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TELANGANASOCIALWELF A‘RE‘RESlDENTIALDEGR'E'E
COLLEGE FOR WOMEN, SANGAREDDY.

(AfTiliated to Osmania University)

Budhera(V),Munipally(M)-502345, Telangana,India.

NOTICE

" It is here by informed to all the students of BBA II Year that a certificate course has been
. introducedbyDepartmentofComputer Sciencefor theAcademicYear2019-2020forthebenefitof

5‘ students. In this regard the students are required to give their consent to the In- charge.

HEAD OF DHPARTMENT
CO SCIENCE

re P




SYLLABUS

. Introduction to Computers

) eneration of Computers - first to fifth generation

ypes of Computers: Desktop, Laptop, Tablets, Servers
Basic Comp.onents: Hardware vs. Software

.. _,nderstandmg Operating Systems: Windows, macOS, Linux

2. Computer Hardware

Input Devices: Keyboard, Mouse, Scanner

Dutput Devi‘ces: Monitor, Printer, Speakers

orage Devices: Hard Drive, SSD, USB Flash Drive, Optical Disks
te?mal Components: CPU, RAM, Motherboard, Power Supply
Peripheral Devices: External Hard Drives, USB Devices, Network Cards

.:' Software Basics
Types of Software: System Software, Application Software
stalling and Uninstalling Software ‘ !
Introduction to Basic Software: Word Processors, Spreadsheets, Presentation Tools
kopular Software Applications: Microsoft Office, Google Workspace

4. Operating Systems

ntroduction to OS Functions: Booting, File Management, Process Management
Navigating the OS Interface ‘

Basic File Management: Creating, Renaming, Deleting, Copying, Moving Files and Folders
Using the Task Manager and Control Panel

Introduction to Command-Line Interface (CLI)

5. Internet and Networking Basics

Introduction to the Internet and How it Works
Understanding Web Browsers: Chrome, Firefox, Edge
Basic Internet Terminology: URL, Hyperlinks, IP Address
Using Search Engines Effectively

ntroduction to Networking: LAN, WAN, Wi-Fi, Ethernet
Email Basics: Setting Up and Using Email Accounts

, References:
1. Computer Fundamentals:P.K Sinha
' 2. Introduction to Computers, Peter Norton, McGrawHill , 2012

Web Resources: i
1. hutps://online.stanford.cdw/courses/soe-ycscs101-sp-computer-science- _
1012 https://www.extension. harvard.edw/open-leaming-initiative/intensive-introduction-computerscience.
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SYLLABUS

,T Introduction to Microsoft Excel

0 erview of Excel: Purpose and uses of Excel in various fields.
; ce: Understanding the Ribbon, Quick Access Toolbar, and worksheet layout.
and columns:

ecel Interfa .
Basic Navigation: Moving around a workbook, selecting cells, FOWS,

Basic Workbook Operations
}eating and Opening Workbooks: Starting a new workbook, opening existin.g filgls-s
Saving and Closing: Saving workbooks in different formats (XLSX, CSV), closing 1% Srects
% orkbook Structure: Working with multiple sheets, renaming, adding, and deleting S ’

Entering and Editing Data

ta Entry: Typing text, numbers, and dates into cells.
gditing Data: Modifying, deleting, and copying data.

\utoFill: Using AutoFill to quickly fill data in a range-.
,_ndo and Redo: Using undo and redo functions to manage changes.

Basic Formatting

11 Formatting: Changing font, size, color, and alignment.
‘Number Formatting: Formatting numbers as currency, per

-' Styles: Applying and customizing cell styles and themes.
Borders and Shading: Adding borders, background colors, and shading to cells.

centages, dates, etc.

5. Basic Formulas and Functions

I troduction to Formulas: Writing and editing basic formulas (addition, subtraction,
multiplication, division).
Basic Functions: Using common functions like S
Cell References: Understanding relative, absolute,
Error Checking: Identifying and correcting commo:

UM, AVERAGE, MIN, MAX, and COUNT.
and mixed references.
n formula errors.

. Working with Tables
« reating Tables: Converting a range t0 a table and understanding table features.
‘Sorting and Filtering: Sorting data and applying filters to view specific information.

i'l‘able Design: Customizing table styles and headers.

. Data Visualization

Charts: Creating and formatting basic charts (bar, column, line, pie).

hart': Elements: Adding and modifying chart titles, labels, and legends.
onditional Formatting: Using conditional formatting to highlight data based on criteria.

10

Data Management

ri“td and. Reglace: Using Find and Replace to locate and update data.
?:e: Validation; Setting up data validation rules to control data entry.
Freeze Panes and Split: Using Freeze Panes and Split to navigate large worksheets.

i" Printing and Sharing
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OFFICE OF THE PRINCIPAL
TELANGANA SOCIAL WELFARE RESIDENTIAL DEGREE
COLLEGE FOR WOMEN, BUDHERA, MUNIPALLY(M)

SANGAREDDY(D)
Dr. A.Archana M.Sc, SET, Ph.D E-mail:prl-rdc-srd-swrs@telangana.gov.in
FRINCIPAL Mobile No.: 9121004525
CIRCULAR

This is to inform all the students of B. Com and BBA that the Department of
English is organizing a certificate course titled “Spoken English” to be scheduled
from 12th March 2018 to 13th April 2018 for a period of 30 hours, followed by
examination and feedback. Interested students are requested to contact the
in-charge, Department of English and register for the course on or before 10th
March 2018.

Course Co-ordinators:

1. B. Madhavi, HOD English
2. M. Jyothi, Lecturer in English

A * /p"ﬁi/l

HOD |



Course Name: Spoken English

Syllabus:

Introduction to Spoken English

Phoneties and Pronuncintion

Listening and Comprehension

Grammar and Vocabulary

Phrasal verbs and idiomatic expressions

6. Speaking Skills

Developing [Muency nnd conlidence in speaking
8. Conversation and Internction

9. Pronunciation Practice

10. Accent and Intonation

LY NI

-

Learning Objectives:
Develop skills for structuring and delivering cffective presentations.

Learn techniques for managing stage presence, voice modulation, and audicnce engagement,

Understand and practice accent-neutralization techniques to minimize the influence of the

native accent,
Focus on the nuances of different English accents (¢.g., British, American) to adapt

communication styles as needed.
Engage in regular speaking exercises to build confidence and fluency.

Participate in role-plays and dialogues to simulate real-life conversations.

Learning Outcomes:
Develop the ability to speak English clearly with proper pronunciation, reducing the

influence of the native accent.

Gain confidence in speaking English fluently in various contexts, including casual
conversations, formal discussions, and presentations.

Acquire a broader range of vocabulary to articulate thoughts effectively in different

situations.
Improve the ability to understand spoken English, including different accents, and respond

appropriately.
Master the art of professional communication, including giving presentations, conducting

meetings, and participating in discussions,
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TELANGANA SOCIAL WELFARE RESIDENTIAL DEGREE COLLEGE FORWOMEN ‘
Sangareddy, S06137 IR it

CERTIFICATE OF COMPLETION

| This is to certify ___E#\m.mwﬁn%mf.: bearing H.T. No.6QI519¢0sehas successfully completed
her no_.:_._oma. coursc on ..AEQWS.B%Q.&&:::W the period of .....days ﬁoa.ﬁow.._m.ﬁo;m...\mwﬂ_nbo& __
" organized by Department of English TSWRDC(W), Sangareddy, Telangana.
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