GOVERNMENT DEGREE COLLEGE FOR WOMEN
(Affiliated to Satavahana University)
JAGTIYAL

Basic Computer SKkills
In — House Training Program

F rom 17-03-201 To 17-04-2021
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Compliance Report
In —House Training Program
On
Basic Computer Skills

As per Commissioner of Collegiate Education Circular File No. CCE-
AC/GEN/82/2021-Academic Cell , Notice of Principal Dated 17-03-2021
In—house Training Program on Basic Computer Skills Conducted From
17-03-2021 To 17-04-2021 .

The Following Non — Teaching Staff identified for Training
1. K.Bharatha Laxmi - Senior Assistant
2. P.Tara - junior Assistant
3. K.Kanakaiah — Record Assistant
4. K.Komuraiah — Record Assistant

Training Program Scheduled 4.30 PM to 6.30 PM. Daily from 17-03-2021
- 1017-04-2021 , 1 Hour Theory class and 1 Hour Practical.

Computer Training Program is conducted by Department of Computer
Science and Applications By the Computer Faculty S.Satyam

Exam Conducted and Certificates are given to the Non- Teaching faculty

\

: hueae@s
! . -_—
Sri. S.Satyam Sri.M.Srinivas Reddy
Lecturer in Computer Principal
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File No.CCE-AC/GEN/82/2021-ACADEMIC CELL

COMMISSIONER OF COLLEGIATE EDUCATION
GOVERNMENT OF TELANGANA
PRESENT: SRI.NAVIN MITTAL, IAS.

CIRCULAR

Sub: Collegiate Education - Government Degree Colleges - One month
In-house Training Program on Basic Computer Skills for Teaching

and Non-Teaching Staff Members —Reg.

During the Virtual Meeting held on 15.03.2021 with Principals of GDCs in

Telangana State, some of the Principals have informed the Commissioner of

Collegiate Education that some of the Teaching and Non-teaching faculty
members of GDCs do not have the basic Computer knowledge which ultimately
leading to hindrance to the effective functioning of GDCs.

In order to efficiently maintain the Academic and Office Administration in all
GDCs, it has been decided to conduct One Month (30 days) training program
in Basic Computer Skills for the Teaching and Non-teaching faculty members
of GDCs, who are not well-versed or not equipped with Basic Computer Skills.

The training would cover the following components of Computer Skills:

. MS Word
. MS Excel
MS Power Point

Internet Browsing and email usage

voA W e

Usage of e-Office

Further, the Principals are instructed to identify the Teaching and Non-
teaching staff for undergoing Training and ensure that they should be given
proper training by the Computer Science/AppIicatiohs Faculty member
(Regular/Contract/Guest) of the respective colleges.

Prior to the identification of faculty members for imparting Computer
training, the Principals should get the undertaking signed from the faculty
members that they are aware of Basic Computer Skills and they would be able
to work on the above said applications as a part of their regular
Office/Academic duties. ;

In this connection, Principals are instructed to identify the Trainer and
participants and are directed to commence the training program from today

and complete the training program by 15 April, 2021 and ensure that all the
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File No.CCE-AC/GEN/82/2021-ACADEMIC CELL

Staff members are Computer Literates and are able to work on the above said
applications for effective and smooth functioning of the colleges. The training
should be given before or after the regular college timings covering two hours
Per day and the Principals should ensure that those who are undergoing
training should mark the Biometric attendance after 8 hours instead of the
regular 6 hours of College timings.

In view of the above the Principals are informed to monitor the training
Program and issue certificates to the participants after successful completion

of the training program and send compliance of the same to the 0/o CCE by
15 April, 2021.

(Orders of CCE obtained in the note file)

Signature Not Verified

Digitally signed by GRanshyhm
Date: 2021.03.16 14:39:0Z1ST
Reason: Approved N

For Commissioner of Collegiate Education

To Principals of All GDCs in Telangana State.
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GOVT. DEGREE COLLEGE FOR WOMEN — JAGTIAL - /
BASIC COMPUTER SKILLS ( BCS ) — EXAM o

Name: JC. Bl oty Logiomi 23 @@
A‘:, 3 A

Designation Sr . Dasy- L

Time : 1 hour, e

m Total 9.5 (20 '+~.ilmrack;(ﬁ) 20 Marks ('\_’)

L.in which view Headers and Footers are visible ( E, ) ¢ a

‘; 2:;’:;:::3'\1:5;)%@ Layout View.C. Print Layout View D. Draft View : I CL (,T )
etv-v/een the margin and the start of a paragraph is called { )

A. Spacing B. Gutter C. Indentation D. Alighment

3. Text-styling feature of MS word is

| 4
a (& _
A. Word Color B. Word Font C. WordArt D. Word Fill

4'./A number of letter that appears little above the normal text is called : ( [)r ) -~ ’)/_2
A. Superscript B. Subscript C. Supertext D. Toptext

—— —

5. What is the intersection of a column and a row on a worksheet called ? ( D ) /
>
A. Column B. Value C.AddressD.Cell

6. What type of clfrt will you use to compare performance of two employees in the year( E ) /
A. Column Chart B. Line Chart C. Pie Chart D. Dot Chart i

7. In Excel, Columns are labelled as S | A )/

A.A, B, C, etcB. 1,2,3 etc C. Al, A2, etc. D.SAS1, SAS2, etc.

8. In Excel, Rows are labelled as ( Q ) /
A. A, B, C, etcB.1,2,3 etc C. A1, A2, etc. D. $AS1, SAS2, etc.

9. The process of transferring files from a computer on the Internet to your computer is called( f* ) /
/ N s -

A. Uploading B. Forwarding C. FTP D. Downloading o /

10. A Web site's front page /main page is called ( )

A. Browser Page B. Search Page C. Home Page D. Bookmark 3
11) FILL IN THE BLANKS

' A
7 ;
11. Page setup can be done using ‘ CM{,)& [CU/\ i e menu.

N O( oc_
12. PO wf*zsm l’ andLM SCa are the two orientation/sthﬁ't can be fixed in page set up

~ollt Check ;
13. Mistakes can be checked using SP@”‘Mg C €”facmty In Wo

y) R
14. To take a duplicate of a existipg file use ,S@(, €. facility in Word

15 (/ Z) (177:'9’?& is the default number of sheetsin}ce{"

\
16. e- mail means El &C‘}’O’d v ¢ Nyail

— ' { g _,1
17. How Will Your eSign Look After Validation R’KL\% ‘“ /) a/

/ X
18. Can we perform editing on a draft?__ V%

- goh o ()
19. The site which stores web pages is called / s

i ‘ A
LA O %
20. The computer is identified by /P @ dd wass /




GOVT. DEGREE COLLEGE FOR WOMEN — JAGTIAL
BASIC COMPUTER SKILLS ( BCS ) — EXAM

Name: \4 :\QOW\MQ‘LD‘{/\’\ Designation 1D ¢ (’Ja’frj %9&@4’5& '

Time : 1 hour. Total 7.5 (20W2)x & P) \ 20 Marks
1) Multiple choice questions L P

1.In which view Headers and Footers are visible ( % g '/ )

A. Normal View B. Page Layout View C. Print Layout View D. Draft View g (,S‘ )
2. The space left between the margin and the start of a paragraphiscalled ( ~ ) - éy ( y )
A. Spacing B. Gutter C. Indentation D. Alignment / ‘
3. Text-styling feature of MS word is ( 'B

A. Word Color B. Word Font C. WordArt D. Word Fill /’ 'Lr)f
4. A number of letter that appears little above the normal text is called : ( A ) g

A

A. Superscript B. Subscript C. Supertext D. Toptext /

5. What is the intersection of a column and a row on a worksheet called ? ( D )

A. Column B. Value C.AddressD.Cell —
6. What type of chart will you use to compare performance of two employees in the year( B ) il

A. Column Chart B. Line Chart C. Pie Chart D. Dot Chart o

7. In Excel, Columns are labelledas ___ ( p\ / )
A.A, B, C, etcB. 1,2,3 etc C. A1, A2, etc. D.SAS1, SAS2, etc.

(R ¥
A. A, B, C, etc B.1,2,3 etc C. A1, A2, etc. D. $AS1, $AS2, etc.

9, The process of transferring files from a computer on the Internet to your computer is called( A )
A. Uploading B. Forwarding C. FTP D. Downloading / '

10. A Web site's front page /main pageiscalled ( C )

A. Browser Page B. Search Page C. Home Page D. Bookmark
1) FILL IN THE BLANKS

s/

8. In Excel, Rows are labelled as

11. Page setup can be done using P a9 e ----D-chgnu.

12. D 974‘”; "" £ and lﬁwé—-{-‘&\-é are tgtwo/onentatxom@n be fixed in page set up
13. Mistakes can be checked using Sf-d'-[ifllﬁ--u-l-efaocﬁty In v@d/ g

14. To take a duplicate of a existing file usév Sall %5 f/;acility in Word

/

15. Th <8 is the default number of sheetsi//Eﬁl

[}
~

16. e- mail means 2 NE il Banans. . PR sink

17. How Will Your eSign Look After Validation ( 0 9l J C,_.\N\(><
N, W B 7

18. Can we perform editing on a draft? yeg / /

19. The site which stores web pages is called coehside

20. The computer is identified by —L( (;\L(({ KJ’C'/Sﬁ : /




GOVT. DEGREE COLLEGE FOR WOMEN — JAGTIAL
BASIC COMPUTER SKILLS ( BCS )= EXAM

: J = !‘ 2 \IA_MA/\ DESi nation D_..)’ [ f‘f;{_\l— /‘Il ;Mﬂ
Tota ; ) ff’ A i 'j! \ 20 lVlaIkS
I ’(C{)Z)( ) - i ’4 :

Time: 1 hour.
1) Multiple choice questions

1.In which view Headers and Footers are visible ( E s

A. Normal View(®; Page Layout View C. Print Layout View D. Draft View ( ? ( T)

2. The space left between the margin and the start of a paragraph is called (e ) (

A. Spacing B. Gutter C. Indentation D. Alignment /
3. Text-styling feature of MS word is - B : )

A. Word Color B. Word Font C. WordArt D. Word Fill :
4. A number of letter that appears little above the normal text is called : ( A /

A. Superscript B. Subscript C. Supertext D. Toptext
5. What is the intersection of a column and arow ona worksheet called ? ( D ) / /

A. Column B. Value C.AddressD.Cell
6. What type of chart will you use to compare performance of two employees in the year( B )

A. Column Chart B. Line Chart C. Pie Chart D. Dot Chart d

7. In Excel, Columns are labelledas ___ ( A~ / )

A. A, B, C, etc B. 1,2,3 etc C. A1, A2, etc. D.SAST, SAS2, etc. b d

8. In Excel, Rows are labelled as ( ]3 ) / B
o

A. A, B, C, etc B.1,2,3 etc C. A1, A2, etc. D. $AS1, SAS2, etc.
9. The process of transferring files from a computer on the Internet to your computer is called( 4— )

A. Uploading B. Forwarding C. FTP D. Downloading /
10. A Web site's front page /main page is called ( - )
A. Browser Page B. Search Page C. Home Page D. Bookmark

I1) FILL IN THE BLANKS , y
Va Lasa (’M,L/menu.

11. Page setup can be done using -

@/b 'ﬁﬂé Z/fﬂ { Aénd Lat ncjii?%“@ﬁf orientations tat/n be fixed in page set up

13. Mistakes can be checked using =-Y-& LY 2 2 fggllt\/yn /
e of a existing file use SaV?. 4 =N

14. To take a duplicat acility in Word

15. m’&’f £ is the default number of sheets in Excel

16. e- mail means_f //’ clxAanic Mai/

17 HoanllYoureSngn LookAfterValldatlon /2 ,\f' L (‘%) a5

18. Can we perform edltlng on a draft? /
u ;
19. The site which stores web pages is called W géjﬁ of) LZC / '

| 20. The computer is identified by ? ﬂ LIZLZ,Bﬂé \ /




GOVT. DEGREE COLLEGE FOR WOMEN — JAGTIAL

BASIC COMPUTER SKILLS ( BCS ) — EXAM — r
— L o

Name: |- THAR B Designation Y- Bkt e Ky
Time : 1 hour. Total 2. ( / 20 + S (DY \ 20 Marks
1) Multiple choice uestions S e
1.In which view Headers and Footers are visible ( 2 )/ \ g} ( .
A. Normal View B. Page Layout View C. Print Layout View D. Draft View ) i )
2. The space left between the margin and the start of a paragraphis called ( )/ A /J( ( P)
A. Spacing B. Gutter C. Indentation D. Alignment
3. Text-styling feature of MS word is ( % ), A

A. Word Color B Word Font C. WordArt D. Word Fil |

4. A number of letter that appears little above the normal text is called : ( Av )/'
A Superscript B. Subscript C. Supertext D. Toptext

5. What is the intersection of a’column and a row on a worksheet called ? { D J
A. Column B. Value C.AddressD.Cell ,
6. What type of chart will you use to compare performance of two employees in the year( B ) /
A. Column Chart B Line Chart C. Pie Chart D. Dot Chart

7 In Excel, Columns are labelled as ___( A / )

A A B, C, etc B. 1,2,3 etc C. A1, A2, etc. D.SAS1, SAS2, etc.

8. In Excel, Rows are labelledas ______ ( E /)

A A, B, C, etc B.1,2,3 etc C. A1, A2, etc. D. $AS1, $AS2, etc. il
9. The process of transferring files from a computer on the Internet to your computer is called( A/ )
A./Uploading B. Forwarding C. FTP D. Downloading /

10. A Web site's front page /main page is called ( C_ )

A. Browser Page B. Search Page C. Home Page D. Bookmark
I1) FILL IN THE BLANKS /

PCUBL ,LO\A, @(d- ——

11. Page setup can be e using

12. PCF{'(”W.Q,L and %Z are the two orlentaw can be fixed in page set up

K
E?Ql\wxq Gchacmty In Word

13. Mistakes can be checked using

14. To take a duplicate of a e?g’file use
() mwee

15. is the default number of sheets in Excel
\ "
16. e- mail means ,g’/[QO+TaAA4 C ’vao.ﬂ

17. How Will Your eSign Look After Validation v K:d{nqt : Q*) %

18. Can we perform editing on a draft? \J?X / /
LJEOS/\‘}’Q

19. The site which stores web pages is called /
i< idenitif TP Addxess

20. The computer is identified by

Say e A’i facility in Word




Certificate ID:17-04-2021/1
Government Degree College For Women - Jagitial

DIST.Jagtial, TELANGANA
(ACCREDITED BY NAAC)

Certificate for In - house Training Program On Basic Computer Skills Course

This is to certify that Smt.K.Bharatha Laxmi , Senior Assistant , Govt. Degree College for
Women Jagtial , Successfully Completed In - house Training Program On Basic Computer Skills
Course Organized by Department of Computer Science and Applications , Government
Degree Coliege For Women - Jagtial Telangana,India ,From 17-03-2021 To 17-04-2021.

L e - e
Sri.M.Srinivas Reddy
Principal

Sri.S.Satyam
Lec.in Computer Science & Applications




Certificate ID:17-04-2021/2

Government Degree College For Women - Jagitial
DIST.Jagtial, TELANGANA
( ACCREDITED BY NAAC)

Certificate for In - house Training Program On Basic Computer Skills Course

This is to certify that Smt.T. Thara , Junior Assistant , Govt. Degree College for Women
Jagtial , Successfully Completed In - house Training Program On Basic Computer Skills Course
Organized by Department of Computer Science and Applications , Government Degree
College For Women - Jagtial Telangana,India ,From 17-03-2021 To 17-04-2021.

R 5a o e 75—'—’_
Sri.S.Satyam

Sri.M.Srinivas Reddy

Lec.in Computer Science & Applications Principal




Certificate ID:17-04-2021/3

Government Degree College For Women - Jagitial
DIST.Jagtial, TELANGANA
( ACCREDITED BY NAAC)

Certificate for In - house Training Program On Basic Computer Skills Course

This is to certify that Sri.K.Kanakaiah , Record Assistant , Govt. Degree College for
Women Jagtial , Successfully Completed In - house Training Program On Basic Computer Skills
Course Organized by Department of Computer Science and Applications , Government
Degree College For Women - Jagtial Telangana,India ,From 17-03-2021 To 17-04-2021.
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Srl S.Satyam Sri.M.Sriniva;Reddy
Lec.in Computer Science & Applications Principal
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Name of the Teacher/Staff Member

(o

L K. Bhooadha)cam

( Sy-Asst)

/ (I AJS-E.')

| Sweadme
Jsquiny fejsog
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(et |

(Rec. Asst )
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