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NA GOVERNMENT I
NABARIS NALGONDA.
TO
he Pﬂrl-:i:ﬂ"l-
NG College,
Malgonda
Rﬁ!ﬂzﬂ Sir,

. Degt. of COMPUTER SCIENCE- certificate course g
S OSOF | OFFICE  Undergraduste  students-seeu

permigsion- req.neg

FES 8 L)

With regards to the subject cited abowve SP.VenkataRamani

| to sta
ntract lecturer of this department come up with a proposa
;:rtl'luu course on certificate course on “MICROSOFT OFFICE" | am ha
with forwarding the proposal congisting of syllabus and Leaming Quioomi
far this course, This course 18 for 15 days and 10 Teaching hou
and 5 practical hours to the students

Hence | am requesting you to accord permission by start the sald course
this academic year.

Thanking you Sir.
ﬁxﬁ“"eﬂ} yours falthfully,
%:w]‘ M&F“Wﬁf—
' ank of Computer SA&7

‘I.il:‘lmﬂ-.f of Dert. 0f Compe "

Bl a it
— l._".-.r‘.-1'4||.11|-|'=r|l Cuslle £
m!Fllili = HﬂL‘I’.IiJI'IEA. -
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CERTIFICATE COURSE ON “MICROSOFT OFFICE™ TO
UNDERGRADUATE STUDENTS

CURRICULUM OF THE COURSE

| S.No. Name of the TOPIC | Days Teaching
| 1 |Fundamentais ' ' = ours
] HI:r_u_:l?l; s of computers and 1 2 Hours
2 | MS word | 1 1 Hours
[ 3 | M5 excal ' 2 | 2 Hours
4 | M5 power point = 2 2 Hours
5 | M5 access ) 2 2 Hours |
6 |Presentations by slides A 2 2 Hours
7 |Formulae in ms excel § 3 2 Hours |
8 | Creating spread sheets, word .' ours
L documents, slides l ’ "
Total 15 days 20 hours
WA] [-T. ﬂl- -l'_"nTI'-1'l"'"-'

i g -I'iT r""
JocArs Cursernrment Colloee

piund
‘.H:!Z:" ] pas ORLA,
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cOURSE OVERVIEW:

This course teaches that basic skills ﬁ:n- word proc

tre;ﬁng excel spread sheets, for building data ﬂ]ﬁ-rﬂ,
preparing presentation through the use of Microsoft O, 20
excel, access and power point programs. Word,

COURSE OBJECTIVES:
while participating in this course the leamer will be able to

+ To be proficient [n important Microsoft office programs.
% To be able to create documents for printing and sharing
* To be able to create and share presentations.

LEARNING OUTCOMES:

After Successful Completion of this Certificate Cowrse The learner will be gbs
to

Learmers will be able to clalm In profiency in word and power paint.
AbWity to work with textual information.

Abllity to do real workds entity programs

Control the sequence of the program and give logical outputs
Manage 1/0 operations in program

memory management can be handles here,

Learners wii be able to independently create professional ookl
documents and presentation

Understand the basics of handling mechanisms

» Learnes will famifiar with some advanced word and power pol
functions.
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NOTICE
08 February 2021

All the Students are here by Informed that the Department of
‘omputer scence going to start a Certificate Course on “MICROSOFT
JFFICE" from 97 February to 3™ March 2021. This Course aims to
snderstand the students in best documenting and presentation. Tt consists af
-5 teaching Hours and 5 practical hours' warking days without overlapping

vith your academic schedule. Oetailed Schedule will be shared with the
wiacted students,

Interested students are instructed te enroll your name for the course

It 5P, Venkata Ramana contract lecturer In computer sclence by 8™ march

FOZL.IF the enrolled students are maore than 90 those who enrofled first will
e Shortlisted,

o,
W,

-

Jepartment of Computer Science "ﬂﬂl‘J_Fll
yacharge of Dert. of Cimpnsr, Nagarjuna hﬁnlu
yapatjund Giursermment Cullepe flﬂl‘l-ll-.n] WALGOND,

L L T
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LIST OF STUDENTS ENROLLED
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