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<~ Government Rani Suryamukhi Devi College, Chhuria
Dist.- Rajnandgaon (C.G.) Pin - 491558

Emarl 1D hhurtacollege@gmail.com Phoneb&Fax - 07745 ~ 2992173

ANNENURE - 11
VPP HEANTION FOYR CONIMTHEOPING VAT ADDED COIRSES

epartment tommeaerce
| 1L

VDetails of the Value Added Courses:
| ot the Value Added Courses:- Computer Basics
ob v atue Added Courses: (Theory/ Lab/ Lab integrated Theory/others)
lescrption Enclosure | enclosed - YES
Dus mctudimg Reterence: Enclosure 2 enclosed - YES
LoTarget audience: 25 seats in each Batch

semester (indicate it more than one)

5. Details of Faculty handling the course:
vame of the Faculty handling the Value Added course: Dr. Rajendra Sharma
ctanis including designation and expertise Enclosure 3 enclosed - NO
AU Aetalls
Name : Aashish Thakur (PGDCA)
Email 1D @ sonut6820@gmail.com
Phore No : 7974859483
Tentative Time Table including dates: 1 Batch from 11 Oct. 2021 & 2°¢ Ratch from 01
e 2021 Time - 03:40 PM to 04:46G PM
Cnternal assessments - Enclosure 4 enclosed - NO
posed of students opting for the course: To learn computer basics
OAC Minutes : Enclosure 5 enclosed - YES
vame and Designation of the Coordinator : Mr. A.K. Gour
Ematl 1D @ sgaur3498@gmail.com
Phone No : 8462925940
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Othice OfFthe Pring pal - Government Rani Survamukhi Devi College

Chhuria, Ranandeaon
Computer Basics

Value Added Course Conducted By Department of Commerce

Note Eac L has Equal Marks
~ O :I_.{ ; |
- Max. Marks 100
UNIT-I "
Introduction to Windows XPp. Introduction \Wha: is ‘.‘.'*"::un.c A

Evolutio ' _ PP
| _ M ot \\ IMdow < ‘—)}‘t*m_mg b_‘s'STGIT‘L FEJ:HFES ~E Wigdows \P 1\ ar g
N Windows XP W

mdows and its Elements.
Accessories And other Too] - Introduction. The Calculator, The Character
M '3 ) T

lap, The Paint, The Notepad, The WordPad. The Internes Explorer. Thea

Media player, The MS- DOS. The Contrel Pznel, The Win
rax Viewer,

Managing Files and s - Introdicsins K, SRt
g g FUIderS lnh. L’uuLle & \IEL.\']“J Fl e) an!j fg}dﬁﬁ 'I_:-l__lf:'_‘_:'- ,,::t'_'J:-

- - - ] | | o l ‘ - % g ._-_-:'r”:_ I_rl .
Arranging Files and Folders. Creating z v Folder, Creag ing a rlie iSirE
Short-cut. |

—

Customizing Your Computer - introduction, Customizing ‘lcm:f‘ t:..__- A
Changing the Start Menu style, Setting a2 Screen sever, Reservine va e
mouse buttons, Changing the appearance. of yvour mouse point Cp R
new font to your computer, Logging off from the Cmu uter

Removing Programs. |

UNIT-II

Word Processing and MS-Word - int; 0 m ction, |
Processor, Starting MS- Word, Chlef El 1ents of M
Displaying and Hiding the Taolbare erations
Help Online. i j_._;jq[-

Text Fonnatﬁng:- ntrndumam yping th

(¥ scanned with OKEN Scanner



S Y L] L T | 1*
cormatting tont, Advanced oy

*X1 tnrm.lttmj_:. 9

Using the thesaurus Ustormzing Spelling Check

UNIT-11]

Document Formatling- Introg

Ll .
cton - Using Page Border, Bullets and

numbenng  Settin. |
- -th‘lll t‘l][j [ltlllli]‘\'l”:

Tab stops (
P stops, Making word count, using

aders And F TR |
'S And Foote IS, Setting up columns in

: vy ! | ¢ Y
wto teat, Using AULOCOTTECt o

::l" Hl“'l“]'lt'nt [ {
: I \ - F

humberng, manual and automatic page
rung date and time. )

numbering, For
a lmmamn;_: the p

dpe

Oreaks Se
K, Setting marging Inse

UNIT-V]

T'dhl(‘S dn ' ' !
d G s ' .
l'dphl(.S ln[rﬂdll([lﬂn. Creatine table ale ¥ :
- «dOICS, 3 Llllf]“ng numeric

data m a table, Deletine ¢
S e, Deleting columns and rows, Formatting a table Aligning
| ) . . | | - | . '
o L :itilhle. Formatting text in the table, Applying borders and
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Spoken English

Grammar:

e Parts ol Speech

e Nouns s

e Pronouns =
e Adjectives -
e Adverbs _
e Prepositions |
e (Conjunctions

e Interjections *
e Determiners L
o Modals and Auxiliaries
e Phrases. Idioms. and Figures of Speech .k
e (lauses and Conditionals T
e Simple. Compound. and Complex Sentences
e (lauses and Conditionals LR
« Active and Passive voice/ Direct and Reported Speech

Tenses:

e Present Simple, Present Progressive, Present Perfect
« Past Simple. Past Progressive, Past I -wi&" -
 Future Simple. Future Progresmw, E ture
e Homophones. Homonyms, Hﬁ nographs
e Prefixes and Suffixes

e Antonyms and Synonyms
¢ Rhyming words "
Compound words LS
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