn Microsoft Excel from Beginner to Expert Level

Leamn the Mathematical Functions, Logical Functions, LOOKUP Functions,
Excel Sheet Auditing Tools and Data Consolidation in Excel.

Lzzm the use of Tables, Charts, Pivot Tables & Charts.
Lezm to Create Dashboards.
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Course Content
l)uraﬁon:40lunnm
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Module |

Content

Duration in Hours

Basic Computer  Concepts

Terminology, Computer  Tools

Environment

; : | 5 hours (Theo
Introduction to Computer, Computer ry)

g, - &
Utilitiecs, Working with the Windows

Module 11

MS Word: Introduction toMSWord,
Formatting page and Setting Margins,
Converting files to different formats,
Editing text documents ,Inserting Clip
arts, pictures, and other files ,Creating
tables, Sorting, Formatting & Editing
pictures, Grouping and Rotating

8 hours (Theory and
Practical)

|
Module 111

MS Excel: Introduction,Spreadsheet,
Spreadsheet addressing, Entering  and
Editing Data, Mathematical operations,
Formatting — Cell, row, column &
Sheet, Alignment, Font, Border &
shading, Functions

11 hours (Theory and
Practical)

Module IV

MS Power Point:
Opening new Presentation, Different
presentation templates, Setting
backgrounds, Selectin presentation
layouts Creating a presentation, Slide
Back ground,Slide layout, Adding
Graphics to the presentation,
Addingeffects to the presentation,
Effective Presentation

Introduction,

9 hours (Theory and
Practical)

e

Module V

Internet :Internet and its history,
InternetResources ,World Wide Web,
Online services, Intemet service
providers, Hypertext and hyperlinks,

Web browse .
Cookies, Search techniques, Viruses &

Virus protection

r, Favorites and Bookmarks,

7 hours (Theory)

pM -

Oogree College
L oyt Degres
K.H. Go egree G
D‘m:n;:z\u:uu.j 16
Anantapul (Ot

),-\\ e




\\

K.H.GOVERNMENT DEGRER COLLEG
*COLLEGE

t DIIARMAVARA\]
artme

nt of Computer Applications
List of Registered Students ; In Certi

ficate C
ourse j
Essentials of INTERNET -¢ I MS-OFFICE and
2018-2019
| —
Register Number \
:l; g Name of the Student Gro T
—tis »Fou H
1 190045035 ANANTHA ' nature
—— 5 Q '—\
2 [190045031 WMH‘WA\ I B.Com(CA) =
T3 | 190045036 m;/\lkumm\ I B.Com(CA) qu R
4 | 190045037 BANDI KU . _ 3Com(CA) _l?:__m.l mangX.
5| 190045038 SUAL KUMAR I B.Com(CA) g
6 | 190045039 — 1 BOGGU ANILKUMAR I B.Com(CA) 18- Eushal oma,
50; o : RS
7 [190045040 —— > YA SUBHASH CHANDRABOSE | 1 B.Com(CA) finil kumay
BOYA SUDARDSAN B Comrc
§ | 190045041 CHARAL] I B.Com(CA)
9 | 190045032 DAS S EYULY 1 B.Com(CA) aJr“wMu
10 | 190045042 DA}TJFY o AMIW I B.Com(CA)
] HARI KRISHNA | TB.Com(CA) | ;
11 | 190045043 Lom(CA) .-uq
12| 190045044 E:DEKULA AIEED IB.Com(CA) | > , KRI%ITD
550045023 GAITJ}:OLLA AKHIL KUMAR 1 B.Com(CA) E.A h'[ T
14 | 190045046 vy U BHANU PRAKASH 1BCom(CA) | & SR o Preteay
15| 190045047 e LARAI IB.Com(CA) | Gil. Duav |
16 [ 190045043 UDA TEJA (W) 1 B.Com(CA) [)\ 2 ja
— GUNTI ANVESH 1 B.Com(CA) _ ’
_17 190045049 JINKA - LOVe gl
T T To0035050 LA JAGADEESH 1 B.Com(CA) T Koo do g
oo K CHENNAKESAVA 1 B.Com(CA) 2 che— oL =4
550 145052 KANDLAPALLI NARASIMHULU __ | I B.Com(CA) ) _,::;. < l ?
L 045053 KATTUBADI RAGHAVENDRA 1 B.Com(CA) k. Do ==
-5 0045054 KATTUBADI RAJESH IB.Com(CA) |, Q‘“\@ﬁm‘mam
i 190045055 MADIGA LINGAMAIAH 1 B.Com(CA) |Y| L¥ngamaiah
B 90045056 PABBATHI MEGHANA (W) IB.Com(CA) | M[ABa volA
5 190045057 PAPTHI MADHURI (W) I B.Com(CA) 1’ MQ\W\U K
25| 190045058 PARNAPALLI HARI I B.Com(CA) Ly
26| 190045059 PULLALAREVU IB.C Ptz
.Com(CA)
57— MUTHYLAMMA(W) * o Hegudo—
> 190045060 PUTTA NITHIN KUMAR IB.Com(CA) | P MRS ket
o 190045061 RAMAVATH HARIKRISHNA NAIK | 1 B.Com(CA) 0. palir oo
20045063 RANGAM RANGASWAMY IBCom(CA) [Nz Sp,  ~ oo el
$ 190045064 SAKE NANDINI (W) [BCom(CA | < GoRioTal] @
i 190045065 SAKE NARAYANA SWAMY [BLom(CA) | S A)coobine ool
e 190045066 SHAIK DADA KHALANDAR [B.Com(CA) |4 pyspp RYALA- N DAY
] 190045033 SHAIK FAREEDA (W) 1 B.Com(CA) Y <:ad‘g f&
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190045034

SHAIK MUNNEERA (W)
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& 190045067 SIRIGINENI ARUNA IYOTHL (W) | LBCoen (D) 5, f“(m’\ "l T
36 | 190045068 SIRIYALA AMEER BASHA (RGN ] S \h,k‘ \Eo{
37 | 190045069 THIRUVEEDHRULA AMULYA IBCexC T, Rmolsa aa
(W) ‘ i e\ ]
38 | 190045070 U CHANDRASEKHAR LB.ComCA) harOAE KM
39 | 190045073 URUMALA B Com ) “"-L
PRASANNAKUMARI(W) L z WA e s
40 | 190045071 VARIMADUGU BABU MOFAN | TRCOmCA) |\ A dkia A0 Win
41 19003507?; VEERANALA NAGARAIU BCom €A Ty ot |
S| 190045062 RAMRAMPALLI PRAVEEN 1B Com(CA) B oyeia j_“.’ -
KUMAR YRR AR
43 | 190045051 KANDUAPALLI MURALL IBCom(CA | W pucaly A
X
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How well did the course ¢
Excellint cover e assemmml mmes WS OfSine”
Goad
Average

Poar

O 0 a

How effecuvely &d te e el
¥, course adiress The heses of dhe Imemnes and onh <
by & . amimz I0KT
Excellent

Goed
Average
Poar

How Wouldmmtetfzrmcmrsb:wmmmm I the subis m
o Excellent

O 000

a Good
o Avemee
o Poor - ‘ _
How M@Mm@:agﬁmﬁmsmﬁh@aﬁms;rm@dmgm
course?
o Excellent
o Good
o Average
o Poor ) . R
How engaging and mmews&:&ma:ﬁ\m,
o Excellent
o Good
o Average
H cnguqme the com':e;mﬁish (e.g. Bemdoui Jides. onfine resouroas)?
oW S
o Excellent
a Good
o Average
g matenals enhsno vour understanding of F the subject?
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H GOVERNMENT DEGREE COLLEGE,DHARMAVARAM
VIS -OFFICE AND ESSENTIALS OF INTERNET CERTIFICATE
COURSE(2018- -2019)
Participants Feedback Form

» Total Students: 43
» Excellent: 35

» Very good: 05

» Good: 03

, Feedback Analysis

=

m Total students
m Excellent
m Very good

m Good




K.H GOVERNMENT DEGREFE COLLEGE DHARMAVARAM

Certificate course photos (2018-2019)
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