
 
 

Date: 15-12-2018 

 

                                                          NOTICE 

  

All the B.A /B Com students here by inform that college is conducting the Basic ICT 
Training Programme, enroll your name on or before 18/12/2018. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

SYLLABUS FOR ICT TRAINING PROGRAMME 

“BASICS OF COMPUTER AND INTERNET” 

Unit -1 

INTRODUCTION:-Definition of computer, characteristics and limitations of computer, block diagram of 
computer, generation of computer, types of computer ,input devices-keyboard, mouse, joystick, scanner, light 
pen, track ball,microphone,output devices-printers,plotters,speakers,monitor,storage devices-floppy disk,cd-
rom,hard disk, magnetic drums, need of binary number system for computer. 

Unit-2 

Ms-office: Introduction to MS-office, uses of MS-office, 

Ms-word: 

1. Word basics: starting word, Creating documents, parts of   word window. 
2. Menus: File menu, Edit menu, View menu, Insert menu. Format menu, Tools menu Table menu and   

Windows menu. 
3. Tool Bars: Standard tool bar, Formatting toolbar, Table and Boarder tool bar, Drawing toolbar. 

Ms-excel: 

1. Excel basics: Introduction, Navigating, Selecting cells, Entering and Editing text, Entering numbers, 
Entering formulas, Entering dates, Alignment. 

2. Menus: File menu, Edit menu, View menu, Insert menu, Format menu, Tools menu, Data menu and 
Windows menu. 

3. Toolbars: Standard tool bar, Formatting tool bar, Drawing tool bar. 

Ms-power point: 

1. Power Point basics: Introduction to pp. 
2. Menus: File menu, Edit menu, View menu, Insert menu, Format menu, Tools menu, Slide show menu, 

Windows menu. 
3. Tools bar: Standard tool bar, Formatting tool bar, and Drawing tool bar. 

Unit-3 

INTERNET: Introduction to Internet, Basics terms of Internet, E-mail , Creating E-mail, File attachment, Search 
engines 

 

  
  



 
 

Report on ICT Training for the Academic Year 2018-19 

Preamble : The college has introduced the Information Communication Technology (ICT) Training 
Programme. This initiative aims to impart essential ICT and computing skills to both graduate and 
postgraduate students across various disciplines. The well-equipped computer laboratory facilitates 
training on the fundamentals of computers, word processing software, spreadsheet software and its 
applications, as well as Microsoft PowerPoint presentations. This programme is designed to enhance 
students' technical proficiency and prepare them for the demands of the modern digital world. 

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 apply the knowledge of Internet  
5. To demonstrate the knowledge of ICT skills in today life  

 
Report of the Activity:  

The College has started ICT Training programme for students from 25-12-2018 to 15-1-2019 for the 
academic year 2018-19. In this training 67 students are participated. After completing this training 
students are familiar to use computer and application software likes MS-Word, MS-Excel, MS-
PowerPoint. They also expose to the use of Internet. They are capable to understand E-Mail application 
like sending, attaching file etc. This training is helpful for their future placement. 

 

 

 

 

 

 

 

 

 

Students of attending the practical training on MS office tools in Computer lab on Date: 25/12/18 

 

 







 
 

 Date: 2-12-2019 

 

                                                                     NOTICE 

  

All the B.A /B Com students here by inform that college is conducting the Basic ICT 
Training Programme, enroll your name on or before 6/12/2019. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

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. 

  
 



 
 
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. 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Report on ICT Training for the Academic Year 2019-20 

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:  

College has started ICT Training programme for students from 4-2-2020 to 11-2-2020 for the academic 
year 2019-20. In this training 68 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 of attending the practical training on MS office tools in Computer Lab on Date: 9/2/20 

           

 









 
 
 

Date :- 20-1-2021 

 

NOTICE 

  

All the students of B.A. I Sem here by inform that college is conducting the Basic 
ICT Training Programme, enroll your name on 29/01/2021 . 

  

 

 

   

 

 

 

 

 

 

 

 

 

 

 



 
 
 

SYLLABUS FOR ICT TRAINING PROGRAMME 

“BASICS OF COMPUTER AND INTERNET” 

Unit -1 

INTRODUCTION:-Definition of computer, characteristics and limitations of computer, block diagram of 
computer, generation of computer, types of computer, input devices-keyboard, mouse, joystick, scanner, light 
pen, track ball,microphone,output devices-printers,plotters,speakers,monitor,storage devices-floppy disk,cd-
rom,hard disk, magnetic drums, need of binary number system for computer. 

Unit-2 

Ms-office: Introduction to MS-office, uses of MS-office, 

Ms-word: 

1. Word basics: starting word, Creating documents, parts of   word window. 
2. Menus: File menu, Edit menu, View menu, Insert menu. Format menu, Tools menu Table menu and   

Windows menu. 
3. Tool Bars: Standard tool bar, Formatting toolbar, Table and Boarder tool bar, Drawing toolbar. 

Ms-excel: 

1. Excel basics: Introduction, Navigating, Selecting cells, Entering and Editing text, Entering numbers, 
Entering formulas, Entering dates, Alignment. 

2. Menus: File menu, Edit menu, View menu, Insert menu, Format menu, Tools menu, Data menu and 
Windows menu. 

3. Toolbars: Standard tool bar, Formatting tool bar, Drawing tool bar. 

Ms-power point: 

1. Power Point basics: Introduction to pp. 
2. Menus: File menu, Edit menu, View menu, Insert menu, Format menu, Tools menu, Slide show menu, 

Windows menu. 
3. Tools bar: Standard tool bar, Formatting tool bar, and Drawing tool bar. 

Unit-3 

INTERNET: Introduction to Internet, Basics terms of Internet, E-mail , Creating E-mail, File attachment, Search 
engines 

  
 



 
 

Report on ICT Training for the Academic Year 2020-21 

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. Students will be able to create various documents newsletters ,Brochures,making 

document using photographs ,charts,presentation ,documents ,drawings and other 
graphics images. 

4. To demonstrate the knowledge of ICT skills in today life . 
 
Report of the Activity:  

The college has started ICT Training programme for students from 3-2-2021 to 11-2-2021 for the 
academic year 2019-2020. In this training 65 students are participated. After completing this training 
students are familiar to use computer and application software likes MS-Word, MS-Excel, MS-
PowerPoint .They also expose to the use of Internet. They are capable to understand E-Mail application 
like sending, attaching file etc. This training is helpful for their future placement. 

 

 

 

 

 

 

 

 

 

Students of attending the practical training on MS office tools in Computer. Lab on Date: 11/2/20 









 
 

Date :- 20-1-2022 

 

NOTICE 

  

All the BA/B Com students are here by inform that college is conducting the Basic 
ICT Training Programme, enroll your name on or before 29/01/2022  . 

  

 

     

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

SYLLABUS FOR ICT TRAINING PROGRAMME 

“BASICS OF COMPUTER AND INTERNET” 

Unit -1 

INTRODUCTION:-Definition of computer, characteristics and limitations of computer, block diagram of 
computer, generation of computer, types of computer ,input devices-keyboard, mouse, joystick, scanner, light 
pen, track ball,microphone,output devices-printers,plotters,speakers,monitor,storage devices-floppy disk,cd-
rom,hard disk, magnetic drums, need of binary number system for computer. 

Unit-2 

Ms-office: Introduction to MS-office, uses of MS-office, 

Ms-word: 

4. Word basics: starting word, Creating documents, parts of   word window. 
5. Menus: File menu, Edit menu, View menu, Insert menu. Format menu, Tools menu Table menu and   

Windows menu. 
6. Tool Bars: Standard tool bar, Formatting toolbar, Table and Boarder tool bar, Drawing toolbar. 

Ms-excel: 

4. Excel basics: Introduction, Navigating, Selecting cells, Entering and Editing text, Entering numbers, 
Entering formulas, Entering dates, Alignment. 

5. Menus: File menu, Edit menu, View menu, Insert menu, Format menu, Tools menu, Data menu and 
Windows menu. 

6. Toolbars: Standard tool bar, Formatting tool bar, Drawing tool bar. 

Ms-power point: 

4. Power Point basics: Introduction to pp. 
5. Menus: File menu, Edit menu, View menu, Insert menu, Format menu, Tools menu, Slide show menu, 

Windows menu. 
6. Tools bar: Standard tool bar, Formatting tool bar, and Drawing tool bar. 

Unit-3 

INTERNET: Introduction to Internet, Basics terms of Internet, E-mail , Creating E-mail, File attachment, Search 
engines 

  
  
  
 



 
 

Report on ICT Training for the Academic Year 2021-22 

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, Microsoft PowerPoint presentation and Inter.  

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. Create ,Edit,Save and print documents with list tables,header,footer ,graphics ,mail 

merge ,spellchecker  and Grammer  
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 8-2-2021 
to 15-2-2021 for the academic year 2019-2020. In this training 58 students are participated. After 
completing this training students are familiar to use computer and application software likes MS-Word, 
MS-Excel, MS-PowerPoint . This training is helpful for their future placement. 

 

 

 

 

 

 

 

 

 

 

 

Students of attending the practical training on MS office tools in Computer Lab on Date: 15/2/22 









 
 

Date :- 3-1-2023 

 

NOTICE 

  

All the Commerce students are here by inform that , college conducting the 
Basic ICT Training Programme, enroll your name on or before 10/01/2023  . 

  

 

     

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

SYLLABUS FOR ICT TRAINING PROGRAMME 

“BASICS OF COMPUTER AND INTERNET” 

Unit -1 

INTRODUCTION:-Definition of computer, characteristics and limitations of computer, block diagram of 
computer, generation of computer, types of computer ,input devices-keyboard, mouse, joystick, scanner, light 
pen, track ball,microphone,output devices-printers,plotters,speakers,monitor,storage devices-floppy disk,cd-
rom,hard disk, magnetic drums, need of binary number system for computer. 

Unit-2 

Ms-office: Introduction to MS-office, uses of MS-office, 

Ms-word: 

1. Word basics: starting word, Creating documents, parts of   word window. 
2. Menus: File menu, Edit menu, View menu, Insert menu. Format menu, Tools menu Table menu and   

Windows menu. 
3. Tool Bars: Standard tool bar, Formatting toolbar, Table and Boarder tool bar, Drawing toolbar. 

Ms-excel: 

1. Excel basics: Introduction, Navigating, Selecting cells, Entering and Editing text, Entering numbers, 
Entering formulas, Entering dates, Alignment. 

2. Menus: File menu, Edit menu, View menu, Insert menu, Format menu, Tools menu, Data menu and 
Windows menu. 

3. Toolbars: Standard tool bar, Formatting tool bar, Drawing tool bar. 

Ms-power point: 

1. Power Point basics: Introduction to pp. 
2. Menus: File menu, Edit menu, View menu, Insert menu, Format menu, Tools menu, Slide show menu, 

Windows menu. 
3. Tools bar: Standard tool bar, Formatting tool bar, and Drawing tool bar. 

Unit-3 

INTERNET: Introduction to Internet, Basics terms of Internet, E-mail , Creating E-mail, File attachment, Search 
engines 

  
  
  
 



 
 

Report on ICT Training for the Academic Year 2022-23 

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 , Microsoft PowerPoint presentation and Inter.  

Objectives:  

1. To use and differentiate between basic concepts of computer hardware and software. 
2. Students will be able to create various documents newsletters ,Brochures,making 

document using photographs ,charts,presentation ,documents ,drawings and other 
graphics images. 

3. 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 17-1-2023 
to 24-1-2023 for the academic year 2022-23. In this training 62 students are participated. After 
completing this training students are familiar to use computer and application software likes MS-Word, 
MS-Excel, MS-PowerPoint . This training is helpful for their future placement. 

 

 

 

 

 

 

 

 

 

 

 

Students of attending the practical training on MS office tools in Computer Lab on Date: 21/1/23 










