g DODLA KOUSALYAMMA GOVERNMENT COLLEGE "OF A0 E S ,
* *3 Nellore, Andhra Pradesh - 52400 !
L e Autonomous College, College with Potential Fo
1 Re-accredited with ‘A' Grade by NAAC

DEPARTMENT OF
~ COMPUTER SCIENCE /APPLICATIONS

Training Programme for Non- Teaching Stzf!
on
“Computer Basics”




S RSN 0

- e ———

(D sx Ge

@ X PDnA— %z«
© Te-MmA sinz

KM\\.*\
) Recoiod oA
a
S .
G ha- bl

S
&S @@Zﬁ 14
®

@ D \amda'
Q Koz

®CW

k,\ (@) ’DLL C;r: v C«u\gﬁ%’k




D.K.Govt. College for Women (A), Nellore
Department of Computer Science
Training on “Computer Basics” for Non teaching Staff

Syllabus
Basics of Computer:
What is Computer?, Basic applications of computer, components of computer system and
Connections,

MS-Word:

Getting started with word, Components of MS-Word Window. Creating and Saving
Document, Opening and Closing Document, Selecting Text, Inserting, adding and
deleting Text, Copy & Paste, Find & Replace, Undo Changes. Setting Text Fonts, Text
Decoration, Change Text Case, Text Alignments, Create Bullets, Set Line Spacing.
Borders and shades, Adjust Page Margins, Add Page Numbers, Insert Page Breaks. Page
Orientation, Preview Documents, Printing Documents,

Create a Table: Rows & Columns, Move a table, Merging Cells, Split Cells.

MS-Excel:

Getting started with Excel, Components of MS-Excel Window. Entering values in Excel.
Create worksheet, copy worksheet, Delete worksheet, open work book. Closing work
book, Insert data, select data and Delete data, Rows & columns, Copy & paste. Find &
Replace, Formatting cells, setting Font styles Bold, [talic, Underline. Text
Alignments,Merge & shades, Adjust Margins, Page Orientation,Creating Formulas. Data
filtering, data sorting, Printing worksheets, creating a table.

E- Mail:
E-mail Address, Message components, Creating Mail Account, opening Composing and
sending Mail. Reply and forward Email. Attach files to [-mail.
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D.K.Govt. College for Women (A), Nellore

Time Table from 28-10-2019 to 05-11-2019

Department of Computer Science
Training on “Computer Basics” for Non teaching Staff
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