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To Date: 29-05-2018
The Principal
Dakshin Kamrup Girls’ College
Mirza-781125
Kamrup

Sub: Application for approval of Certificate Course

Sir.,

This is to inform you that the Department of English is going to organise a Certificate

Course on Spoken English from 15-06-2018 to 15-07-2018 for the current students and

alumnae of the college. Hereby we request you to grant us approval for the same.

We are attaching the details of the course for your perusal.

Thanking you anticipation

Yours sincerely

on (Dr Ranj/z}x\ @ﬁﬁy&n)

s Y - HoD, Dept. of English
{6“’ Dakshin Kamrup Girls’ College
’ W « Mirza
¢!
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from class TlC 5% Sean_

in recognition of participatior in the

One Honth Course on Spoken English
From 15 June to 15" July, 2018

Organised by
The Dept. of English, Dakshin Kamrup Girls’ College, Mirza

W“y"'kq ot
Principal
(m» ' Dakshin Kamrup Girls €0 \\ege
Arghla Mirza-781125 ek~
HoD, English Prmcipal
Dakshin Kamrup Girls’ College Dakshin Kamrup Girls' College
Mirza Mirza
a0a4, Depry, of En gty M‘f
> K Sirle College R auw refie-
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NOTICE
25-10-2018

It is hereby notified that we are organizing a two-month
certificate course on Functional Computer Knowledge Course
from 01-11-2018 to 28-12-2018.

All interested students are requested (o register themse]yes at
the Computer Cell, Dakshin Kamrup Girls’ College, Mirza.

P nncn al
amlup (JlllS College,
irzy 781125

al\S] K.
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DAKSHIN KAIleUP GIRLS’ COLLEGE
Computer Cenire

Mirza, Kamrup, Assam
India- 781125

SYLLABUS FOR

Functional Computer Knowledge
Course

OBJECTIVE:

The course is designed to aim at imparting basic level training programme for the
students. After completion of the course the students will be able to use the computer
forbasic purposes of preparing his personnel/business letters, viewing information on
Internet (theweb),sendingmails,various internetbankingservicesetc. The objective of the
course is to empower the students in digital literacy and make them familiar with the
world of information technology (IT)-

Course Evaluation:Students will be evaluated on their cOmpetency in performing a variety ofhands-

) rtogrant
onexercwesthroughoutthecourse.Inorde

leteas = )
marksforacoursethesludentsmustbeabletocomp agsessmemexerusesforeach[nrtoflhe(‘ourseglv

rtic
enbytheinstructor, ThelnstructorwﬂlvalidateeaChpa Icipant’ sachievementonthecourseobjectivesby
letion,

i of comp
signingandawarding individualcertificates

(ks out f WHIh 60 markg s otted for pr

) : ical e ination and
The evaluation will be 100 ma actical examin: <

6715 10 Marks s allotted for |

, inat ~ -e. A student
20 marks is allotted for theory examir ass attendance

ctical + Class Ayq

. Pra nda i illepi petting @
securing minimum of 60% (Theory * eeilinee tieghle! for £

certificate.

%w
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Dakshin Kamrup Girls' College
Mirza-781125



Al S
DURATION: e il

=\ A
48 Hours.(Theory:thrs+PracticaI:22h,-5l+TUl ial:0ahrs.) \& };,"W:"'./'/
Who can enroll? orial: ' 81125 7
The course is open for all the interesteg candidate

Course Outline:

e Knowing computer: What is COmputer, Basic Applications of Comput_er; Components
ofComputerSystem,CentraIProcessingUnit(ch)’VDu,KeyboardandMouse,Othermput/outputDe
vices,ComputerMemory,ConceptsofHardWareandSOftware;conceptofComputing, Data and
Information; Applications of IECT; Connecting keyboard, mouse, monitorandprinter toCPU
andcheckingpower supply.

2. Operating Computer using GUI Based Operating System: What is an Operating
System;Basics of Popular Operating Systems; The User Interface, Using Mouse; Using right
Button of theMouse and Moving Icons on the screen, Use of Common Icons, Status Bar, Using
Menu andMenu-selection, Running an Application, Viewing of File, Folders and Directories,
Creating andRenaming of files and folders, Opening and closing of different Windows; Using
help; CreatingShortcuts, Basicsof 0.5 Setup; Commonutilities.

3. UnderstandingWordProcessing:WordProcessingBasics;OpeningandCIosingofdocumentS;
Text creation and Manipulation;  Formatting  of text;  Table  handling; Spell
check,languagesettingandthesaurus; Printingofworddocument.

4, UsingspreadSheet:BasicsofSpreadsheet;ManipulatiOnofcells;FormuIasandFunctions;Editingof
SpreadSheet, printingof SpreadSheet.

5. Introduction to Internet, WWW and Web Browsers; Basic of Computer networks;
LAN,WAN;Conceptoflnternet;Applicationsoﬂnternet;COnnectingtointernet;WhatisISP;Knowing
the Internet; Basics of internet connectivity rela.ted trOubleshooting, World Wide Web;Web
Browsing softwares, Search Engines; Understanding URL; Domain name; IP Address; Usinge-
governancewebsite )

6. Communications and collaboration: Basucrs of electronijc mail;
account;Sending and receiving emails; ACCESSING sent empqjjs,
collaboration;Instantlvlessaging; Netiquettes.

7. MakingSmaIIPresentation:BasicsofPFESE_”tatlonSOftWare;CreatingPresentation;P
ndPresentationofSlides;Slide Show;TakingprmtoutSC')fpre‘sentation/handouts,

8. Financial Literacy for Banking Scheme and ggﬁ;?atmm: Why savi
in a bank, Banking products-ATM card, Yourncg 'nstrumemS-Cheque,
(DD),Banking Services Delivery Channels, Know Ustomer (kyc),

s,Bank’sseryiceac i !
anddocumentsrequired,TypeSOfban|<accoun,:/|antri Jan Dhc:s':d_Udmgfemlttances,loan,mobile
banking, Overdraft, Pension etc. pradhansocial S N Yojana (PMJDY),password security
and  ATM  withdrawal, Insurance,

Schemes-Atg) - ,
. SBY),Pradhan . al  Pension Yojana
(APY),PradhanMantrisurakshaBimaYojana(PM Mamr”ee"’anJVotiBimaYOjana(PMJJB

Y).PradhanMantriMudra Yojana (PMMY)'

Getting an email
Using Emails; Document

Demand Draft
Opening of bank account

DETAILEDSYLLABUS

1. KNOWINGCOMPUTER /—\\
1.0 P

Introduction
\
: Principa 2 Page2
Dakshin k5 9

1.1 Objectives
1.2 WhatisComputer?
. £5,09 oy
mrqulrIs'College' =
|rza-781125




1.3

1.4

1.5

1.6

1.7

1.8
19

1.2.1 BasicApplicatio‘nsgfcomputer
ComponentsofComputerSystep,

1.3.1 CentraIProcessingUnit

1.3.2  Keyboard,mouse a

1.3.3 Otherlnputdevices

1.3.4 OtherOutputdevices

135 ComputerMemory
cOnceptofHardwareandSoftWare

1.4.1 Hardware

1.4.2 Software

1421 ApplicationSoftware
1.4.2.2 Systemssof[Ware
Conceptofcomputing, dataandinformation
Applicationsof IECT
1.6.1 e-governance
1.6.2 Entertainment‘
Bringingcomputerto life
1.7.1 Connectingkeyboard,mouse,monitorandpri_ntertoCPU

1.7.2 Checkingpowersupply
Summary

ModelAnswers

ndvpy

2. OPERATINGCOMPUTERUSINGGUIBASEDOPERATINGSYSTEM

2.0
2.1
2.2

2.3

24

2.5

2.6
2.7
2.8

Introduction

Objectives

BasicsofOperatingSystem

2.2.1 Operatingsystem

222 Basicsofpopularoperatingsystem (LINUX,WINDOWS)
TheUserInterface

231 TaskBar

232 Icons ;

233 Menu

2.3.4 Runningan Application
OperatingSystemSimpleSetting ’

24.1  ChangingSystemDateAndTime

242 ChangingDisplayProperties

243 To AddOrRemoveAwindowsComponent

2.4.4  ChangingMouseProperties

2.4.5  AddingandremovingPrinters

File andDirectoryManagement .

251  Creatingandrenamingoffi

Commonutilities

Summary

ModelAnswers

esanddirectoriag

3.0
3.1
3.2

3. UNDERSTANDINGWORDPROCESw/\

Introduction
Objectives
WordProcessingBasics

'
w Page3
Tine De
DakShinK naipal 109, w3

amiup Girls'College
I2a-781125




/46  ModelAnswers i

/ PLSSISTIN
/\\:‘b/ N o\
=/ s Ni=
/ 5. INTRODUCTION TO INTERNET Sl \\
LT (‘Q\{;G“ﬂ-" o
5.0 Introduction \%\\ ey,

5.1 Objectives . %}’&\/

5.2 BasicofComputerNetworks

5.2.1 LocalAreaNetwork(LAN)
5.2.2 Wide AreaNetwork (WAN)
5.3 Internet
5.3.1 Conceptoflnternet
5.3.2  Applicationsof Internet
5.3.3 Connectingtothelnternet
5.3.4  Troubleshooting
5.4 WorldWideWehb (Www)
5.5 WebBrowsingSoftwares
5.5.1 PopularWebBrowsingSoftwares
5.6 SearchEngines
5.6.1 PopularSearchEngines/ Search forcontent
5.6.2  AccessingWeb Browser
5.6.3  UsingFavoritesFolder
5.6.4 DownloadingWebPages
5.6.5  PrintingWebPages
5.7 UnderstandingURL
5.8 Surfingtheweb
5.8.1  Usinge-governancewebsite
5.9 Summary
5.10  ModelAnswers

TION
6. COMMUNICATIONS AND COLLABORA ON el

—_—

6.0 Introduction
6.1 Objectives
6.2 BasicsofE-mail

6.2.1  WhatisanElectronicMail
6.2.2  EmailAddressing
6.3 UsingE-mails .
6.3.1  OpeningEmailaccount
6.3.2  Mailbox:InboxandOutbox :
6.3.3  CreatingandSendinganew E-ma
6.3.4  Replyingtoan E-mailmessage
6.3.5  ForwardinganE-mailmessage
6.3.6  SortingandSearchingemails
6.4 Documentcollaboration '
6.5 InstantMessagingandCollaboration
6.5.1  UsingInstantmessaging
6.52  Instantmessagingproviders

_ 6.5.3 Netiquettes
6.6 Surnmary

6.7 ModelAnswers

\ \
| %% -
Prinei
Dakshin Ka mcipal 0,

MU Girls'College
2a-781125




7. MAK|NG SMALLP RESENTATloNS

7.0 Introduction f?j’ S Fo ‘
il Objectives /Q//( ’ \ %,
72 Basics ..;/\‘ ‘994 ) &
2. pemngAPoWerPoimpre \ﬂi’/’/
7.2.3  SavingA Presentation sentation
73 CreationofPresentation -
143al CreatingaPresentatj
[ Creatinga8|ankPresg:lL;::;‘gaTemplate
7.3.3 EnteringandEditingText
7.3.4 InsertingAndDeletingSlidac ; ’
7.4 Preparationof Slides Hngslides inapresentation
7.4.1  InsertingWordTableorAnExce|worksheet
7.4.2  AddingClipArtPictures
7.4.3 InsertingOtherObjects
7.4.4  ResizingandScalingan Object
7.5 PresentationofSlides
7.5.1 ViewingAPresentation
7.5.2 ChoosingaSetUpfor Presentation
7.5.3  PrintingSlidesAndHandouts
7.6  Slide Show
7.6.1 RunningaSlideShow
7.6.2 TransitionandSlideTimings
7.6.3 AutomatingaSlide Show
7.7  Summary
7.8 ModelAnswers
'
Principal 75 o 1
Dakshin Kamrup Giiis' Ccllege
Mirza-781125
Page6
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Course Name: Functigng Computer Knowledge Course
Programme Duy

- uration: From 01-11.2018 to 28-12-2018
'SL.No |Name of Roll No | Batepy

Programme
Students Year :
1T o = . = ’ ledee Conren ]
1 Sima Kalita I ; 2018-19 | Functional Computer Knowledge Course
T ——— ‘I— ._‘--“ T — e —— _M‘L-‘—-_\_\E—‘ - : T ——— \'\'S—h—_
2 Jinti Nath 2 1 2018-19 Functional Computer Knowledge Course
|
T T 3 ' 10| I ‘ﬁ,\ﬁ—“.—""_"
3 Lipika Thakuria 3 2018-19 Functional Computer Knowledge Course
1 Ao —e— 3 ﬁ—\\ﬁ\‘ = T a——
4 Anila Sarmah 4 | 2018-19 Functiona| Computer Knowledge Course
|
s T TRaee—eme—————— 1201819 |Functomaip————
8 Selima Begum 3 2018-19 Functiong] Computer Knowledge Course
6 ) Karishma Kali 7 2018-19 Functiong] Computer Knowledge Course
D —— . EEE—
7 Anushree Kalita 7 2018-19 Functiong Computer Knowledge Course
Uras o oE — -
S B T e E— i T Connire ot %~
8 Dipti Devj N 2018-19 Functiong Computer Knowledge Course
9 ] : - - -19 \—___\_
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Certificate ZO'VRﬁ%\hH\\, S %n\&o\ %\ of

Certiffisate of ca wletim

It is to certify that Miss §

has successfully completed her b\§&o§m§§§\%§é§@§

duration of ...Z2..... months in the year 22(8,.. , dated:

Seresieiiiiim sibiaiacrnivesess DEaring Roll No .....

A

Girls’ College Computer Institution. She has been placed in the grade .. Z......

We wish her success in life,

,?B\

Principal .

Dakshin Kamrup Girls’ Colleg¢, Z\v_.mwmx - 5%

Pnncipal [ = 55% & HHbove
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