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ABOUT TRAINING

The College has introduced the Information
communication Technology (ICT) Training
programme with well-equipped computer
laboratory to impart the ICT and computing
skills among the graduate and post graduate
students of various disciplines studying in
different programmes offered by the college.
The training involves the fundamentals of the
computers, word processing software,
spreadsheet software and its applications
and Microsoft PowerPoint presentation.
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CONTACT US

ICT Training Co-ordinator

Department of Computer Science
Karnatak Arts, Science and Commerce
College Bidar
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Date: 22-1-2019

NOTICE

All the Semesters of B.A students here by inform that Department of Computer Science conducting
the Basic ICT Training Programme, enroll your name on or before 30/01/2019.
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Syllabus for ICT Training Programme
MS-Office
Unit-1
Ms-word:

» Create a new document.

» Open, save and print a document.

» Edit and format text.

> Change the page layout, background and borders.
» Insert headers and footers.

» Insert and edit tables.

» Insert clip art and pictures to documents.

» Perform a mail merge.

» Share and review shared document files.

Unit-2

Ms-excel:

» Examine spreadsheet concepts and explore the Microsoft Office Excel environment.
» Create, open and view a workbook.
» Save and print workbooks.

» Enter and edit data.

» Modify a worksheet and workbook.
» Work with cell references.

» Learn to use functions and formulas.
> Create and edit charts and graphics.
» Filter and sort table data.

» Work with pivot tables and charts.

» Import and export data.



KARNATAK ARTS, SCIENCE & COMMERCE COLLEGE, BIDAR

(Affiliated to Gulbarga University, Kalaburagi) -"-‘\_“ A College with Potential for Excellence Status Awarded by UGC Mew Delhi
NAAC RE-ACCREDIATED WITH ‘A’ Grade CGPA 3.24 Estd 1970 150 8001: 2015
s

Unit-3
Ms-power point:

» Create a new presentation.

» Modify presentation themes.

» Add and edit text to slides.

> Add new slides to a presentation.

» Insert clipart images and shapes to slides.

» Insert and modify tables and charts.

» Add sound and video to a slide presentation.

» Insert and edit animations and slide transitions.

» Display a speaker-lead and self-running presentation.
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Report on ICT Training for the Academic Year 2018-2019

Preamble : The College has introduced the Information communication Technology (ICT) Training
programme with well-equipped computer laboratory to impart the ICT and computing skills
among the graduate and post graduate students of various disciplines studying in different
programmes offered by the college. The training involves the fundamentals of the computers,
word processing software, spreadsheet software and its applications and Microsoft PowerPoint
presentation.

Objectives:

1. To impart the Basic Computing skills through ICT Training

2. To use and differentiate between basic concepts of computer hardware and software.
3. To apply the knowledge of ms office tools such MS word, MS PowerPoint and MS Excel
4. To demonstrate the knowledge of ICT skills in today life

Report of the Activity:

The Department of Computer Science has started ICT Training programme for students from 4-
2-2019 to 11-2-2019 for the academic year 2018-2019. In this training 80 students are
participated. After completing this training students are familiar to use computer and application
software likes MS-Word, MS-Excel, MS-PowerPoint . After completing this training they can work
as a computer operators .

Students é‘ftending the practical training on MS office tools in Comp.Sci. Lab on Date: 6/2/19
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Basic ICT Training Programme for the Academic year 2018-2019
Attendance of BA
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