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Date : 4" Jan 2021

NOTICE
It is hereby informed to all the students of BA I Sem that Certificate
courses for the subject of Computer Literacy will be commencing from
11t Jan, 2021. Interested candidates can enroll their name to Prof. Kavya

Dharwad within 9t Jan, 2021 evening 4pm.
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COMPUTER SCIENCY,

CERTIFICATE COURSE FOR THE YEAR 2020-21
SYLLABUS

it 1 Introduction to Computer
Definition - Fundamentals of computer - Uses of computer -
Characteristics of computer - Classification of computers -

ations - Advantages and limitations of Computer.

Computer Gener
(10 Hrs)

Uit 11 : Hardware and soltware
Hardware and software - its examples - Hardcopy & soft copy -

Hardware - Motherboard = CPU - Input Devices - Output devices -

Primary & Secondary memory = Storage devices

Software - Types of software - Window based applications, MS Otfice

Introduction - Definition - Creating e-mail 1D - Sending &

receiving mails - Attaching files - MS Paint

Practical - M$ Office in detail
MS Word : Pamphlets, Advertisements, Word Art, Application Form

MS Excel : Salary sheet, Time table, Graphs & Charts

M$ Powerpoint : Creating PPTs, Applying animations, Sounds,

Background,
Designs and slideshow

Page Maker: {nvitation Cards, Visiting cards

__-—
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COMPUTER LITERACY

CERTIFICATE COURSE FOR THE YEAR 2020-21
TIME TABLE
This is to inform that the students who have enrolied for Certificate Course on

Computer Literacy must attend all classes according to the schedule.

Faculty : Prof. Kavya Dharwad

Day Time

Monday 4.30pm - 5.30pm
Tuesday 4.30pm - 5.30pm

HoD

Head Departmant Q1 Commercs
.1 €.oy's S.V.S. Beltubbi Arts & Com College
AL )

SAUND Kairatak)

Faculty
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COMPUTER APPLICATIONS

CERTIFICATE COURSE FOR THE YEAR 2020-21
COMPUTER LITERACY

The following is the list of students who have enrolled for Certificate Course on Computer
Literacy. They are informed to attend the classes as per the prescribed time table.

i SLNo. | Name

Aishwarya Dasagoudra
Aishwarya Bishtangoudra
Jyoti Gasti

Keerti Nagur

Khurshida Nadaf

Lalita Karigar

Lata Ningangoudra
Laxmi Patil ;
Maheshwari Dodwad I
Naveen Nagmakkanavar
11, Nazia Nadaf

1Z. Pooja Bhovi

13. Prakash Navalgund

14. Ravi Gorabal

15, Rajabi Bavakhanavar

16. Sagar Shamarayanavar
17. Savita Tannappanavar
18. Shashikala Mahendrakar
19. Shifa Mugat

20. Shivram Lamani

21, Shruti Kuri

22, Shweta Dinnimani

23, Siddappa Navalgund
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CERTIFICATE COURSE
MODEL QUESTION PAPER

(,.;_ 1. is a Microsoft Office Application.
B RBREDIG BHEFHD OZJOW
(A)MS Word (B) Java (C). C++ (D) Visual

2. Portrait and Landscape are
Breo® des® ) eRorE® Hew® Q)

(A) Page orientation  (B) Paper size (C) Page layout (D) All of the above

3. In MS Word we can insert
Q. . BEF 3G SRF T, ) FeOXWID?

(A)Picture (B) Graph (C) Table (D) All of the above

4. In MS Word alignments are available.
DTP. O TBEE VY e Zeenindd.

(A)2 (B)3 (C) 4 (D)5

5. In MS word the change case command has ___ options.
7 QT8 oFF. Sde 39 teors® gex® Rotddodn 83 F9AT

8 (A)Sentence case (B) Title case (C) Upper case (D) All of these

< 6. The extension of MS Word file Is
DEXF. 7. IS PR didats ___ SR,

(A) .DOCX (B) .TXT (C) .DOXC (D) .BMP

7. To change the size of the font, press Font option.
©30M% Mg LETHRED T wBodeeNeRTYTY .~ ———

(A)Size (B) Bold (C) File (D) Bold-Italic

8. COLLEGE is an example for ___case.
COLLEGE 2% — - $eari eotnzord end,

(A)Upper (B) Sentence (C) Toggle (D) Lower
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9, The page setup can be used to set
A et v cdeaad eedoleniaid.

{AWPage lavout (B)Margins (C) Both (A) & (B) (D) None of the 2bove

10. Pick the odd one out
TRIEY TIZ2ongRy #OX Bed IO

(A)Font (B) Size (C) Print (D) Bold

11. In MS Excel we can set the graph in o
o oxf odef O & ARV Y W/ ng.‘f;.*ﬁ DEohHRiscoEI:T.

(A)2D Dimension(gcinsd)  (B) 2D Dimension (C) Both (A )& (B) (D) None of the 2bove

12. MS Excel is called
SSFaxFofe Ry - 20D SoDDEs.

(A) Electronic spreads sheet (B) DBMS (C)RDBMS (D) Neone

13. The formula in excel start with
SgfRg Redn ______ decnd udopiessd.

(A)% (B)= (C)+ (D) None

14. The first cell in excel worksheet is labeled as
ogef oo bung denodt dorsn e

(A) AA (B) Al (C) Aa (D) AO

15. AVERAGE function is an example for
AVERAGE Fog=f ____ 2uf eomeadrdod=ng.

(A)Logical (B) Statistical (C) Mathematical (D) Financial

16, “Greater then” operator in MS Excel is represented as
ey 2y’ oot mh, AT Es ONF.OxF.FOIQY - S3RFON0S HDIRYDIS.

(A)< (B)> (O <= (D)>=
17. Ribbon contains tab.
157/ — Lﬁdffm
(A)Home (B) Insert C)View (D) All of these
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18, MS Excel 2007 files have the extension
AEF SR o0 811 plRoNOT LAY OIRTHID?.

(A).XLSX (3) . XLWZ (C) XLCM (D) .None
19, FIND function is an example for

FIND finction/gos - e ee e wgd  emEorciRhe,
(A)Logical (B)Statistical (C) Text (D) Financial

20, Pick out the odd one out

SVQRORROHGRY, Yok SR
(A)Cells (B) Row (C) Column (D) Chart

21, Example for database is
o4 ugRod Lo ewrRmd
(A)Students record  (B) Player record (C) Telephone directory (D) All of the above

22. MS Access is developed by
(A)Infosys (B)Microsoft (C) Apple (D) Oracle

23. In MS Access, FORMS are used to
SuF. onf, WERT FeTeniv evzoleert

(A)Edit the data (B) Store data (C) (A) & (B) Both (D) None

24. The following data type is not available in MS Access.
o VNS B3EY YROD) 25F, oxe, ugnaqad:miaug.
(A)Text (B)Data (C) Auto number (D) Both (A) & (C)

25, In MS Access calculation is performed by objects.
ond ., o, EREY BRANSIFRY o e e onoHBOT Snawrbd.
(A) Table (B)Query (C) Form (D) Report
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CERTIFICATE COURSE

Model Answer Sheet

1. is a Microsoft Office Application.
B~ &t;;e{@ex@eg VHEFPD OFAL

AAINS Wond (B) Java (C). C++ (D) Visual
2. Portrait and Landscape are
Tt e 2 tROTF X R
_\) Page orientation  (B) Papersize  (C) Page layout (D) All of the above

3. In MS Word we can insert
DI OXE T3 I IRFIT, WY ReORRIRD?

(A)Picture (B) Graph (C) Table _AD) All of the above
4. In MS Word alignments are available.
QPO F3IC 8Q - deedsinos.
(A)2 (B)3 KE)4 D)5
5. In MS word the change case command has ___ options.
OTE. DL FIC FQ theots® §exF KOO0 Bt SN
(A)Sentence case (B) Title case (C) Upper case /(D)' All of these

6. The extension of MS Word file Is
OTF. 7% SaE S oS dxoriodny . 8N,
(AT .DOCX (B) .TXT (C) .DOXC (D) .BMP

7. To change the size of the font, press Font option.
SEONY Mg L OECRCHRED R COBIRNERTHT e

(A)Size (B) Bold (C) File (D) Bold-Italic
8. COLLEGE is an example for ___ case.

COLLEGE @b - éeArf somemors und,
XU pper (B) Sentence (C) Toggle (D) Lower

At
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9. The page setup can be used to set
Rt Qi wa e, owRag eoBalaenxiaIg,

(A)Page layout (B)Margins ./(_G)'Both (A)& (B) (D) None of the above

10. Pick the odd one out
RRIEQ RORECTHRY, 204 0 30
(A)Font (B) Size _(eY Print (D) Bold
11. In MS Excel we can set the graph in
STF.2xF .23 3O 3 8UA SRNYY Y WT/38 BPcaxdevnan:.
(A)2D Dimension(scs®s)  (B) 2D Dimension (g)fBoth (A)& (B) (D) None of the above

12. MS Excel is called
SESES SRS o 20D s0oheRrdI.
}A)" Electronic spreads sheet (B)DBMS (C)RDBMS (D) None
13. The formula in excel start with
EFIOROIY _______ 2ooBr udoynetsd.
(A)% )&é (O ES (D) None

14. The first cell in excel worksheet is labeled as
2FF Soe bewsdQ denose eesn S

(A) AA (BYAI ©) A2 (D)AO

15. AVERAGE function is an example for
AVERAGE zo4s ____ 2§ sutesomasnng.

(A)Logical _(BY Statistical (C) Mathematical (D) Financial

16. “Greater then” operator in MS Excel is represented as
TeTEce iy 20w B, ATRE Es HTF.OF 803G ___tReed rhthdxma.

&< @y ©<=  (D)>=

17. Ribbon contains tab.
o r s B tn2F Loneoby,
(A)Home (B) Insert C)View pYAll of these
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CERTIFICATE COURSE OUTCOME REPORT

. CERTIFICATE COURSE
® o
“COMPUTER LITERACY”

Computer Literacy is the knowledge and ability to use computers and
technology efficiently. It helps to enhance efficiency, workflow and overall
experience within the workplace. In present days the use of ICT is spreading its
Impact in every field of life. It impacts significantly in the field of education to
make the learning process interesting as well as successful.

Computer literacy is considered as a very important skill to possess. In
today’s technologically advanced world, basic computer skills like typing are
becoming necessary in most professions. Employers want their workers to
have basic computer skills because their company becomes ever more

® dependent on computers. Many employers try to use-computers to help run

b’ their company faster and cheaper.

This certificate course aims to impart computer knowledge and give
students the opportunity to acquire in the traditional classroom. Computer
proficiency is increasingly in dispensable in every job sector. So our main
motto is to make students computer literate and efficient to face the

challenges in present competitive world.
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Certificate ‘ -
This is to certify that Mr/Miss _ Class® 3

ertificate Course in Computer Literacy for the Year

HoD Principal
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