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AlltheB.ComstudentsareherebyinformedthattheDepartment 

of Computer Applications is going to commence acertificate 

course on “DCA” from 15 SEPTEMBER 2023 in 

theafternoonsessions. 

DurationoftheCourse:ThirtyHoursonlyCourseF

ee:Freeofcost 

Forfurtherdetailscontact:G.Bhargavi,DepartmentofComputerApplicati

ons 
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CertificateCourseon“DCA” 

SYLLABUS 
 

TOTAL:30hrs 
Introduction: 
Computer Definition - Characteristics and Limitations of Computer— Generations of 
Computer,ClassificationofComputers,ApplicationsofComputer,BasicComponentsofPC,ComputerArchi

tecture - Primary and Secondary Memories- Input and Output Devices- Operating System-
FunctionofOperatingSystem- TypesofOperating System- Languagesand itsTypes 

MSword: 
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 TextandParagraph-BulletsandNumbering-FindandReplace-Insertionofobjects-
HeadersandFooters-PageFormatting- Auto CorrectSpelling andGrammar-MailMerge- Macros 

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

WorkBook – Editing – Advantages – Formulas- Types of FunctionTemplates – Macros – Sorting- 
Charts –Filtering. 

MSPowerpoint: 
Introduction – Starting – Parts-Creating of Tables- Create Presentation – TemplatesAuto 
ContentWizard-SlideShow-Editing ofPresentation-Inserting Objectsandcharts. 
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BriefReporton 
 

“DCA” 
 

 

A certificate course on DCA was inaugurated on 15 September 2023in 

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

Thirtyhours. This course was run free of cost tothe students by the Department 

ofComputerApplications.ThecoursewasrunbyG.Bhargavi.Thecoursewasconduct

edonehour perday.Twentyfive students areenrolledinthis course. 
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15-09-2023 to 27-10-2023 

27-10-2023 
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