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NOTICE

All the students of the college are hereby informed that a training

programme on FUNDAMENTALS OF COMPUTER & MS-OFFICE for BA & B.Com

students will be conducted from Feb 15th to March t6'h 2Ot7 by Student Welfare

Sectio-n.,Students should take the benefit of the prggramme. lnteLested studeng.

can give their name to the Student Welfare Officer, Smt. Shobha S. Sajjan on or

before 08/0212017.

t

Date: 03102/2017

srt. sno#k. sajjan

Student Welfare Officer

Frin
S.H.A.S. Samiti's

Smt. K. S. JigalurArE
0r, ($mtlS. fd. Shesligiri Commerco

College for Women, Dharurad.

--- 
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Syllabus

Fundamentals of Computer & MS Office

Unit -I : Introduction to Computer

Definition of Computer ,Block diagram of computer CPU ,ALU,
Control Unit, Computer Memory, Input Devices, Output devices

& other devices.

Unit -II : Windows

Introduction to window, starting windows, Desktop ,Startup
menu, working with programs & icons. Working with files &
folders-creating ,deleting, opening, renaming files & folders. My
computer, My Documents, Recycle bin.

Unit -IU : MS -Word

Word processing SAil ,opening, creating, saving document, print
& print preview, find & replace, cut, copy, paste border &
shading, change case, bullets & numbering spelling & grammar
Mail merge, Table handling.

Unit -IV : MS-Excel

Spreadsheet, SAil, opening, creating, saving worksheet, print &
print preview, rows & columns, formatting worksheet,
charts/graphs.

Unit -V: MS-Power Point

MS-Power point, Slides, power point views, transition &
Animation build effects.

/ S.H.A.S. SamitPi- Smt. K. S. JigalurArts and
Dt, (Smt) S. M. ShoshgiriConmer0e

College for Worrnsm" Ds,arwad
*s-.
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Tlainer: Smt. Inclira Melamalagi,Principal: Dr. Rajeshwari V'Sali,

Convener: Smt. Shobha S. Sajjan.
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