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Certificate Course  

on 
  

DCA 
 

     

    Eligibility    :  B.Com 

 

    Registration Fee  :   Free 

 

    Registration Start  :  27-01-2021 

 

    Registration End   :   28-01-2021 

 

    Duration of Course  :   30 Hrs 

  

    Course Start     :  01-02-2021 

 
                                                       Organized by  

Department of Computer Applications  

 

 

 

COOCOUSCOURSE 
 

 
 

GOVERNMENT DEGREE COLLEGE 
KARVETINAGARAM  

CHITTOOR DIST. AP. 517582 



GOVT. DEGREE COLLEGE, KARVETINAGARAM,CHITTOOR DIST. 

Karvetinagaram  

Date: 27-01-2021 
CIRCULAR 

 
 
 

All the B.Com students are hereby informed that the 

Department of Computer Applications is going to commence a 

certificate course on “DCA” from 1ST February 2021 in the 

afternoon sessions. 

Duration of the Course: Thirty Hours 

only Course Fee: Free of cost 

For further details contact: G. Bhargavi, Department of Computer  
                                                                                                                                 
Applications 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 

 
 

 

 

 

 

 
 

 

 

 

 
 

 



 

GOVT. DEGREE COLLEGE, KARVETINAGARAM, CHITTOOR DIST 

 

Certificate Course on “DCA” 
 

SYLLABUS 
     

     TOTAL:30hrs 
Introduction:  
Computer Definition - Characteristics and Limitations of Computer— Generations of Computer, 

Classification of Computers, Applications of Computer, Basic Components of PC, Computer 

Architecture - Primary and Secondary Memories- Input and Output Devices- Operating System- 
Function of Operating System- Types of Operating System- Languages and its Types     

MS word:  

Word Processing – Features-Advantages and Applications- Parts of Word WindowToolbar-Creating, 
Saving, Closing, Opening and Editing of a Document-Moving and Coping a Text-Formatting of Text 

and Paragraph- Bullets and Numbering-Find and Replace - Insertion of objects-Headers and 

Footers- Page Formatting- Auto CorrectSpelling and Grammar- Mail Merge- Macros        

MS Excel: 
Features – Spread Sheet-Workbook – Cell-Parts of a window-Saving, Closing, Opening of a Work 

Book – Editing – Advantages – Formulas- Types of FunctionTemplates – Macros – Sorting- Charts – 

Filtering.              

MS Power point:            

Introduction – Starting – Parts-Creating of Tables- Create Presentation – TemplatesAuto Content 

Wizard-Slide Show-Editing of Presentation-Inserting Objects and charts 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
 

 

 
Inauguration of Certificate Course: DCA 

 

 
 

 

 

 
 

 

 
 

 

 
 

 

 

 
 

 

 
 

 

 

 
 

 

 
 

 

 



 

 
 
 

 

 
 

 

 
Valedictory of Certificate Course: DCA 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

GOVT. DEGREE COLLEGE, KARVETINAGARAM, CHITTOOR DIST.  

DEPARTMENT OF COMPUTER APPLICATIONS 

 

Brief Report on 
 

“DCA” 
 

 

A certificate course on DCA was inaugurated on 1ST February 2021 in this 

college by the principal Dr. S. Vijayulu Reddy. The course duration was Thirty 

hours. This course was run free of cost to the students by the Department of 

Computer Applications. The course was run by G. Bhargavi. The course was 

conducted one hour per day. Twenty five students are enrolled in this 

course. 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

 


