






 

 

 

Certificate course on MS OFFICE   
Organized by  

 

Kharagpur College ( Dept. Computer Science & BCA ,Dept. of Mathematics)   

Collaboration with Vidyasagar University 

 

 
 

Course Overview 
 

This course covers Basic to Advanced topics of MS Word, MS Excel, MS  Power Point. 

www.
gteced
ucatio
n.com.
sg 

 
Entry Requirement : (10 + 2)  or equivalent  qualified  

Course Duration : 30hrs. 
 

Mode of Training : Face to face Instructor led Training 
 
 
 
 
 
 

 

Course Content 
 

MS WINDOWS, COMPUTER BASICS 
 

 Computer Basic, Creating Folder, Paint 

 Windows short cut keys 

 
MS WORD 

 

Module 1: Text Basics 

 
 Typing the text, Alignment of text 

 Editing Text: Cut, Copy, Paste, Select All, Clear 

 Find & Replace 

 
Module 2: Text Formatting and saving file 

 
 New, Open, Close, Save, Save As 

 Formatting Text: Font Size, Font Style 

 Font Color, Use the Bold, Italic, and Underline 

 Change the Text Case 

 Line spacing, Paragraph spacing 

 Shading text and paragraph 

 Working with Tabs and Indents 
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Module 3: Working with Objects 

 
 Shapes, Clipart and Picture, Word Art, Smart 

Art 
 Columns and Orderings - To Add Columns 

to a Document 
 Change the Order of Objects 
 Page Number, Date & Time 
 Inserting Text boxes 
 Inserting Word art 
 Inserting symbols 
 Inserting Chart 

 

Module 4: Header & Footers 
 

 Inserting custom Header and Footer 
 Inserting objects in the header and footer 

 Add section break to a document 
 

Module 5: Working with bullets 
and numbered lists 

 

 Multilevel numbering and Bulleting 
 Creating List 
 Customizing List style 
 Page bordering 
 Page background 

 

Module 6: Tables 
 

 Working with Tables, Table Formatting 
 Table Styles 
 Alignment option 
 Merge and split option 

 

Module 7: Styles and Content 
 

 Using Build- in Styles, Modifying Styles 
 Creating Styles, Creating a list style 
 Table of contents and references 
 Adding internal references 
 Adding a Footnote 
 Adding Endnote 

 
 Module 8: Proofing the document 

 
 Check Spelling As You Type. 
 Mark Grammar Errors As You Type. 
 Setting AutoCorrect Options 

 
Module 9: Printing 

 
 Page Setup, Setting margins 
 Print Preview, Print 

 

MS EXCEL 
 

Module 10: Introduction to Excel 
 
 Introduction to Excel interface 
 Understanding rows and columns, Naming 

Cells 
 Working with excel workbook and sheets 

 

Module 11:Formatting excel work book: 

 
 New, Open, Close, Save, Save As 
 Formatting Text: Font Size, Font Style 
 Font Color, Use the Bold, Italic, and Underline 
 Wrap text, Merge and Centre 
 Currency, Accounting and other formats 
 Modifying Columns, Rows & Cells 

 

Module 12: Perform Calculations 
with Functions 

 

 Creating Simple Formulas 
 Setting up your own formula 
 Date and Time Functions, Financial Functions 
 Logical Functions, Lookup and Reference 
 Functions Mathematical Functions 
 Statistical Functions, Text Functions. 

 

Module 13: Sort and Filter Data with Excel 
 
 Sort and filtering data 
 Using number filter, Text filter 
 Custom filtering 
 Removing filters from columns 
 Conditional formatting 

Module 14: Create Effective Charts to 

Present Data Visually 

 

 Inserting Column, Pie chart etc. 
 Create an effective chart with Chart Tool 
 Design, Format, and Layout options 
 Adding chart title 
 Changing layouts 
 Chart styles 
 Editing chart data range 
 Editing data series 
 Changing chart 

 



 

 

 
 

 
 

Module 15: Proofing and Printing 

 
 Page setup, Setting print area, Print titles 
 Inserting custom Header and Footer 
 Inserting objects in the header and footer 
 Page Setup, Setting margins, Print Preview, 

Print 
 Enable back ground error checking 
 Setting AutoCorrect Options 

 

MS POWERPOINT 
 

Module 16: Setting Up PowerPoint 
Environment: 

 
 New, Open, Close, Save, Save As 
 Typing the text, Alignment of text 
 Formatting Text: Font Size, Font Style 
 Font Color, Use the Bold, Italic, and 

Underline 
 Cut, Copy, Paste, Select All, Clear text 
 Find & Replace 
 Working with Tabs and Indents 
Module 17:Creating slides and applying 

themes 

 Inserting new slide 
 Changing layout of slides 
 Duplicating slides 
 Copying and pasting slide 
 Applying themes to the slide layout 
 Changing theme color 
 Slide background 
 Formatting slide background 
 Using slide views 

 
Module 18: Working with bullets and 
numbering 

 

 Multilevel numbering and Bulleting 
 Creating List 
 Page bordering 
 Page background 
 Aligning text 
 Text directions 
 Columns option 

 
Module 19: Working with Objects 

 
 Shapes, Clipart and Picture, Word Art, Smart 

Art 
 Change the Order of Objects 
 Inserting slide header and footer 
 Inserting Text boxes 
 Inserting shapes, using quick styles 
 Inserting Word art 
 Inserting symbols 
 Inserting Chart 

 

 

Module 20: Hyperlinks and Action Buttons 

 
 Edit Hyperlinks and Action Button 
 Inserting Hyperlinks and Action Buttons 
 Word Art and Shapes 

 
Module 21: Working With Movies 
and Sounds 

 

 Inserting Movie From a Computer File 
 Inserting Audio file 
 Audio Video playback and format options 
 Video options, Adjust options 
 Reshaping and bordering Video 

 

Module 22: Using SmartArt and Tables 
 

 Working with Tables, Table Formatting 
 Table Styles 
 Alignment option 
 Merge and split option 
 Converting text to smart art 

 
Module 23: Animation and Slide 

Transition 
 

 Default Animation, Custom Animation 
 Modify a Default or Custom Animation 
 Reorder Animation Using Transitions 
 Apply a Slide Transition, Modifying a 
 Transition, Advancing to the Next Slide 

 

Module 24: Using slide Master 
 

 Using slide master 
 Inserting layout option 
 Creating custom layout 
 Inserting place holders 
 Formatting place holders 

 
Module 25: Slide show option 

 

 Start slide show 
 Start show from the current slide 
 Rehearse timing 
 Creating custom slide show 
 

 



Timestamp Name of Student Name of Department Semester Roll Number
11/23/2022 12:28:56 Anuvab Sahu Anuvab Sahu III 2125004
11/24/2022 19:07:40 Arijit Das Arijit Das III 2120077
11/19/2022 12:38:48 Arya Pahari B.A ENG(H) I 2212015
11/20/2022 9:34:38 Biplab Pratihar B.Sc Mathematics HonsI 2218011

11/22/2022 20:47:10 Jiya Ahmed BA General III 2128120
11/22/2022 12:51:42 Puja Das BCa III 20
11/22/2022 12:55:23 Souvik Adhikari BCA I 42
11/22/2022 13:15:49 Basabpriyo Ghosh BCA III 31812125008
11/22/2022 13:35:45 KARTICK JANA BCA VI 2225016
11/22/2022 14:06:19 Rahul Hembram BCA I 22
11/22/2022 16:08:35 BASUDHA BHATTACHARYABCA I 2225059
11/22/2022 18:09:02 Sk Rakiur Rahaman BCA III 40
11/22/2022 18:25:17 Supriyo kundu BCA III 2125037
11/22/2022 18:26:22 JOY DUTTA BCA III 2125012
11/22/2022 20:22:10 Raja Das BCA III 24
11/22/2022 21:14:19 Koushik Singha maha patraBCA III 13
11/23/2022 12:32:35 Anuvab Sahu Bca III 2125004
11/23/2022 12:32:56 Raja Das BCA III 2125024
11/23/2022 12:37:41 Sk Rakiur Rahaman BCA III 2125040
1/30/2023 12:29:08 Somnath Banerjee BCA III 2125043

11/22/2022 12:54:47 Somenath pramanik BCA I 37
11/22/2022 18:26:50 Ayon Mondal BCA III 2125006
11/23/2022 9:16:48 Trishita Patel BCA I 2225048

11/23/2022 14:06:38 Barsha Patra BCA HONS I 2225008
12/26/2022 20:35:19 Samir Mahata Bsc Bio General I 2231019
11/19/2022 8:34:43 Somnath Mallik BSC GENERAL PURE I 2230017

11/18/2022 20:46:45 Biswajit Mandal Chemistry I 2219016
11/18/2022 23:57:52 Arpita Bera Chemistry III 2119009
11/19/2022 8:55:39 Shubha Giri Chemistry III 2119049

11/20/2022 10:29:14 Gaurav Debnath Chemistry I 2219071
11/18/2022 19:54:32 Joydip pal Chemistry department V 2019074
11/18/2022 19:54:34 Saswata Mondal Chemistry Department ( Hons ) V College Roll number - 2019078
11/18/2022 20:19:05 Surajit Maity Chemistry honours B.ScIII 2119065
11/18/2022 22:21:23 Pradip Paul Chemistry hons V 2019075
11/19/2022 12:40:23 Jeet Dutta Commerce III 2126048
11/21/2022 14:47:18 Sayan Chakraborty Department of physics III 2120043
11/22/2022 16:12:04 BASUDHA BHATTACHARYADept. of Computer Science & BCAI 2225059
11/22/2022 23:12:25 Sarbani Ganguly English III 23
11/22/2022 23:51:24 Sarbani Ganguly English III 32
11/24/2022 22:06:29 Farhin khanam English I 2212029
11/19/2022 10:20:04 Shruti singh English Department I 2212110
11/19/2022 10:20:41 Simran Mongre English department I 2212096
11/19/2022 10:28:11 Sricha Sharma English Department I 2212098



11/20/2022 7:55:06 G. Tanuja English honours I 2212107
11/19/2022 7:52:36 Ankita Bera English honours III 2112008

11/19/2022 10:54:32 Deepsikha Jana English hons. I 2212026
11/18/2022 19:05:07 Soma Acharjya Geography III 2124039
11/19/2022 13:32:36 Sumita Dandapat Geography III 2124043
11/25/2022 11:31:33 Rupa mondal Geography III 28
11/18/2022 19:59:51 Ananta Murmu Geography I 2224001
11/19/2022 6:56:16 Priyanka Rana Geography III 2124025

11/19/2022 13:34:02 Susmita kotal Geography III 2124044
11/19/2022 13:35:18 Suchetana Dey Geography III 2124041
11/19/2022 14:12:46 Poushi Biswas Geography III 2134022
11/20/2022 20:50:15 Santu kar Geography I 2224838
11/20/2022 20:55:53 Rajat Ghosh Geography I 30
11/24/2022 23:11:04 Mousumi Khamrai Geography department V 2021028
11/18/2022 20:11:00 A kavya History honours III 21105106
11/22/2022 9:02:21 A kavya History honours III 2115106

11/22/2022 15:42:00 Riya Sharma History honours III 2115063
11/18/2022 20:21:19 T Roja History Hons III 2115097
11/18/2022 22:12:35 T Roja History Hons III 2115097
11/22/2022 23:26:33 Jyoti Karmakar M.A. III 23
11/18/2022 23:03:53 Susanta bera Mathematics I 2218087
11/23/2022 8:24:45 Sumandeep Patra Mathematics I 2218094

11/23/2022 15:16:05 Tuhin Das Mathematics I 2218089
11/24/2022 19:48:45 Sayani Mahapatra Mathematics I 2218060
11/25/2022 8:08:05 Biswajit Bhunia Mathematics III 2118016

11/25/2022 17:20:21 Krishnendu Dinda Mathematics I 2218027
11/18/2022 23:02:15 Manoj Rana Mathematics III 2118033
11/18/2022 23:24:55 Gourav Samanta Mathematics III 2118021
11/19/2022 18:52:55 Subhadip Dey Mathematics I 2218073
11/19/2022 23:25:55 Dipti Patra Mathematics I 2218093
11/20/2022 12:05:53 Rishiraj Mandi Mathematics III 2118058
11/22/2022 13:05:20 Soumyajit patra Mathematics I 68
11/23/2022 14:00:57 Akash pal Mathematics I 2218002
11/23/2022 20:34:11 Monalisha Pradhan Mathematics I 2218033
11/23/2022 20:35:39 Monalisha Pradhan Mathematics I 2218033
11/24/2022 8:10:15 Rajib Das Mathematics III 2118052

11/25/2022 10:54:35 Sudipta Hembram Mathematics I 2218082
11/25/2022 17:17:42 Subham Bhunia Mathematics I 2218078
11/25/2022 20:02:24 Jitendra Kar Mathematics I 2218021
11/25/2022 20:03:13 Jitendra Kar Mathematics I 2218021
11/25/2022 20:30:27 Pratasna Ghosh Mathematics I 2218038
11/27/2022 19:47:44 Avijit Bera Mathematics I 2218007
12/7/2022 11:59:33 Mahadeb Saren Mathematics III 2118031

12/15/2022 19:04:58 Gourav Samanta Mathematics III 2118021



11/19/2022 20:38:47 Ghanashyam Ghosh Mathematics (Honours) I 2218095
11/20/2022 9:44:19 Subrata Sahoo Mathematics departmentI 2218080

11/18/2022 23:59:59 Subhajit mahata Mathematics honours III 2118085
11/19/2022 0:01:49 Subhajit mahata Mathematics honours III 2118085

11/19/2022 12:44:43 Debsekhar Banerjee NCC II 44
11/25/2022 11:59:00 Arijit santra Physics I 2220012
11/18/2022 20:10:20 Tapas Maikap Physics I 2226061
11/24/2022 20:54:52 Anirban Jana Physics I 2220006
11/25/2022 1:04:11 SOUMYADIP MAITY PHYSICS III 2120051

12/19/2022 17:57:25 Sanjib Mandal Physics III 2120038
11/24/2022 21:15:42 Arijit Das Physics honours III 2120077
11/18/2022 19:08:50 Arijit Das Physics honours III 112121-210158
11/20/2022 7:59:03 Sanjib Mandal Physics hons III 2120038

11/18/2022 20:04:33 Uttam Hansda Political science III 2116079
11/23/2022 12:33:13 Subhangi Patra Subhangi Patra V 2024047
11/25/2022 22:09:22 Subhasish Haldar Subhasish Haldar III 2125032
11/18/2022 19:24:27 Sayan Choudhuri Zoology III 2122057
11/18/2022 22:39:06 DEBTANU SAHA ZOOLOGY III 2122046
11/26/2022 19:48:48 Subhangi Patra Zoology V 2024047
11/18/2022 22:37:08 Subhangi Patra Zoology hons V 2024047
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+917797827140
9476464120
8617590845
8609158207
7001412361
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9339106746
7872171970
9832695369
8001063890
7872171970
8101253112
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7319220959
6294141177
8348562276
7047528899
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9339817242
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Certificate course on Basic Computer and Microsoft Office 

Date of Examination:- 31/ 05/ 2023 

Name of Student 
PUJA DAS 

SOUVIK ADHIKARI 
BASABPRIYO GHOSH 

Total marks: 30 

KARTICK JANA 
RAHUL HEMBRAM 

BASUDHA BHATTACHARYA 
SUPRIYO KUNDU 

JOY DUTTA 

KOUSHIK SINGHA MAHA PATRA 

RAJA DAS 
ANUVAB SAHU 

Award list 

SK RAKIUR RAHAMAN 
SOMNATH BANERJEE 
SOMENATH PRAMANIK 

AYON MONDAL 
TRISHITA PATEL 
BARSHA PATRA 
SAMIR MAHATA 

SOMNATH MALLIK 
JIYA AHMED 

BISWAJIT MANDAL 
ARPITA BERA 
SHUBHA GIRI 

GAURAV DEBNATH 
JOYDIP PAL 

SASWATA MONDAL 
SURAJIT MAITY 

PRADIP PAUL 
JEET DUTTA 

SARBANI GANGULY 
FARHIN KHANAM 
SHRUTI SINGH 

SIMRAN MONGRE 

G. TANUJA 
SRICHA SHARMA 

ANKITA BERA 
ARYA PAHARI 

DEEPSIKHA JANA 
SOMA ACHARJYA 

SUMITA DANDAPAT 
RUPA MONDAL 

ANANTA MURMU 
PRIYANKA RANA 
SUSMITA KOTAL 
SUCHETANA DEY 
POUSHI BISWAS 

SANTU KAR 

A KAVYA 

RAJAT GHOSH 
MOUSUMI KHAMRAI 

RIYA SHARMA 
TROJA 

SUSANTA BERA 

Name of Department Semester Marks 
BCA 
BCA 
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BCA 
BCA 

BSC GENERAL BI0 
BSC GENERAL PURE 

BA GENERAL 
CHEMISTRY 
CHEMISTRY 
CHEMISTRY 
CHEMISTRY 
CHEMISTRY 
CHEMISTRY 
CHEMISTRY 
CHEMISTRY 
COMMERCE 

ENGLISH 
ENGLISH 
ENGLISH 
ENGLISH 
ENGLISH 
ENGLISH 
ENGLISH 
ENGLISH 
ENGLISH 

GEOGRAPHY 
GEOGRAPHY 
GEOGRAPHY 
GEOGRAPHY 
GEOGRAPHY 
GEOGRAPHY 
GEOGRAPHY 
GEOGRAPHY 
GEOGRAPHY 
GEOGRAPHY 
GEOGRAPHY 

HISTORY 
HISTORY 
HISTORY 

MATHEMATICS 
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VI 
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26 
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Name of Student 
SUMANDEEP PATRA 

TUHIN DAS 
SAYANI MAHAPATRA 
BISWAJIT BHUNIA 
BIPLAB PRATIHAR 

KRISHNENDU DINDA 
MANOJ RANA 

SUBHADIP DEY 
DIPTI PATRA 

RISHIRAJ MANDI 
SOUMYAJIT PATRA 

AKASH PAL 
MONALISHA PRADHAN 

RAJIB DAS 
SUDIPTA HEMBRAM 
SUBHAM BHUNIA 

JITENDRA KAR 
PRATASNA GHOSH 

AVIJIT BERA 
MAHADEB SAREN 

GOURAV SAMANTA 
GHANASHYAM GHOSH 

SUBRATA SAHOO 
SUBHAJIT MAHATA 

ARIJIT SANTRA 
TAPAS MAIKAP 

SAYAN CHAKRABORTY 
ANIRBAN JANA 

SOUMYADIP MAITY 
ARIJIT DAS 

SANJIB MANDAL 
UTTAM HANSDA 

SAYAN CHOUDHURI 
DEBTANU SAHA 

SUBHANGI PATRA 

Name of Department Semester 
MATHEMATICS 
MATHEMATICS 
MATHEMATICS 
MATHEMATICS 
MATHEMATICS 
MATHEMATICS 
MATHEMATICS 
MATHEMATICS 
MATHEMATICS 
MATHEMATICS 
MATHEMATICS 
MATHEMATICS 
MATHEMATICS 
MATHEMATICS 
MATHEMATICS 
MATHEMATICS 
MATHEMATICS 
MATHEMATICS 
MATHEMATICS 
MATHEMATICS 
MATHEMATICS 
MATHEMATICS 
MATHEMATICS 
MATHEMATICS 

PHYSICS 
PHYSICS 
PHYSICS 
PHYSICS 
PHYSICS 
PHYSICS 
PHYSICS 

POLITICAL SCIENCE 
ZOOLOGY 
ZOOLOGY 
ZOOLOGY 

<E 

Alok Haldar, 
Assistant Professor & Head, 

Course Coordinator, 
Department of Computer Science & BCA 

Marks 
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SUMMARY REPORT ON 

CERTIFICATE COURSE ENTITLED 

“Basic Computer and Microsoft Office” 
Organised by 

Department of Computer Science & BCA 
and 

Department of Mathematics, 
Kharagpur College 

DATE: From 27.04.2023 to31.05.2023 
DURATION: 15 Days (45 Hours) 

Coordinator:  Prof. Alok Haldar, Assistant Professor and Head,Department of 
Computer Science & BCA, Kharagpur College 
 

Computer Proficiency is an essential part of modern education. The certificate course 
is designed to provide UG students with a solid foundation in basic computer knowledge, 
concepts and techniques of Microsoft office which can lead to improve job prospects and 
career advancement opportunities. The course also provides a strong foundation for further 
study in computer and related fields. 

The course aims to prepare the undergraduate and post graduate students of different 
streams like arts, commerce, science etc.  with basic abilities as well as hands-on experience 
in word processing, making excel spreadsheets, constructing databases, and preparing 
presentations using Microsoft Office Word, Excel, and PowerPoint programmes. 
Course Objectives can be listed as below: 

 To provide basic information about the computer system. 
 To provide knowledge about computer hardware and software. 
 To familiarise pupils with Microsoft Windows, the Internet, and email. 
 To familiarise pupils with MS Office (MS Word, MS Excel, and MS PowerPoint). 

Taught by: 

1. Prof. Alok Haldar, Assistant Professor and Head, Department of Computer Science & 
BCA, Kharagpur College 

2. Dr. Anjana Mondal, Assistant Professor, Department of Mathematics, Kharagpur 
College 

3. Dr. Samiran Acharyya, State Aided College Teacher, Department of Computer 
Science & BCA, Kharagpur College 

4. Dr. Kousik Bhattacharya, State Aided College Teacher, Department of 
Mathematics,Kharagpur College 

5. Mr. AnudyutiGhorai, State Aided College Teacher, Department of Computer Science 
& BCA, Kharagpur College 

6. Mr. Biswajit Laya,State Aided College Teacher, Department of Computer Science & 
BCA, Kharagpur College 

7. Mr. Debraj Das, PMRF, Indian Institute of Technology, Kharagpur 
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