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SNO NAME STATUS 

1 N.Sabitha House Wife 

2. T.Usha Rani House Wife 

3 S.Shakun BA(CA) I YEAR 
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5 Devipriya B.COM(CA) I YEAR 

6 Jakeer B.SC(BZC) I YEAR 

7 Kedar B.SC(BZC) I YEAR 

8 Poojitha BA(CA) I YEAR 

9 B.Mounika B.COM(CA) I YEAR 
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BASIC COMPUTER SKILLS 

Module - I 

 What is Computer 
 Basic Applications of Computer 
 Components of Computer System 
 Central Processing Unit (CPU 
 Keyboard and Mouse 
 Other input/output Devices 
 Computer Memory 
 Connecting keyboard, mouse, monitor and printer to CPU 

 

Module - II 

 Word Processing Basics 
 Opening and Closing of documents 
 Text creation and Manipulation 
 Formatting of text 
 Table handling 
 Spell check 
 Printing of word document 

Module - III 

 Create a workbook  
 Insert and delete columns or rows 
 Change workbook themes ▪  
 Adjust row height and column width  
 Insert headers and footers 
 Add a worksheet to an existing workbook  
 Copy and move a worksheet 

Module - IV 

 work with the basic features of PowerPoint 
 create a new presentation 
 work with presentations 
 insert text into a slide and apply basic formatting 
 work with the various slide layouts 
 create and work with SmartArt graphics 
 draw and format shapes 

 












