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PREFACE 

 

 
Computer skill has been on high demand and an essential for 

teaching community in every respect of their profession and 

career development. These days no field is expected faster 

growth and advancement without the knowledge and utilization 

ofcomputer.Asitisknownthereisnotaskthatacomputercoulddowithef

ficiencyand accuracy. 

The impact and the spread of computer have been increasing day 

after day because of its competence caliber and economy. The 

advancement of a society or individual is vastly influenced by the 

usage of computer. 

 

In this regard, it is clear that knowledge of computers would 

definitely give faster and full development in every respect of life. 

 

 
M. Gopal 

Principal 

Government Degree College 

Bellampally 
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 “FUNDAMENTALS OF A COMPUTER” 
 

Name of the College Government Degree College, Bellampally 

Name of the Course “FUNDAMENTALS OF A COMPUTERS” 

Type Certificate Course 

Duration 45 Hours 

Eligibility Any I/II/III Degree Student 

Timing 3.30 pm to 4.30 pm 

Fees Free Course 

Year of introduction of Course 2022-23 

Commencement 
From24-11-2022to03-02-2023 

In take capacity/No. of Trainees 
 

40 members 

Introduction/Course Objectives  Know basic computer operations 
 Understand basics of computer software 
 Introduce text processing and spreadsheet 

programs 
 

Course outcomes/Benefits of the 

course 
 Demonstrate Problem-Solving Skills 

 Utilize Web Technologies 

 Apply basic Network Principles 

 

 

Curriculum design The curriculum is designed in 3modules(chapters) 
Syllabus  

Chapter1:Operating System 
 
Chapter 2: Ms-Office 

Chapter3:Internet/Browsing 
 

 

Name of the Course Coordinators K.Rama Raju  Lecturer in Computers 
Ch. Mallesh Lecturer in Computers 
T. Suman TSKC Mentor 
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COMPUTER COURSE–SCHEDULE 

SL.NO DATE TIME TOPIC NAME THEORY/PRACTICAL

1 24-Nov-22 3.30 pm to 4.30 pm Introduction of a computer/ History of a Computer Theory

2 25-Nov-22 3.30 pm to 4.30 pm Evaluation of computer/ Generation of a computer Theory

3 26-Nov-22 3.30 pm to 4.30 pm Characteristic/classification of a Theory

4 28-Nov-22 3.30 pm to 4.30 pm Block diagram of computer/ Types of a computer Theory

5 29-Nov-22 3.30 pm to 4.30 pm Input/output Devices Theory

6 30-Nov-22 3.30 pm to 4.30 pm Memory Devices/ Hardware tools Theory

7 1-Dec-22 3.30 pm to 4.30 pm Showing Elements of computer Theory

8 2-Dec-22 3.30 pm to 4.30 pm Functions of a Operating System/types of OS Theory

9 3-Dec-22 3.30 pm to 4.30 pm DOS Theory

10 5-Dec-22 3.30 pm to 4.30 pm Practice internal commands Practical

11 6-Dec-22 3.30 pm to 4.30 pm Practice External commands Practical

12 7-Dec-22 3.30 pm to 4.30 pm Windows Practical

13 8-Dec-22 3.30 pm to 4.30 pm Control Panel/Accessories Theory

14 9-Dec-22 3.30 pm to 4.30 pm Start menu explain Theory

15 12-Dec-22 3.30 pm to 4.30 pm Practice of OS Practical

16 13-Dec-22 3.30 pm to 4.30 pm Explain Ms-Word Theory/ Practical

17 14-Dec-22 3.30 pm to 4.30 pm Menu bar Theory/ Practical

18 15-Dec-22 3.30 pm to 4.30 pm Tool bar Theory/ Practical

19 16-Dec-22 3.30 pm to 4.30 pm Create a new Document Practical

20 17-Dec-22 3.30 pm to 4.30 pm Edit Options Practical

21 19-Dec-22 3.30 pm to 4.30 pm Mail merge practice Theory

22 20-Dec-22 3.30 pm to 4.30 pm Printing user data Theory

23 21-Dec-22 3.30 pm to 4.30 pm Creating Paragraphs/Letters Practical

24 22-Dec-22 3.30 pm to 4.30 pm small test on word Practical

25 23-Dec-22 3.30 pm to 4.30 pm Explain Ms-Excel Practical

26 24-Dec-22 3.30 pm to 4.30 pm Menu bar Practical

27 27-Dec-22 3.30 pm to 4.30 pm Tool bar Practical

28 28-Dec-22 3.30 pm to 4.30 pm Create a new work/spread sheet Practical

29 30-Dec-22 3.30 pm to 4.30 pm Edit Options Practical

30 31-Dec-22 3.30 pm to 4.30 pm Analysis and takes Graphs,,charts Practical

31 2-Jan-23 3.30 pm to 4.30 pm Cell Formation and sorting Practical

32 3-Jan-23 3.30 pm to 4.30 pm small test on Excel Practical

33 5-Jan-23 3.30 pm to 4.30 pm Explain Ms-Power point Practical

34 6-Jan-23 3.30 pm to 4.30 pm Menu bar/ Tool bar Practical

35 7-Jan-23 3.30 pm to 4.30 pm Create a new presentation/ Edit Options Practical

36 9-Jan-23 3.30 pm to 4.30 pm Create a new presentation/ Edit Options Theory/ Practical

37 11-Jan-23 3.30 pm to 4.30 pm Create a new presentation/ Edit Options Practical

38 12-Jan-23 3.30 pm to 4.30 pm Create a new presentation/ Edit Options Practical

39 19-Jan-23 3.30 pm to 4.30 pm small test on Power point Practical

40 20-Jan-23 3.30 pm to 4.30 pm Explain Internet and browsing Theory

41 21-Jan-23 3.30 pm to 4.30 pm E-mail and Gmail creating Practical

42 23-Jan-23 3.30 pm to 4.30 pm Open SEO Theory

43 1-Feb-23 3.30 pm to 4.30 pm Advantages/Disadvantages of internet Theory

44 2-Feb-23 3.30 pm to 4.30 pm Functions of a Operating System/types of OS Theory

45 3-Feb-23 3.30 pm to 4.30 pm Exam Theory/ Practical

Course Syllabus

GOVERNMENT DEGREE COLLEGE,BELLAMPALLY
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Aims & Objectives of the course 

 

1. To introduce basic structure of computers 
2. To impart a basic level appreciation program for the common man 

3. To use the computer for basic purposes like preparing personnel/business 

letters, using the internet, generating e-mails, using internet banking 
services etc., 

4. To maintain individual accounts on computers, to browse information and 

to enjoy the world of Information Technology. 
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ATTENDANCE SHEET OF STUDENTS 
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Thecurriculumisdesignedin3 modules 

   Chapter1: Operating System 
 

Chapter 2: Ms-Office 

Chapter3: Internet/Browsing. 

 

 

PHOTOGALLERY 
 

 

 

 

                     Principal, Sri M.Gopal address the students on the inaugural session of the course 
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Dr.T.S.Praveen                                                                             IQAC Coordinator, Sri Dr.T.S.Praveen Kumar explains the students on the 

inaugural ceremony of the course 

 

 

 

 

 
Sri                                                               Smt.P.Sreelatha, Academic Coordinator encouraging the students in the inaugural session  
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Sri K.Rama Raju, Computer Faculty conducting the Certificate Course 
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Trainer Sri.K.Rama Raju,Teaching to Importance of Ms-Office and Internet. 
 



13 
 

 



14 
 

 



15 
 

 



16 
 

 



17 
 

 



18 
 



 
 

 

 

Program Outcomes 
 

1. Students will develop logical and analytical skills required in the 
present world of cut-throat competition and information technology. 

2. Students will acquire ethical and techno-sensitive skills. 
3. Students will adapt themselves according to the changing dynamics of 

the IT industry.  
4. Students will use knowledge gained for dissemination of computer 

skills for social awareness. 
5. It helps to bridge the gap between IT industries and institutes by 

incorporating the latest developments into the curriculum. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

Last day of Certificate Course and Distribution of Certificates to Students  
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