To

The Principal,
Smt Radhabai Sarda Arts, Commerce &
Science College. Anjangaon Surji

Subject: Permission for conducting Add-on Course entitled “Office Automation™ for the
session 2019-2020

Hon ble Sir,

With reference to the above subject, we kindly request you to grant us permission for
conducting the said course in the department of Computer Science. The duration of the course
will be 30 hours (2 hours X 15 working days). The syllabus of the course is enclosed herewith
this letter for your kind consideration. The course will be helpful to our students in view point of
their development towards Data Entry Operator or Word Processor.

Date; 03/09/2019 W)
Place: Anjangaon Surji Head, Department of Computer sci.
HOD

Computer Science
5miR.8.College, Anjangaon

Enclosures:

1. Syllabus of Add-on Course :




Shri Sarda Education Society’s
Smt. Radhabai Sarda Arts, Commerce and Science College

Anjangaon Surji
Department of Computer Science

NOTICE
Date: 4™ September 2019

All the students of BSe-l are hereby informed that the Department of
Computer science is going to start an Add-on Course of Office Automation from
11" September to 1% October 2019. Students, who are interested to participate in

the said course, can confirm their admission on or before 10 September 2019.

— "

Head of the Department Principal
BEOD PRINTCIPAL
Computsr Science smt.Radhabai Sarda
Aniz, Commerce & Science College

4mt R.S.College, Anjangaon Anjangaon Surl

9/%,@9/



Shri. Sarda Education Society’s

Smt Radhabai Sarda Arts, Commerce & Science College, Anjangaon Surji

Department Of Computer Science

Session: 2019-20

List of Enrolled students for Add-on Course “Office Automation™

Sr. NAME OF THE STUDENT CLASS | ENROLL NO. MOBILE
No.

| | Ku. Aafreen firdaus Syedzuberuddin Syed BSc | 191140592 9922515715

2 | Ku. Aasawari Harish Pachkawade BSc | 191140466 7588962497

3 Ku. Aditi Prashant Gotmare BSc | 191140548 | 9511757014

4 Ku. Aighwar}-a Gajanan Ambadkar BSc 1 191140516 0579019820

5 | Ku. Lija Ranjit Shaw BSc | 191140542 9766994240

6 | Ku. Mukta Sanjay Rande BSc | 191140533 8888301165

7 | Ku. Prajakta Mahendra Dharaskar BScl 191140513 9284187973

8 | Ku. Pranali Sanjay Nipane BSc | 191140498 9022419534

9 | Ku. Saniya Jitendra Patel BSc 1 191140538 | 9011752063 |
10 | Ku. Sanskruti Ravindra Petkar BSc 1 - 7709003595
11 | Ku. Shreya Arvind Jambhe B&c | 191140185 0823011046
12 | Ku. Shweta Shrinath Bordikar BSc | 191140551 7498970382 |
I3 | Mr. Ankush Pradip Gujarkar BSc | 191140524 7558768134
14 | Mr. Gokul Sunil Umekar BSc | 191140500 8975746625
15 | Mr. Nilesh Gyandevrao Sable BSc | 18104806 9763966263
16 | Mr. Piyush Dnyaneshwar Ganjare BSc 1 191140580 9172674289
17 | Mr. Prajwa[ Vinodrao Deygire BSc | 191140495 9665711064
18 | Mr. Prathmesh Sunil Tank BSc | 191140558 7620083744
19 | Mr. Vinay Diliprao Yeul BSc | 191140501 8379807251
20 | Mr. Yash Manohar Payghan BSc | 191140521 9518530031
21 | Ku. Shejal Ramdas Tayade BSc | 191140543 | 9067285392 |
22 | Ku Sakshi Ravindra Niwane BSc | - 9359683121

AL
Head of rt h'ilﬂi;;bq
e
ead o tl}f 8 Ba ment St Radhabai Sarda College Of

Computer Science
St R.8.College, Anjangaon

Arts. Commerce & Science
Arjanaaan Surj



OFFICE AUTOMATION

Duration — 30 Hours

Allocation of total hours for each chapter:

Sr Chapter Theory in Practical in
No Hours Hours
1. | Computer Internet I I
2. | Windows XP 2 2
3. | Word Processing (MS-Word) 3 3
4. | Worksheet (MS-Excel) 3 3
- 5. | Power Point presentation 3 3
6. | Database Management (M5S-Access) 3 3
Total — 30 Hours E 15

Jobs/Career: Data Entry Operator or Word Processor.

Syllabus:

1. Computer & Internet:
I.1. Organization of computer.

1.2. Input/output devices.

1.3. System and Application Software.

1.4, Networking and Topologies.

1.5. Introduction to Internet and Services.

o 2. Windows XP:

2.1  Windows Concept.

2.2 Installation of Hardware & Software.

2.3 System Tools.
2.4 Windows Explorer.

3. Word Processing:

3.1. MS-Word with advanced features.

3.2. Toolbars

3.3. Document Formatting
3.4. Functions

3.5. Handling Graphics

4, Worksheet:

4.1. Basics of MS-Excel
4.2. Toolbars and Menus

4.3. Formatting of worksheet

4.4, Working with formulae
4.5. Graphs and Charts




5. MS Power Point:

5.1
5.2,
S
5.4.
5.5.

Basics of MS- Power Point
Power point screen
Bulleted and Numbering
Audio and Video Facility
Graphics and Animation

6. Database Management:

6.1,
6.2.
6.3,
6.4.
6.5.

REFERENCES:

Basics of Database
Introduction to MS- Access
Design Database and Key
Tables and Forms
Reports and Wizard

1. Computer Concepts and Microsoft office with Internet by Fact
education solution pvt. Ltd.

2. Microsoft Office word 2007 by Curtis Frye. Joan Preppermau

and Joyce Cox.

3. Windows XP Home Edition by David Pogue.

ek ek e s RS

HOD
Computer Science
&mt.R.S College, Anjangaon




Smt.Radhabai Sarda Arts, Commerce and Science College Anjagaon Surji
Department Of Computer Science
Add-on Course
Office Automation
TIME TABLE
Session 2019-20

SN DATE TIME TOPIC
1 11 Sept 2019 | 09 AM to 10:00 AM Inauguration
2 | 11-13 Sept 2019 | 10:30 AM to 12:30 PM Chapter |
3 14-16 Sept 2019 | 09 AMto 11 AM Chapter 11
4 17-19 Sept 2019 | 09 AM to 11 AM Chapter 111
5 | 20-21 Sept 2019 | 09 AMto 11 AM Chapter IV
6 | 23-258ept 2019 | 09 AM1to 11 AM Chapter V
7 | 26-30 Sept 2019 | 09 AMto 11 AM Chapter VI |
|
8 | Oct2019 |09 AMto 11 AM Exam
N
Head of the Department f"{ N Principal
HOD \ FPRINCIPAL
z { , Smt.Radhabai Sarda
Computer Science L1 " Arts, Commerce & Science College
smt.R.5.College,Anjangacn W b, ‘Anjangaon Surjl



Shri.Sarda Education Society’s
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Department of Computer science

Add-on Course
(Academic Session: 2019-20)

Attendance Sheet

Name of the Course: Office Automation

Smt. RadhabaiSarda Arts, Commerce & Science College, Anjangaon Surji

f Signature/Attendance/Theory - Sep- 20|

Sr No Name of participants Class < -
O W] o8N 8 a0 Sl IR XL
1 KU. AAFREEN FIRDAUS SYEDZUBERUDDIN | BSc-I .
SYED plelp|P|Plal®|lelplalrlPlY|elP|IT]|
2 KU. AASAWARI HARISH PACHKAWADE BSe-l | p | p F o |a plelp {,' elplele ele ||
3 KU. ADITI PRASHANT GOTMARE BSc-l | p elplelr elrlelelelp f; elelele]]
4 KU AISHWARYA GATANAN AMBADKAR | BSeT | o[ o | o o[ [ ¢[p|p|p[p|e[]e|f |7 fé
5 KU, LIJA RANJIT SHAW BSe-1 0
| plelele e [Pl PlalrlrIP|P|IP|A PP
6 KU. MUKTA SANJAY RANDE BScl | p f Pl lr plolalel clele plel¢le i
7 KU. PRAJAKTA MAHENDRA DHARASKAR | BSc-I elelelelalt|s]e|r slel Plele |p 1
= KU. PRANALI SANJAY NIPANE BSc1 | p Alelrle elel elalelele plelp|P 1

)




KU. SAKSHI RAVINDRA NIWANE

BSe-1

Pl el R P € IAH P |BPIF
10 KU. SANIYA JITENDRA PATEL Sl [ ol o [ole (Al eltle | #lelelelrlele |
11 KU. SANSKRUTI RAVINDRA PETKAR BT [l plalelelalelelalelelelelelelr
12 KU. SHEJAL RAMDAS TAYADE BSel | ol p ole elalelrlelelr plelel|f]!
13 KU. SHREYA ARVIND JAMBHE sseT Tola [ple [plalelelelp lalelelele |e |
14 KU. SHWETA SHRINATH BORDIKAR Sl o[z lelplelelelelelelelrlele|r ir ;
15 MR. ANKUSH PRADIP GUIARKAR BSc-I elalelalele [elalelelele]xlele|r g
16 MR. GOKUL SUNIL UMEKAR BSc-I ele Plelp plelelr PP le i LIT]
17 MR. NILESH GYANDEVRAO SABLE BSec-1 elelelelelelalelelem|e Plele|e |
18 MR. PIYUSH DNYANESHWAR GANJARE BSel (ol g [ela|2lelelelele|e|rl2|rlel]r -'
19 MR. PRAJWAL VINODRAQ DEVGIRE BScl f P ' PP P A f:' FJ f PP P P P P '
20 MR. PRATHMESH SUNIL TANK Bt [ o[ plalelele|elalelelP Plalelele |
21 MR. VINAY DILIPRAO YEUL ——7 ¢ [PlalPlalt|P] ein]e|r|ale|e| ¢
22 MR. YASH MANOHAR PAYGHAN ——lelrlelnle lelflelalelelelalnle [
Head of H‘B De -partment l\ I"'“r f,\; &t Ha‘;{-ﬁ%‘;ﬁ’é} :;L;;L o
Computer Sciencn \ sy Arts.Commerce

) : g 1= " . m Sur
SmLR.5.Collegt i jaigaul S SAQYS Anjangao



Shri Sarda Education Society’s

SmtRadhabaiSarda Arts, Commerce & Science College, Anjangaon Surji
Department of Computer Science
Add-on Course on Office Automation
{ Academic Session: 2019-20)
Date: 03/10/2020 Max Marks: 50
Time: 2:00 Hrs.

Q.1 Fill in the blanks. (05)
i. Ctrl + S shortcut key is used to —---—----e--=-
ii. Print the document shortcut key is ---=-===------

[ e ——— to cut the text,

Iv. Cell name is the combination of ---- and -
T is shortcut key for new slide in PowerPoint.
Q.2 Choose the correct word. (05)

i. Which is not a Font style?
a) Bold  b) Superscript c) Italic d) Regular
ii. Landscape is?
a) Font Style b) Page Orientation  ¢) Paper Size d) Page Layout
iii. Background option is applied 10 -==-=--- --- slides.
a) Single by All ¢) Both d) None
iv. By default, your documents print in _mode.
a) Print View b) Portrait ¢) Landscape d) None
v. Which items are placed at the end of a document.
a) End Note b} Footer ¢) Foot Note d) Header
Q. 3 Answer any Four questions.
All questions carry equal (10) marks.
I. Explain: (10)
(i) Desktop. (ii) My Computer.

2. Write the advantages of using MS-Word. (10)
3. Explain the Mail merge in detail with an example. (10)
4. How can you insert a cell, row and column in a worksheet? (10)
5. Explain various types of charts that are available in MS-Excel. (10)
6. Explain the steps to create a report in MS-Access. (10)
7. How will you create and manipulate slides in power point? (10)



Shri Sarda Education Society's

Smt Radhabai Sarda Arts, Commerce & Science College, Anjangaon Surji

Department of Computer Science

Result of Add-on Course (2019-20)

Office Automation

SN | NAME OF STUDENT OUT OF | MARKS
50 OBTAINED |
L KU. AAFREEN FIRDAUS SYEDZUBERUDDIN SYED 50 43
2 | KU. AASAWARI HARISH PACHKAWADE 50 HG
3 | KU. ADITI PRASHANT GOTMARE 50 L
4 | KU. AISHWARYA GAJANAN AMBADKAR 50 HY
5 | KU.LIJA RANJIT SHAW 50 i
6 | KU.MUKTA SANJAY RANDE 50 H L
7 | KU. PRAJAKTA MAHENDRA DHARASKAR 50 Ho_ |
8 | KU. PRANALI SANJAY NIPANE 50 H _
9 | KU.SAKSHI RAVINDRA NIWANE 50 H% B
10 | KU. SANIYA JITENDRA PATEL 50 A
11 | KU. SANSKRUTI RAVINDRA PETKAR 50 | Ho
12 | KU. SHEJAL RAMDAS TAYADE 50 H5
13 | KU. SHREYA ARVIND JAMBHE 50 A2
14 | KU. SHWETA SHRINATH BORDIKAR 50 zj 7
15 | MR. ANKUSH PRADIP GUJARKAR 50 HO
16 | MR. GOKUL SUNIL UMEKAR 50 H2
17 | MR. NILESH GYANDEVRAO SABLE 50 N5
18 | MR. PIYUSH DNYANESHWAR GANJARE 50 A 4y
19 | MR. PRAJWAL VINODRAO DEVGIRE 50 44 5
20 | MR. PRATHMESH SUNIL TANK 50 “"f 9
21 | MR. VINAY DILIPRAO YEUL 50 ij
22 | MR. YASH MANOHAR PAYGHAN 50 HO
A
Head of the Beamﬁment PFF&EEJE’F‘

Computer Eciepce
ﬁmLR.S.Gn'IIeg&,ﬁnjangaur!
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Shri. Sarda Education Society’s

Smt. Radhabai Sarda Arts, Commerce & Science College, Anjangaon Surji
Department Of Computer Science

Session: 2019-20

Summary Report & Course Outcome

The department of Computer science had undertaken the Add-on course “Office
Automation” during the session 2019-2020. The course was of 30 hours
duration in which 22 students had taken admission. All these students have

completed the course successfully.
The outcome of this course is as follows:-
+ It helps the students to get acquainted with IT.
+ Students would be able to make documents and spreadsheets.
+ To make small presentations through PowerPoint.

* Students would be acquainted with internet or World Wide Web.

+ Career in Data Entry Operator or Word Processor.
b
Head of the Department Brincipal i
- Gar liege
il st Radhavel Satd2 £5 20
Computer Science Arts,Commaerce & ==
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£mt.R.S.College,Anjangaon Anjanged
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| SHRL SARDA EDUCATION SOCIETY'S
| SMT. RADHABAI SARDA ARTS, COMMERCE AND SCIENCE COLLEGE
ANJANGOAN SURJI, DIST. AMRAVATI

| Certificate

| This is to certify that Ky ﬁdﬁmn Filvdeus of 6Sc-1I

| has successfully completed Add—on Course entitled “Office Automation”
Econdueted by the Department of Computer Science from 11/09/2019 to
L 01/10/2019 at Smt. Radhabai Sarda Arts, Commerce & Science College,

e

| Anjangoan Surji, Dist. Amravati

ko —

[ ]
|

Head ol the Department A . g s lllLlLll
HOD - ] PRINCI
i oo : smt.Radhabai Sarda
¥ SCclence Arts, Commerce & Sclence Collegs

g & Anjane Anjangaon Sug)




(A Languistic Minority Educational Institute)
Smt Radhabai Sarda Arts, Commerce & Science College
Anjangaon Surji, Dist Amravati - 444705

Application Form for Course Work
(Academic Session: 2019-20)

Application Form No.£)00068
1. Applicant’sName: K. Acyseen  Findlans

2. Father’s Name: 5?! ed Zubex ol i

3. Permanent Address: __ Pan PAtoai  Roed

ﬁnjﬂn._njn.u_u_ﬁglji

District: _Amyaodt  State: M aloynshiye Pin Code: _§ 444705 |

4. Email ID: ﬂg{nggﬁ EIIH‘.'MIS SEFE ;I @ :ﬂ-}m'ﬂlll{ WAL

5. Phone No./Mobile No.: 7le I9 [o [71g]7Iu]a]5]

6. Gender: Male Female |

7. Date of Birth: |l / 07/ 9oce|

8. Aadhar Card No. Igl] 0|9 %“‘;—3 Gl% 0|z E['OJ ‘

9. Name of the Department: _iﬂmputfi Qeyenge s S . 0000
10.Class:  Pac -1 |

A—
11. Course Applied For: Value Added/Certificate/Bridge Course/Add-on Program

12. Date of Admission in College: £- 7 - 20\0 ‘

13. ID Number: _ 440
14. Category: OPEN [\—] OBC [] sc[] st [J NT[_] Vi[]sBc[]

15. Languages Known: Marathi [ | Hindi English
16. Title of the Course: ﬂﬁjf};rp Auylomation

N.B.: ] Certify that the information I have given in this application is complete and corvect. I am aware



