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OBJECTIVE:  

 

This certificate course is very useful for our college students who are studying in Bachelor of Arts (B.A) 

all groups of II Year students. This course tenure is 45 days and course started on 16-11-2022 and ends on 

10-01-2023. After completion of course students will gain knowledge on 

 Basic idea and usage of computer 

 Overview on MS – Office 

 Creation of documents using Ms-Word 

 Data Analysis using Ms-Excel 

 Creation Power point presentation  

 Operations on WEB (Internet) 

 







NAAC:C(1 Cyele) 

CHATRAPATHI SIVAJI TRI SATA JAYANTHI (CSTS) 
GOVT. KALASALA 

Enter to Learn Leave to Serve 

Jangareddigudem, Eluru Dist 
Phone: 08821-225310, Visit us at : www.cstsgk.info 

E-Mail jangareddigudem.manatv @gmail.com 

Date: 09 -11-2022 

DEPARTMENT OF COMPUTER SCIENCE 

Denartment Cireular 
All the staff' and students are hereby informed that the Department of Computer Sctence 1s 

conducting a Certificate program on DATA ANALYTICS USING MS - OFFICE from 14-11-2022 

(4 6 weeks) at 4.00 PM to 5.00 PM everyday in Computer Science Lab as a part of departmental 
activity to create awareness among students. 

Note: 

1) This is only for 25 students. 
2) Use this opportunity First Come First Serve basis 

Signature114L IBA,BS Blovn. 

IA(HE) 



CERTIFICATE COURSE DAY-WISE PHOTOS 
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DAYWISE REPORT 

S.NO DATE TOPIC COVERED REMARKS 

1 16-11-2022 
Introduction of Computer, Notepad Operation using 

Keyboard 

 

2 17-11-2022 
Review on Notepad, Usage of Word pad using 

Keyboard shortcuts 
 

3 18-11-2022 Practice of Shortcuts of Word pad  

4 21-11-2022 Introduction to MS Word and usage of short cuts  

5 22-11-2022 Resume Preparation using MS Word  

6 23-11-2022 Practice of Resume Preparation  

7 24-11-2022 Tax Invoice Preparation using MS Word  

8 25-11-2022 Tax Invoice Practical in MS word  

9 26-11-2022 Practice of Table Creation  

10 28-11-2022 Practice of Table Options  

11 29-11-2022 Watermark Preparation & Page Borders  

12 30-11-2022 
Page Headers & Page Footers, Table of Contents 

preparation 
 

13 01-12-2022 Auto Correct, Securing word file  

 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

  

S.NO DATE TOPIC COVERED REMARKS 

14 02-12-2022 Introduction to Power point, Animation Preparation  

15 03-12-2022 Practice on preparation on Presentation  

16 04-12-2022 
Time setting and custom animation on PowerPoint 

Presentation 
 

17 05-12-2022 Introduction to Ms- Excel  

18 06-12-2022 Student Marks Statement Preparation in Excel  

19 08-12-2022 
Data Sort and Split cell data to Columns, Subtotals in 

Excel 
 

20 09-12-2022 Practical Exercise on Pay slip Preparation   

21 12-12-2022 Data Validation, Filter and Table Options in Excel  

22 13-12-2022 Stopping the Dynamic Cell Address in Ms Excel  

23 14-12-2022 Goal Seek, Conditional Formatting in Excel  

24 15-12-2022 Data Analysis done using Functions in Excel   

25 16-12-2022 Practical Exercises on Functions and Goal Seek  

26 19-12-2022 
Charts Preparation, Pivot Charts and VLookup 

function 
 



 

S.NO DATE TOPIC COVERED REMARKS 

27 20-12-2022 Practical Exercises on VLookup, Pivot Charts  

28 02-01-2023 Usage of Internet, Search Engines like Chrome, MSN  

29 03-01-2023 
Mail id creation, Drive usage, Google Sheets, 

Documents 
 

30 04-01-2023 Compose Mail, Spam Folder, Trash Folder, pixabay site  
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