
 

                               

 
 

DEPARTMENT OF COMPUTER SCIENCE 
 

 

CERTIFICATE COURSE 

ON 

“MS - WORD”   

 

FOR COMPUTER SCIENCE STUDENTS 
 

 

ACADEMIC YEAR- 2022-2023 

[FROM  01-11-2022 TO 07-12-2022] 

 

 

 

 

No. Of Participants: 25 

 

No. Of Hours:  30                                                            Time: 9.00 am to 10.00 am 

 

 

 

 



 

                               

DEPARTMENT OF COMPUTER SCIENCE 
 

PERMISSION LETTER 
 

Date:   28-10-2022 

To 

The Principal, 
KNM GOVERNMENT DEGREE COLLEGE,  

MIRYALAGUDA, 

NALGONDA Dist.-508207 
 
Respected Sir,  

 

Sub:-  Department of COMPUTER SCIENCE - Seeking Permission to start Certificate 

Course in COMPUTER SCIENCE in our college Request-Reg. 

-o0o- 
 

We are the Department of COMPUTER SCIENCE would like to start Certificate Course in 

COMPUTER SCIENCE in our college for the academic year 2022-23 for the betterment of all 

COMPUTER SCIENCE students. 

 

Hence, I request you to permit me to start the Certificate Course on “MS - WORD FOR 

COMPUTER SCIENCE STUDENTS” for the above mentioned academic year. 

 

Thanking you sir, 

 Yours faithfully 
 

     
   Venkanna Sir 

      In-charge 

Department of COMPUTER SCIENCE 
 

 

 

 

 



 

                               

CIRCULAR 
 

Date:  29 - 10 -2022 

 

All the students are here by informed that we, the Department of COMPUTER SCIENCE 

planning to Start "CERTIFICATE COURSE ON MS - WORD FOR COMPUTER SCIENCE 

STUDENTS" for a period of 30 hours for this Academic Year 2022-23. The classes will be conducted 

during Zero hours that is from 9:00 A.M to 10:00 P.M (1 hours) on all working days. The Detailed 

scheduled will be intimated Soon.  Interested candidates may enrol their names with Sri. Venkanna Sir, 

Lecturer in COMPUTER SCIENCE on or before.31-10-2022. 

 

 
                                      
 
 

                                                                                                                                          
           In-charge                             Principal 

Department of COMPUTER SCIENCE 

 

 
 

I-B.Sc.(MPCs, MCCs) 

 

II-B.Sc.( MPCs, MCCs) 

 

III-B.Sc. (MPCs, MCCs) 

 

 

 

 

 

 

 

 

 

 

 



 
                               

DEPARTMENT OF COMPUTER SCIENCE 

Certificate Course on  
“MS - WORD FOR COMPUTER SCIENCE STUDENTS” 

Curriculum of the Certificate Course: 
 

Total Hours: 30 

Syllabus of MS Word Course: 

1. Learn To Create Your New Document. 

2. Learn How To Change the Page Layout, Background, And Borders. 

3. Edit Pictures and Shapes. 

4. Insert Clip Art and Images into Your Document. 

5. Learn About Paragraphs. 

6. Managing content. 

7. Links, Header, and footer. 

8. References. 

9. Mail Merge. 

10. Protecting Your Documents. 

 

 

 

 

                                                                                              
           In-charge                      Principal 

 

 

 

 

 

 

 



 
                               

MS - WORD FOR COMPUTER SCIENCE STUDENTS” 
Student Enrolment sheet: 2022-23 

 

 
 



 

           Students’ attendance sheet: 
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CERTIFICATE COURSE ON MS - WORD 

Resource Person: Sri. Venkanna Sir, Lecturer in COMPUTER SCIENCE  

Learning outcomes 

There is Some Very Useful Skill That We Get from MS Word Such As:- 

1. Creating templates. 

2. Text formatting. 

3. Textboxes. 

4. SmartArt. 

5. Apply pre-designed Styles and format text with fonts and colors. 

6. Mail merge permits you to, without problems alter one part of a document with specific 

records elements. 

7. Learn To Manage Documents. 

8. It enhances Your Creativity. 

-o0o- 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



                                

DEPARTMENT OF COMPUTER SCIENCE 

Student Feedback analysis on 

CERTIFICATE COURSE ON MS - WORD 
      Resource Person: Sri. Venkanna Sir, Lecturer in COMPUTER SCIENCE 

 

Sl.No Questionnaire Excellent Very 

Good 

Good Average Poor Total 

1 Syllabus frame 

work 

23 02     

2 Coverage of 

Syllabus 

21 02 02    

3 Course Methods 21 03 01    

4 Explanation of the 

topics 

24 01     

5 Interaction 24  01    

6 Doubts 

clarification 

22 01 02    

7 Teacher 

presentation 

23 01 01    

8 Interest 

Generation 

22 02 01    

9 Time Management 23 01 01    

10 Overall opinion 22 02 01    

 Remarks of the Principal  

 

 

 

           Principal 

 

 

 



 

 

                               

DEPARTMENT OF COMPUTER SCIENCE 
CERTIFICATE COURSE ON MS - WORD 

Certificate Course Summary 

 

 

1. Name of the course     : MS - WORD 

 

2. Name of the Course Coordinator   : Venkanna Sir 

 

3. Number of students participated:   : 25 

 

4. Number of students completed the course  : 25 

 

5. Number of hours taken    : 30 Hours 

 

6. Date of the course ( From – To)   : 01-11-2022 TO 07-12-2022 

 

7. No. of certificates issued    : 25 

 

 

 

 

 

 

 

 

 

 

 

 

 

                         
                 Course Co-ordinator       Principal 

 

 

 



 

DEPARTMENT OF COMPUTER SCIENCE 

Student Feedback Form 

CERTIFICATE COURSE ON MS - WORD 

 

Resource Person: Sri Venkanna Sir, Lecturer in COMPUTER SCIENCE 

 

Sl.No Questionnaire Excellent Very 

Good 

Good Average Poor Total 

1 Syllabus frame work       

2 Coverage of Syllabus 
      

3 Course Methods       

4 Explanation of the topics 
      

5 Interaction       

6 Doubts clarification       

7 Teacher presentation 
      

8 Interest Generation       

9 Time Management 
      

10 Overall opinion       

 

 

 

 

 

                                                                                                                

 Signature of the student 


