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CIRCULAR 
Date: 29-07-2024.  

Dear students,  

This is to inform you that the Dept. of Computer Science is going to conduct Value Added Course on 

MS-Office from 02 Aug 2024.This course is very helpful for the students to learn Usage of Office Tools. 

All the II B.Sc. Computer Science & Statistics Students are requested to join.  

 

                                                                                                                               Dept. of Computer Science,  

                                                                                                                                 St. Joseph’s Degree College.                     
  

 

COURSE OUTLINE  
       Instructor: Mr. P. Harikrishna Reddy & Mrs. K. Chaitanya Lakshmi  

       Class Section: II B.Sc. III Semester Students  

       Class Time: Monday to Saturday 3.00 PM to 5.00 PM.  

       Duration: 15 Days- 30 Hours 

       E-Mail: sjdc.cs@gmail.com.  

       Start Day: 02-08-2024  

       End Day: 04-09-2024  

       College web site: www.sjcknl.edu.in  

 

 

 

 

       

COURSE DESCRIPTION: 

       MS-Office:  

  

Microsoft Office is a suite of applications designed to help with productivity and completing common 

tasks on a computer. You can create and edit documents containing text and images, work with data in 

spreadsheets and databases and create presentations and posters.  

       OBJECTIVES:  
  

 Microsoft Disk Operating System(MS-DOS) manages files, folders and allows program loading 

and execution.  

 Notepad is designed to be a lightweight and simple text editor. It provides essential features like 

creating, opening and saving text files.  

 MS Word enables users to do write-ups, create documents, resumes etc.,  

 Microsoft Excel enables users to format, organize and calculate data in a spreadsheet.   

 Power Point is a powerful tool used to create presentations. It is well utilized to create a 

slideshow of valuable information through charts and images for a presentation.  
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o  

  

Date  

  

Topics  

Covered  

  

1  

  

02-08-2024  
 Introduction to Computers and MS-DOS  

  

2  03-08-2024  
MS-DOS Commands-Internal and External 

Commands  

3  05-08-2024  Introduction to Notepad Text editor  

  

4  

  

06-08-2024  

Introduction to MS-Office applications  

5  07-08-2024  MS-Word-Basics-Word Window Components  

  

6  

  

08-08-2024  

Text Basics, Text Formatting and saving file , 

Working with Objects  

  

7  

  

09-08-2024  

  

Header & Footers; Page Settings  

Working with bullets and numbered lists.  

8  12-08-2024  Tables , Mail Merge and Practicing some 

examples.  

  

9  

  

   13-08-2024  

Introduction to Excel, formatting excel work 

book  

10  14-08-2024  Perform Calculations with Functions, Different 

types of functions  

  

11  

  

16-08-2024  

Sort and Filter Data with Excel, Create Effective 
Charts to Present Data Visually.  
  

12  17-08-2024  Setting Up PowerPoint Environment  

  

13  

  

19-08-2024  

Creating slides and applying themes, Working 

with bullets and numbering, Working with 

Objects  

  

14  

  

03-09-2024  

Using SmartArt and Tables, Animation and 

Slide Transition, Slide show option  

    Revision  

15  04-09-2024   



 

 

SCHEME OF VALUATION AND PATTERN OF QUESTION PAPER CONDUCTED:  

MULTIPLE CHOICE BASED QUESTIONS 

ONLINE EXAMINATION  

Time : 30 minutes  Max. Marks : 25  Min. Marks to Pass: 10  

S.No 

.  

Type of the Questions  No.Of Questions  Marks Per Question  Total Marks  

1  Multiple Questions  25  1  25  

 

ST. JOSEPH'S DEGREE COLLEGE SUNKESULA ROAD, KURNOOL 

VALUE ADDED COURSE ON MS-OFFICE 

FIRST NAME EMAIL ADDRESS PERCENTAGE 

R Rohith rohi15rohith@gmail.com 59 

P Rizwana Begum rizwanarizzu80@gmail.com 56 

T Bhavya reddybhavya345@gmail.com 41 

K Sri Sai Pavani killipavani5@gmail.com 63 

R Anitha reddyanitha855@gmail.com 44 

S Zarina Begum rs5183202@gmail.com                      59 

S Ayesha Almas shaikayeshaalmas@gmail.com 56 

O Pranitha kuruvapranitha257@gmail.com 48 

V Komalika vallepukomalikayadav@gmail.com 56 

R Jahanavi jahnavijyotshna@gmail.com 59 

C Keerthana keerthanachilukuri08@gmail.com 44 

S Saba Tehseen sab.teshee77@gmail.com 63 

S Mehraj Saniya shaikmehrajsaniya@gmail.com 70 

Manjula middemanjula2@gmail.com 59 

B Madhu Chandrika madhuchandrika23@gmail.com 74 

A Kumari akumalakumari@gmail.com 86 

M Amrutha amrutharoselin@gmail.com 86 

A Manu Kasturi manumanasa2264@gmail.com 70 

M Pallavi mpallavi6302@gmail.com 67 

S Yakshit yakshitsimhadrifiles@gmail.com 70 

M Ranga Reddy rangareddy1133@gmail.com 67 

R Sai Kumar sivaraju4993@gmail.com 56 

M Charan Kumar Reddy charankumarr287@gmail.com 59 

A Janardhan asipatibalu2005@gmail.com 59 

C H Mahitha mahithachittella@gmail.com 63 

N Sunayana pandusunayana7@gmail.com 63 

M Gayathri gayathrimale16@gmail.com 70 

C Madhavi chakanimadhavi17@gmail.com 67 

N Revathi revathinese05@gmail.com 63 

G Narendra Kumar gnarendra975@gmail.com 37 

P Sameena Kousar pinjarisameenakousar2004@gmail.com 52 

P Adarsha adars251@gmail.com 59 

S Hajira Farheen shaikhajirafarheen@gmail.com 44 

M V Kalyani madduruvenkatakalyani@gmail.com 41 
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G Tharun tharungadi38@gmail.com 52 

P Rajagopal rajagopal93479@gmail.com 52 

V Swetha varanasiswetha96@gmail.com 52 

Ameena Muskan muskan25am@gmail.com 63 

B Hema Latha yellakrishna75@gmail.com 37 

C Bolo Shankar boloshankar935@gmail.com 63 

E Purna Chandu purnachanduediga@gmail.com 48 

Y Harikrishna harihari93023@gmail.com 48 

S Praveena chandrasubbaiah280@gmail.com 70 

K sandhya sandhyachinni2005@gmail.com 59 

G Mahima Keerthi mahimakeerthi6600@gmail.com 52 

G Sandeep vrsandeepsowmaya@gmail.com 44 

A Chaithanya anumulachaithu2004@gmail.com 37 

M G Sumalatha mgsumalatha0704@gmail.com 63 

Y Naga Mounika ynagamounika2005@gmail.com 67 

V Mamatha vmammata7374@gmail.com 67 

Mohammed naseerahmed8885158@gmail.com 70 

B Harish boyaharish83@gmail.com 52 

C Chandu cchandu1334@gmail.com 74 

S Mahek Fathima syedamahekfathima348@gmail.com 37 

M V Mounika vaddelalitha062@gmail.com 59 

L Nandhini ravindrareddy8967@gmail.com 70 

Lakshmi Narasimha balaraju60876@gmail.com 30 

Shaik Abdul Rahman shaikabdul43771@gmail.com 41 

K Devendra devendrachina12@gmail.com 78 

Pattan p.abdullahkhan25@gmail.com 41 

Shaik Santa bdualkareemsanta3296@gmail.com 37 

 

No. of Students of II B.Sc, III Semester participated in the course: 62 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:tharungadi38@gmail.com
mailto:rajagopal93479@gmail.com
mailto:varanasiswetha96@gmail.com
mailto:muskan25am@gmail.com
mailto:yellakrishna75@gmail.com
mailto:boloshankar935@gmail.com
mailto:purnachanduediga@gmail.com
mailto:harihari93023@gmail.com
mailto:handrasubbaiah280@gmail.com
mailto:sandhyachinni2005@gmail.com
mailto:mahimakeerthi6600@gmail.com
mailto:vrsandeepsowmaya@gmail.com
mailto:anumulachaithu2004@gmail.com
mailto:mgsumalatha0704@gmail.com
mailto:ynagamounika2005@gmail.com
mailto:vmammata7374@gmail.com
mailto:naseerahmed8885158@gmail.com
mailto:boyaharish83@gmail.com
mailto:cchandu1334@gmail.com
mailto:vaddelalitha062@gmail.com
mailto:ravindrareddy8967@gmail.com
mailto:balaraju60876@gmail.com
mailto:shaikabdul43771@gmail.com
mailto:devendrachina12@gmail.com
mailto:p.abdullahkhan25@gmail.com


 

 

GALLERY 

 

 

 

 

CERTIFICATE 

 

 

 

 

 

 

 

 

   
 

 

 

ATTENDANCE 

  

FEEDBACK      

  


