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1.2.2 Number of Add on /Certificate programs offered during the last five years  

2017-18 

 

Name of Add on /Certificate programs 

offered 

Duration of 

course 

Number of 

students 

enrolled in the 

year 

Number of 

Students 

completing the 

course  in the 

year 

Hardware & Networking 60 86 86 

Entrepreneurship  30 30 30 

Laboratory safety rules and regulations 30 50 50 

Basics of Computers & MS-Office 30 Days 32 32 

MS-OFFICE 15 DAYS 18 18 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 



 

 

 

 

 

 



 

 

Entrepreneurship Enrolment list  

 

 



 

Laboratory Safety rules and regulations enrolment list 

 

 



 

 

 

 

 

 



 

 

 

 

Basics of Computers & MS-Office Enrolment list 
 

 

 

 

 



 

 



                                                                                                                                                                                                          

       

 
 

 

       PC Hardware & Networking Course Duration 80 hours 

ALLOCATION OF TOTAL HOURS FOR EACH CHAPTER: 

 

Sl No Chapter Theory in 

Hours 

Practical in 

Hours 

1. Introduction about computer 2 2 

2. Basic Networking concepts 6 10 

3. Introduction to various networking 
devices 

4 4 

4. Inside the PC 4 4 

5. Network basic and configuration 4 15 

6. Introduction to servers and network 

security 

10 15 

 30 50 

DETAILED SYLLABUS 

 

1. Introduction about Computer 

 Basics of computer 

 Organization of computer. 

 Software and hardware. 

 Input/output devices. 

 
2. Basic networking concepts, 

 Network topologies: 

 LAN, WAN, MAN, PAN, CAN. 

 Networking Model 

 The OSI model 

 TCP/ IP Model 

 Network adapters. 

 Introducing protocols. 

 Cabling and troubleshooting. 

 

 

 



                                                                                                                                                                                                          

       

 
 

 

 

3. Introduction to various networking devices: 

 Routers. 

 Switches. 

 Modems. 

 Hubs etc. 

 Wired and Wireless technology. 

4. Inside the PC: 

 
 Opening the PC and identification. 

 Study of different blocks, 

Assembling and disassembling. 

5. Network basic and configuration: 

 Setting IP addresses, 

 Sharing files and folders. 

 Network troubleshooting. 

 PING test, ipconfig etc. 

 
6. Introduction to servers and network security 

 Types of servers: 

 Files servers, 

 Email Servers, 

 Proxy servers etc. 

 .Basics of Internet and Intranet: 

 .Types of Internet connections: 

  Dialup, Broadband, Leased Line, Wi-Fi, Wi-

Max, 2G, 3G, 4G, WWW, E-mails, Search Engines, Social Networking. 

 Cloud application. 

 Audio-video Conferencing. 

 Voice over Internet Protocol (VOIP). 

 Recovery and backup. 

 Essential security measures. 

 

 

 

 



                                                                                                                                                                                                          

       

 
 

 

 

 

 



                                                                                                                                                                                                          

       

 
 

 



                                                                                                                                                                                                          

       

 
 

 

 



                                                                                                                                                                                                          

       

 
 

MALD GOVT DEGREE COLLEGE GADWAL 

DEPARTMENT OF PHYSICS 

NAME OF THE CERTIFICATE COURSE: MS OFFICE 

SYLLABUS 
 

Ms. Office course trains students how to use MS Office applications use in office work such as creating 

professional-quality documents; store, organize and analyze information; arithmetic operations and 

functions; and create dynamic slide presentations with animation, narration, images, and much more, 

digitally and effectively. 

Ms. word 

 Creating, editing, saving and printing textdocuments 

 Font and paragraphformatting 

 Simple characterformatting 

 Inserting tables, smart art, pagebreaks 

 Using lists andstyles 

 Working withimages 

 Mail Merge 

Ms. Excel 

 Spreadsheetbasics 

 Creating, editing, saving and printingspreadsheets 

 Working with functions &formulas 

 Modifying worksheets with color &autoformats 

 Graphically representing data : Charts &Graphs 

 Formattingworksheets 

 Securing & Protectingspreadsheets 

Ms. Power Point 

 Opening, viewing, creating, and printingslides 

 Applying autolayouts 

 Adding customanimation 

 Using slidetransitions 

 Creating Professional Slide forPresentation. 

Internet 

 Understanding how tosearch/Google 

 bookmarking and Going to a specificwebsite 

 Copy and paste Internet content into your word file andemails 

 learn with bestpractices 

                                                              

 



                                                                                                                                                                                                          

       

 
 

 

 

 

 

 

Report on Certificate Course:  

 The department of TSKC has conducted a certificate course on PC Hardware & 

Networking Course in 60 days duration. Students enrolled and attended to the classes 

regularly. Based on students attendance and their knowledge acquire we issued 

certificates for them. 

 All participants have been given certificates at the end of the course duration. 

This certificate course helps the students to enrich and enhance their “PC Hardware & 

Networking Course” in future employment.   

 

 

 

 

 

 

 

 

 

 

 



                                                                                                                                                                                                          

       

 
 

 



                                                                                                                                                                                                          

       

 
 

 



                                                                                                                                                                                                          

       

 
 

 

Report on Certificate Course:  

 The department of Mathematics has conducted a certificate course on Basics of 

Computers &MS-Office in 30 days duration. Students enrolled and attended to the 

classes regularly. Based on students attendance and their knowledge acquire we 

issued certificates for them. 

 All participants have been given certificates at the end of the course duration. 

This certificate course helps the students to enrich and enhance their “Basics of 

Computers &MS-Office” in future employment.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



                                                                                                                                                                                                          

       

 
 

 

 

 


