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30 Hours Certificate Course

‘Certificate Course on Advanced Excel’

Date: 08.05.2023 - 22.05.2023
Organized by the IQAC, Saltora Netaji Centenary College
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COURSE MODULE

Name of the Certificate Course: Certificate Course on Advanced Excel

Duration: 30 hrs

Course Outcome: After successful completion of the 30 hrs certificate course, the
participants will be able to create, modify, save and print an excel worksheet.They will learn
the major aspect, functions and characteristics of such application software through both
theoretical and practical approach.

Part 1: The Excel environment
*  Navigating a worksheet
* Spreadsheet terminology
e Getting help
Part 2: Entering and editing data
* Entering and editing text and values
*  Entering and editing formulas
e Saving and updating workbooks
Part 3: Modifying a worksheet
e Moving and copying data
e Moving and copying formulas
* |nserting and deleting ranges, rows, andcolumns
e Cell comments
Part 4: Using functions
e  Entering functions
e  AutoSum
s Other common functions
Part 5: Formatting
s Text formatting
e Row and column formatting
¢ Number formatting
= Conditional formatting
s Additional formatting options
Part 6: Printing
e  Preparing to print
e Page Setup options
e  Printing worksheets
Lesson 7: Charts
e  Chart basics
Pie Chart
e Bar Chart
e The Trendline
e Donut Diagram
*  Star Diagram
Part 8: Basic Functions

s  Mean
e Median
* Mode

e SD




Mobile : 8967911896
Land Lune : 03241 273027

) SALTORA NETAJl CENTENARY COLLEGE

(Affliated to Bankura University )
COLLEGE CODE - 119

SALTORA, 722158, DIST.-BANKURA, WEST BENGAL
I-mal : sncc2l4@gmail.com

Website : www.salloranccollege.org

This is certified thatBULTI PRAMANIKhas successfully completed the Add-
on Course/Certificate course on “Certificate Course on Advanced Excel” held
from 08.05.2023 - 22.05.2023 (of 30 hours duration) conducted by the IQAC in

collaboration with the Department of English, Saltora Netaji Centenary College.
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This 1s to certify that.......

has successfully com pleted the training Course on....' 'BASICTR‘MN]NG ] OF

*Grade "A+" = 90 % and above marks in the aggregate.
*Grade "A" = 80 - 89 % marks in the aggregate.
*Grade "B" = 50 - 79 % marks in the aggregate.

*Grade "C" = 49 % and below marks in the aggregate.
Bisaagit-Miw.
PRINCIPAL / TI1.C. CHAIRMAN / PRINCIPAL
S.N.CC. (M.T.0)
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A Courge in Computer
Application

COURSE DURATION :- 150 Hours.

Scope of the Course:

Computer Education has occupied an important place in our
educational system and life of our country. It is the language
that continues to dominate the nation. Computer is an
electronic data processing machine in our daily life. The
present course will definitely help the students to achieve the
professional success.

Nl

Teacher-in-charge
Saliora Mataji Centenary v
p0.-Saltora, Dist.-Bankure

nliege




SYLLABUS

1. The Fundamentals of Computers

In second place in our basic computer courses list is a
program most suited for those with very limited or no
knowledge of computers. Through the Fundamentals of
Computers, basic skills such as identifying the different
computer hardware systems, using software applications,
and basic functions of the computer, internet, etc are taught.

2. Operating Systems

Be it Windows or macos, building a strong basic foundation
of the operating system you are using is very important
before learning any further skills. Offered through both online
and offline modes, this program offers a platform for
students to delve deeper into the theoretical and practical
aspects of OS. CPU scheduling and deadlock, memory
allocation, networking, and security are some of the major
areas covered under this course.

3. Microsoft Office

One of the most popular programs amongst the basic
computer courses list is Microsoft Office. Being adept with
software programs under Microsoft such as:

A. Microsoft Word

B. Microsoft Excel

C. Microsoft PowerPoint
D. Microsoft Outlook

E. Microsoft Access

Teacher-in-charge
Saltora Netaji Centenary College
pO.-Salict, Dist-Bankurd




SYLLABUS

4. Adobe Photoshop

For aspiring photographers who want to equip themselves
with photo editing skills, Adobe Photoshop is one of the most
sought-after programs from the basic computer courses list.
With tools focused on raster graphics and digital art, this
software is most useful in a graphics studio, film and fashion
industries, branding and marketing, etc allowing individuals
to unleash their creative skills.

5. Communication Using the Internet

Introduction to the Internet including E-mail, World Wide Web
(WWW), and how to perform basic research to address
company/business needs. Topics include accessing and
navigating the Internet, covering concepts, terms, tools, and
services such as Internet Service provider (ISP’s),
newsgroups, and chat rooms. Learn how to browse and
search the Internet successfully using popular browsers and
search tools. Prerequisites: Fundamentals of PC Use,
including Orientation to Windows, or equivalent experience.

6. FoxPro

FoxPro is programming language as well as it develops an
application development environment. It is also Database
Manager. It is also called Relational Database Management
System because of its various features.

It has various different tools which help in development and
design of applications in very easy way. It also provides
platform for new databases and to perform new tasks on
that databases.




Course Outcome

Basic Training in Computer Application

Upon successful completion of the program, you should have the skills to:

*  Work effectively with a range of current, standard, Office Productivity software applications.
Evaluate, select and use office productivity software appropriate to a given situation.

* Apply basic adult learning and assessment principles in the design, development, and
presentation of material produced by office productivity applications.

Demonstrate employability skills and a commitment to professionalism.

Operate a variety of advanced spreadsheet, operating system and word processing
functions,

Solve a range of problems using office productivity applications, and adapt quickly to new
software releases,

* Maintain quality assurance through critically evaluating procedures and results.

Teacher-in-charge
Saltora Netaji Centenary Cnliege
2.0.-Saltora, Dist -Bankura
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30 Hours Certificate Course

‘Certificate Course on Advanced MS Word’

Date: 08.05.2023 - 22.05.2023
Organized by the IQAC, Saltora Netaji Centenary College
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COURSE MODULE

Name of the Certificate Course: Certificate Course on
Advanced MS Word

Duration: 30 hrs

Course Outcome: After successful completion of the 30 hrs certificate course,
the participants will be able to create, modify, save and print an MS Word file.
They will learn the major aspect, functions and characteristics of such
application software through both theoretical and practical approach.

Main subject modules for our Microsoft Word Advanced course:

Part 1: Managing & Reviewing Documents - Using Comments - Tracking

Changes - Combining Multiple Versions of Documents - Creating an Outline. (5

hours)

Part 2: Working with Reference Tools - Table of Contents - References within a

Document - Creating a Bibliography - Index & Reference Tables - References to

Other Documents. (5 hours)

Part 3: Using Time Saving Tools - Using Language Tools - Inserting Pre-Defined

Text - Using the Navigation Pane. (5 hours)

Part 4: Working with Advanced Graphics & Objects - Inserting Text Boxes -
Inserting WordArt - Creating & Editing SmartArt - Using Building Blocks and

Quick Parts. (5 hours)

Part 5: Creating Tables in Word - Inserting Tables - Editing Tables - Formatting

Tables - Working with Table Data. (5 hours)

Part 6: Creating Equations & Charts - Working with Equations - Creating Charts

- Formatting Charts - Analysing Chart Data

Pﬁ“c‘ﬁf;naw College
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Mobile : 8967911856
Land Line : 03241 273027

b SALTORA NETAJI CENTENARY COLLEGE

| M (Affihated to Bankura Unrversity )
COLLEGE CODE - 119
SALTORA, 722158, DIST.-BANKURA, WEST BENGAL
L-mail : sncc214@gmail.com Website : www.salloranccollege.org

This is certified thatANNA GOPEhas successfully completed the Add-on
Course/Certificate course on “Certificate Course on Advanced MS Word” held
from 08.05.2023 - 22.05.2023 (of 30 hours duration) conducted by the IQAC in

collaboration with the Department of English, Saltora Netaji Centenary College.

I

Dr. K. K. Biswal
Principal
Saltora Netzji Centenary College
P O.-Sattora, Dist.-Bankura

Principal

Saltora Netaji Centenary College
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A Courge in Computer
Application

COURSE DURATION :- 150 Hours.

Scope of the Course:

Computer Education has occupied an important place in our
educational system and life of our country. It is the language
that continues to dominate the nation. Computer is an
electronic data processing machine in our daily life. The
present course will definitely help the students to achieve the

professional success.
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SYLLABUS

1. The Fundamentals of Computers

In second place in our basic computer courses list is a
pProgram most suited for those with very limited or no
knowledge of computers. Through the Fundamentals of
Computers, basic skills such as identifying the different
computer hardware systems, using software applications,
and basic functions of the computer, internet, etc are taught.

2. Operating Systems

Be it Windows or macos, building a strong basic foundation
of the operating system you are using is very important
before learning any further skills. Offered through both online
and offline modes, this program offers a platform for
students to delve deeper into the theoretical and practical
aspects of OS. CPU scheduling and deadlock, memory
allocation, networking, and security are some of the major
areas covered under this course.

3. Microsoft Office

One of the most popular programs amongst the basic
computer courses list is Microsoft Office. Being adept with
software programs under Microsoft such as:

A. Microsoft Word

B. Microsoft Excel

C. Microsoft PowerPoint
D. Microsoft Outlook

E. Microsoft Access
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Course Qutcome

Basic Training in Computer Application

Upon successful completion of the program, you should have the skills to:

*  Work effectively with a range of current, standard, Office Productivity software applications.

* Evaluate, select and use office productivity software appropriate to a given situation.

*  Apply basic adult learning and assessment principles in the design, development, and
presentation of material produced by office productivity applications.

* Demonstrate employability skills and a commitment to professionalism.

* Operate a variety of advanced spreadsheet, operating system and word processing
functions.

¢ Solve a range of problems using office productivity applications, and adapt quickly to new
software releases.

e Maintain quality assurance through critically evaluating procedures and results.

fincipal
Saltora Netaji Centenary College
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