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GOVERNMENT DEGREE COLLEGE FOR WOMEN 

(Affiliated to Satavahana University) 

JAGTIYAL 

Basic Computer Skills 

In- House Training Program 
From 17-03-201 To 17-04-2021 

Meaa) 

Sri S.Satyam SriMSriniyas Reddy 
Govt-RagpaP College for Women 

JAGTIAL, DIst. ( Lecturer in Computer 



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 to 17-04-2021 ,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 

uenece 

Sri. S.Satyam 
Sri.M.Srinivas Reddy 
Principal 

Principal Govt. Degree College for Women JAGTIAL, Dist. 

Lecturer in Computer 



File No.CCE-AC/GEN/82/2021-ACADEMIC CELL 

COMMISsSIONER OF COLLEGIATE EDUCATIOON 

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 

elangana 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: 

1. MS Word 

2. MS Excel 

3. MS Power Point 

4. Internet Browsing and email usage 

5. 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/Applications Faculty mem 

(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 

T 



File No.CCE-ACIGEN/82/2021-ACADEMIC CELL 

tat 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 O/o CCE by 15 April, 2021. 

(Orders of CCE obtained in the note file) 

Signature Not Verified 
Digitally signed by Ghanshym Date: 2021.03.16 14:39:0?1ST 
Reason: Approved 

For Commissioner of Collegiate Education 

To Principals of All GDCs in Telangana State. 
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23 GOVT. DEGREE COLLEGE FOR WNOMEN-JAGTIAL BASIC COMPUTER SKILLS ( BCS)-EXAM Name: has ai LaDesignation 2S 
Time: 1hour. 
Multiple choice questions Total 25 (20t5 paeuhic 9 20 Marks (T) 1.In which view Headers and Footers are visible 
A. Normal View B. Page Layout View C. Print Layout View D. Draft View 2. The space left between the margin and the start of a paragraph is called ( C 

19 TD 
A. Spacing B. Gutter C. Indentation D. Alignment 4(P) 3. Text-styling feature of MS word is 
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. 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( 
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.$A$1, $A$2, etc. 

8. In Excel, Rows are labelled as 
A. A, B, C, etc B.1,2,3 etc C. A1, A2, etc. D. SA$1, SA$2, 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 page is called( 

A. Browser Page B. Search Page C. Home Page D. Bookmark 

I) FILL IN THE BLANKS 

11. Page setup can be done using - - menu. 

12. Potaci nd Sca 
and --. are the two orientations that can be fixed in page set up 

13. Mistakes can be checked usingelling Che facility In Word 

14. To take a duplicate of a existipg file use Sa2e facility in Word 

TaLLis the default number of sheets in Exce 15. - 

16. e-mail means Electoavuic mal 

Kaht 
17. How Will Your eSign Look After Validation 

18. Can we perform editing on a draft? 

web Stte 
19. The site which stores web pages is called- rto 

20. The computer is identified by PAddxass 



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

2 
Name: Sohdzald Designation 2e agn ARIStasi_ 
Time: 1hour. 

Multiple choice questions 
Total 2322R)qIe | 20 Marks 

1.In which view Headers and Footers are visible 

18CT) A. Normal View B. Page Layout ViewC. Print Layout View D. Draft View 

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

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

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 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( 

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

7. In Excel, Columns are labelled as ( 
A. A, B, C, etc B. 1,2,3 etc C. A1, A2, etc. D.$A$1, SAS2, etc. 

A 

8. In Excel, Rows are labelled as B 
A. A, B, C, etc B.1,2,3 etc C. A1, A2, etc. D. $A$1, SA$2, etc. 

9. The process of transferring files froma 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 

L FILL IN THE BLANKS 

11. Page setup can be done using .agkeaaueoomenu. 

12,-P.2gtAalt. and Liamd2LACare the two orientations that can be fixed in page set up 

facility In Word 13. Mistakes can be checked using SA.luaa ch 

--- facility in Word 
14. To take a duplicate of a existing file useaa AS 

15. 
-- is the default number of sheets ip-Excel -

16. e- mail means eNe CAZaic n 

17. How Will Your eSign Look After Validation i9ht_C 

18. Can we perform editing on a draft? yeg 

19. The site which stores web pages is called CUChSAte. 

20. The computer is identified by -PAddES 
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GOVT. DEGREE COLLEGE FOR WOMEN-JAGTIAL 

BASIC COMPUTER SKILLS ( BCS )-EXAM 

Name: enlLLaa Desiznation LeedAss. 

Total2. 2cLP 20 Marks Time: 1 hour. 
D Multiple choice questions 
1.In which view Headers and Footers are visible 

CTD A. Normal View Page Layout View C. Print Layout View D. Draft View 

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

ACP) A. Spacing B. Gutter C. Indentation D. Alignment 

3. Text-styling feature of MS word is 

2 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. 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 

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.$A$1, SA$2, etc. 

8. In Excel, Rows are labelled as -3 

A. A, B, C, etc B.1,2,3 etc C. A1, A2, etc. D. SA$1, SA$2, etc. 

9. The process of transferring files from a computer on the Internet to your computer is called( 

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 

D) FILL IN THE BLANKS 

11. Page setup can be done using- Va ajau. menu. 

12.l zaikand and de the two orientationsthat cam 
13. Mistakes can be checked using 3.iv3 h word 
14. To take a duplicate of a existing file usea tS facility in 

15 hFL is the default number of sheets in Excel 

16. e-mail means /edSANic M 
17. How Will Your eSign Look After ValidationisltL_el)
18. Can we perform editing on a draft? g 
19. The site which stores web pages is caledebe.Iike

AddveS- 20. The computer is identified by-



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

Name::1BARA Designation 5/ TAK 
Time: 1hour 
D Multiple choice questions 

Total 2(20 t2 20 Marks 
1.In which view Headers and Footers are visible B 18 (T 

A(P 
A. Normal View B. Page Layout View C. Print Layout View D. Draft View 
2. The space left between the margin and the start of a paragraph is called( C 
A. Spacing B. Gutter C. Indentation D. Alignment 
3. Text-styling feature of MS word is 2 
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. 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( 

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

7. In Excel, Columns are labelled asL A 
A. A, B, C, etc B. 1,2,3 etc C. A1, A2, etc. D.SA$1, $A$2, etc. 

8. In Excel, Rows are labelled as 1 

A. A, B, C, etc B.1,2,3 etc C. A1, A2, etc. D. $A$1, $A$2, 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 page is called ( 

A. Browser Page B. Search Page C. Home Page D. Bookmark 

) FILL IN THE BLANKS 

PaakLayu 11. Page setup can be done using menu. 

12. nt and -are the two orientationsthat can be fixed in page set up 

13. Mistakes can be checked usine Pellima Check 
facility In Word 

Saue.A -- facility in Word 
14. To take a duplicate of a existing file use -

15. -----3 hDEL.is the default number of sheets in Excel 

16.e-mail means_ lectgouiL maul 

17. How Will Your eSign Look After Validationight ct 
18. Can we perform editing on a draft? eg 

19. The site which stores web pages is called Etg 

p Addaess 20. The computer is identified by 
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Certificate ID:17-04-2021/1 
TELAN 

Government Degree College For Women - Jagitial 

AMEMT 

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. 

Mniteo 
Sri.s.Satyam Sri.M.Srinivas Reddy 

Principal Lec.in Computer Science & Applications 

e eya 

WO 



Certificate ID:17-04-2021/2 TEL AN 
OLLLEG FOR 

RNMEN 

Government Degree College For Women - Jagitial 

DIST.Jagtial,TELANGANA 
(ACCREDITED BY NAAC) 

Lno9 
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 

Sri.M.Srinivas Reddy 
Principal 

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

Ce cdueo 
T 



TELANG OF OR WO cGE FO FRNMEN Certificate ID:17-04-2021/3 

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

109 

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. 

Sri.M.Srinivas Reddy 
Principal 

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

CreV ed - KjlauiM.

T05 33 



Month 

(M Name of the Teacher/Staff Member 
(With Father Name) 

Date 9 10 

| K. Bhaadra sxwi 
SsAsst:) 
2 TThoda 

FH 

CAst) 
Bk. kaikoiah 

CPee As 
4K Komudaiah 

CRec. Ast. 



Year TEACHERS ATTENDANCE REGISTER 

12 12 13 14 16 18 11a 19 20 21 22 23 24 25 26 27 28 29 30 31 

Principa
St. Degree College for Womar 

IAGTIAL Dist 
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