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PRINCIPAL: Dr.VK] Prasuna DATE: 7.02.2022

M.Com,Ph.D
Department of Computer Science
2021-22
Certificate Programme in MS-Office
Curriculum
SYLLABUS
UNIT I:

Introduction: Computer Definition - Characteristics and Limitations of Computer Hardware— Generations of
Computer, Classification of Computers, Applications of Computer, Basic Components of PC, Computer
Architecture - Primary and Secondary Memories- Input and Output Devices- Operating System- Function of
Operating System-  Types of Operating System- Languages and its Types.

UNIT II:

MS word: Word Processing — Features-Advantages and Applications- Parts of Word Window- Toolbar-Creating,
Saving, Closing, Opening and Editing of a Document-Moving and Coping a Text-Formatting of Text and
Paragraph- Bullets and Numbering-Find and Replace - Insertion of objects-Headers and Footers- Page
Formatting- Auto Correct- Spelling and Grammar- Mail Merge- Macros.

UNIT III:

MS Excel:

Features — Spread Sheet-Workbook — Cell-Parts of a window-Saving, Closing, Opening of a Work Book —
Editing — Advantages — Formulas- Types of Function- Templates — Macros — Sorting- Charts — Filtering —
Consolidation — Grouping- Pivot Tab

UNIT IV:

MS Power point: Introduction — Starting — Parts-Creating of Tables- Create Presentation — Templates- Auto
Content Wizard-Slide Show-Editing of Presentation-Inserting Objects and charts.

UNIT V:

MS Access: Orientation to Microsoft Access - Create a Simple Access Database - Working with Table Data -
Modify Table Data - Sort and Filter Records - Querying a Database - Create Basic Queries - Sort and Filter Data
in a Query - Perform Calculations in a Query - Create Basic Access Forms - Work with Data on Access Forms -

Create a Report - Add Controls to a Report - Format Reports.
Learning Outcomes

Learners will be able to claim proficiency in Word and PowerPoint.

Learners will able to independently create professional-looking documents and presentations.

Learners will be familiar with some advanced Word and PowerPoint functions.

Learners will understand how to use Word and PowerPoint in a variety of professional,

educational, and personal situations '

MS-Office certificate course includes continuous practice, to make students ready with required skill for
employability in the job market.
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SCHEDULE

Duration —One
Hour per Day
(4 to 5 pm) SYLLABUS TO BE COVERED
Day | Basics & Hardware components of Computer
Day 2 Generations of a computer , Architecture of a computer
Day 3 Input /Output Devices & Memory Devices
Day 4 Operating System & Computer Languages
Day 5 MS-Word Features and parts of word window
Day 6 Toolbar, Creating, Saving, Closing, Opening and Editing of a
Document, Lab
Day 7 Moving and Coping a Text-Formatting of Text and Paragraph, Lab
Day 8 Bullets and Numbering-Find and Replace, Lab
Day 9 Find and Replace, Lab
Day 10 Insertion of objects-Headers and Footers, Lab
Day 11 Page Formatting- Auto Correct, Lab
Day 12 Auto Correct- Spelling and Grammar, Lab
Day 13 Mail Merge- Macros, Lab
Day 14 Features — Spread Sheet, Lab
Day 15 Workbook — Cell-Parts of a window, Lab
Day 16 Saving, Closing, Opening of a Work Book, Lab
Day 17 Editing — Advantages — Formulas, Lab
Day 18 Types of Function- Templates, Lab
Day 19 Templates — Macros — Sorting, Lab
Day 20 Charts — Filtering — Consolidation, Lab
Day 21 Grouping- Pivot Tab, Lab
Day 22 Introduction — Starting, Parts-Creating of Tables, Lab
Day 23 Create Presentation, Templates, Auto Content Wizard, Lab
Day 24 Slide Show-Editing of Presentation, Inserting Objects and charts, Lab
Day 25 Orientation to Microsoft Access, Create a Simple Access Database, Lab
Day 26 Working with Table Data, and Filter Records, Lab
Day 27 Querying a Database ,Create Basic Queries, Lab
Day 28 Sort and Filter Data in a Query , Perform Calculations in a Query, Lab
Day 29 Create Basic Access Forms , Work with Data on Access Forms, Lab
Day 30 Create a Report, Add Controls to a Report, Format Reports. , Lab
Day 31 Examination

Methodology followed

LInstruction 2. Interactive methods 3.Participative Learning 4.Learning by Doing

b
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PRINCIPAL: Dr.VKJ Prasuna
M.Com,Ph.D

DATE: : 7.02.2022

Department of Computer Science
2021-22
CERTIFICATE PROGRAME

Name of the Programme : Micro Soft Office
Duration : 31 hours

No of Students Enrolled : 25

Starting Date : 16.02.2018

Ending Date : 26.03.2022

Assessment Procedure

This certificate Program scheduled for 30 hours duration of teaching curriculum following
learner centric methods. After Completion of teaching of modules a test will be conducted with
60 minutes duration in the following Procedure .

Section | Nature of Questions Marks Alloted Total Marks
A 50 Objective Type Questions 1 mark each question 50
Total 50
Qualifying Marks 25

Grade A - ABOVE 80% OF Marks

Grade B+ - 70% to 80%

Grade B - 60% to 60% \

Grade C - 50% to 60% ALWM

R.R.D.S.Govt. Degree Collew

Qualifying Grade - C BHIMAVARAM-534 203




Department of Computer Science

07/02/2021

Resolution

The Faculty of Computer Science Department discussed in the Department of
computer Science to conduct certificate course for the academic year 2021-22.

It is resolved to conduct certificate course on MS-OFFICE for the Academic
year 2021-22 and enroll interested students of any programme.

- '
Faculty Members D?pér%%ﬁCLE‘ﬁ‘




RRDS GOVT. DEGREE COLLEGE

BHIMAVARAM-534202, WEST GODAVARI DISTRICT, ANDHRA PRADESH
(Estd. 1972 - Affiliated to Nannaya University - Accredited by NAAC)
‘ www.rrdsgdc.info mail: gdcbhimavaram.jkc@gmail.com Phone: 08816-223458 |

PRINCIPAL(FAC): Dr.VK] Prasuna
M.Com,Ph.D

DATE: 07.02.2022

To
The Head
Computer Science Department
RRDS Govt. Degree College
Bhimavaram
Sub: Conduct of Certificate Program 2021-22 - MS Office

In the view of value addition and enhancing skills of the students, accorded permission to
Department of Computer Science Department to conduct Certificate Course as per the
schedule and invite resource persons to deliver the content wherever necessary. A nd
instructed to give priority to Non Computer Science students.

N
R.R.D.8.Govt. Degree Colleye
RHIMAVARAM-534 202




Department of Computer Science

7.02.2021

All the students are here by informed that the department of computer Science is going to conduct the

certificate program on MS Office for 30 days.

The certificate program aimed at enhancing the knowledge and abilities in computer knowledge. Non
computer Science students can also register for the certificate courses on or before 16.02.2021 at computer

Science department.
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RRDS GOVERNMENT DEGREE COLLEGE,BHIMAVARAM
Department of Computer Science

2021-2022

Certificate Programme in MS-Office

Started From 16/2/2021

To 26/3/2022

Students Enrolled

Class &
S.NO|Name of the student Regd.No Group [Signature
1 |VSSKN Mallaiah 203126203019 [1BA |\/¢ s ] Mallas
2 |Adidala Asha Jyothi 203126203001 |IBA |AJJa\a Ao e
3 |Bommavarapu Sindhu 203126203003 |II BA Roco
4  |Dasari Ajay Kumar 203126203004 |IIBA | 0y, ASoy Ve et
5  |Pampana Sri Aswini 203126203014 |IBA ng\qmo@\n ng\m
6 |Manda Vijaya Pradeepthi 213126203015 [IBA  |M VRadecPUs
7 Pothuboyina Naga Gopi Raju |213126203017 I BA P.N.G. (Gop: Y Baju
8 |[Singidi Satish 213126203018 [IBA | S St
9  [Kolli Pavani 213126203009 |IBA | }. Pardnd
10  |Yeddu Gowri Mahesh 213126203024 |IBA (‘ M@g,ﬁ_
11 |A Poornima 213127102004 |1 MPCs |’
12 |P Sabhitha 213127102009 |1 MPCs | ° _q,,\ *, a
13 |V Hema Naga Durga 213127102011 |[IMPCs | \s "Honnﬂ (\\n,on Duxga.
14 |BKanchana 213127110015 _[1BZC | B kanglap
15 |B Sirisha 213127110016 |1 BZC el
16 |D Nirmala Kumari 213127110017 |IBZC [{N. 2w
17 |K Vijay 213127110018 |IBZC | K- V5o
18 [K Roopesh 213127110019 [I1BZC_| ¥ Ronpeih
19 |M Devi Supriya 213127110020 [1BZC | M Do e pnag
20 |M Harika 213127110021 |1 BZC o Al anilea
21 |N Mahalakshmi 213127110022 [1BZC  |N'Mouhulakshms
22 |B Likhita 213127102002 [1BZC_| B\ Y hi @:n
23 |B Bhagya Sti 213127102003 [1BCOM| 2 Rhar. .
24 |P Bala Sai 313127102013 |IBCOM| P. Ralads |
25 |GLS D Bhavani 213127102007 |1 BCOM _(?J m|

Degree College
BH'MAVARAM 534 202
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RRDS GOVT. DEGREE COLLEGE

BHIMAVARAM-534202, WEST GODAVARI DISTRICT, ANDHRA PRADESH
(Estd. 1972 - Affiliated to Nannaya University - Accredited by NAAC)

www.rrdsedc.info mail: gdcbhimavaram.jkc@gmail.com Phone: 08816-223458

PRINCIPAL: Dr.VK]J Prasuna
M.Com,Ph.D

DATE: : 7.02.2022

DEPARTMENT OF COMPUTER SCIENCE
Summative Assessment at the end of the Certificate Programme

For the Academic Year 2021-2022
Max.Marks:50 Time: lhrs

Section -A %
MS -WORD 50

Q.1. There can be many ways to insert page humber in a document. Which of the following lets you insert page
number? [A]

(A) Page number from insert menu (B) Page setup from file menu (C) Footnote from Insert menu (D) Botha &c

Q.2. Which is not data source component? [A] /
(A) mail merge toolbar (B) header row (C) data fields (D) data records

Q.3. Which of the following is not the part of standard office suite? [[D]
(A) Word Processor (B) Data base (C) Image editor (D) File manager

Q.4. Where can you find the Draw Table tool button? [ D] /
(A) Standard toolbar (B) Formatting toolbar (C) Drawing toolbar (D) Tables and Formatting toolbar

Q.5.Which of the following option in file put down menu is used to close a MS Word document? [%]/
(A) Quit (B) Close (C)Exit (D) New '

Q.6. You need to jump to the next column breaking current column right at the cursor position. How can you
break column? [C]
(A) Pressing Ctrl+Enater (B) Pressing Alt+Shift+Enter (C) Break command form Insert menu (D) Both b andc

Q.7. Superscript, subscript, outline, emboss, engrave are known as {BV
(A) Font styles (B) font effects (C) word art (D) text effects

Q.8. Shimmer, Sparkle text, Blinking background etc. are known as Lp])(
(A) Font styles (B) font effects (C) word art (D) text effects

Q.9.The feature of word that automatically adjusts the amount of space between certain combination of
characters so that an entire word looks more evenly spaced. What is that feature called? [C]/’
(A) Spacing (B) Scaling (C) Kerning (D) Positioning




Q.6. Special effects used to introduce slides in a presentation are known as ? [ g]x
(A) transition (B) effects (C) Custom animations (D) annotations

Q.7. Slide sorter can be accessed from which menu? [A ] /
(A) View (B)Edit (C)File (D)Insert

Q.8. To print power point presentation, press: [ Al /

(A) Ctrl+P (B) Ctrl+S  (C) Ctrl+Shift+P (D) Ctrl+A

Q.9. What would | choose to create a pre-formatted style? [A] /
(A) Format (B) Slide layout (C) Slide sorter view (D) None of above

Q.10. To edit a chart, we can[ B]
(A) Click and drag the chart object (B) Double click the chart object ~ (C) Triple click the chart object
(D) Click the chart object

MS-ACCESS

Q.1. Which of the following relation algebra operation do not required the participation tables to be union-
compatible? [{y] ?C
(A) Union  (B) Intersection (C) Difference (D) Join

Q.2. Which of the following is not a property of transactions? Bl
(A) Atomicity  (B) Concurrency (C) Isolation (D) Durability

Q.3. Relational Algebra does not have [[B] /
(A) Selection operator (B) Projection operato (C) Aggregation operators (D) Division operators

Q.4. Checkpoints are a part of [ (] /
(A) Recovery measures (B) Security measufes (C) Concurrency measures (D) Authorization measures

Q.5. Tree structures are used to stored data in [A]
(A) Network model (B) Relational model  (C) Hierarchical model (D) File base system

Q.6.The language that requires a user to specify the data to be retrieved without specifying exactly how to getitis

[B
(A) Procedural DML. (B) Non-Procedural DML.  (C) Procedural DDL. (D) Non-Procedw

Q.7. Precedence graphs help to find an AC14/AT11 Database Management System [A]
(A) Serializable schedule (B) Recoverable schedule. (C) Deadlock free schedule. (D) Cascade less schedule.

Q.8. The rule that a value of a foreign key must appear as a value of some specific table is called aV
(A) Referential constraint (B) Index (C) Integrity constraint (D) Functional dependency

Q.9. The clause in SQL that specifies that the query result should be sorted in ascending or descending order
based on the values of one or more columns is [
(A) View (B)Orderby (C)Groupby (D) Having

Q.10. What is disjoint less constraint? [ A] /

(A) It requires that an entity belongs to no more than one level entity set.
(B) The same entity may belong to more than one level.
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Students llst of Grades Obtained

Class &
S.NO|Name of the student Regd.No Group |Grade Obtained
1 V S S K N Mallaiah 203126203019 |II BA A
2 Adidala Asha Jyothi 203126203001 |II BA B
3 Bommavarapu Sindhu 203126203003 |II BA B+
4 Dasari Ajay Kumar 203126203004 |II BA €
3 Pampana Sri Aswini 203126203014 [I BA B
6 Manda Vijaya Pradeepthi 213 126203015 (IBA B+
7 Pothuboyina Naga Gopi Raju |213 126203017 (I BA A
8 Singidi Satish 213126203018 (I BA C
9 Kolli Pavani 213126203009 (I BA B
10  |Yeddu Gowri Mahesh 213126203024 |IBA B
11 |A Poornima 213127102004 |I MPCs B+
12 |P Sabhitha 213127102009 |I MPCs B
13 |V Hema Naga Durga 213127102011 |I MPCs A
14 |B Kanchana 213127110015 |IBZC B
15 |B Sirisha 213127110016 |IBZC B+
16 |D Nirmala Kumari 213127110017 |IBZC C
17 |K Vijay 213127110018 |I BZC B
18 |K Roopesh 213127110019 |[IBZC B
19 |M Devi Supriya 213127110020 |IBZC C
20 |M Harika 213127110021 |IBZC C
21 |N Mahalakshmi 213127110022 |[IBZC B
22 |B Likhita 213127102002 |[IBZC B
23 |B Bhagya Sri 213127102003 (I BCOM| B+
24 |P Bala Sai 213127102013 |{IBCOM A
25 |GL S D Bhavani 213127102007 |[I BCOM A
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