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Department of Computer Science

Short-Term Course In “Office Automation”

Year 2021-2022
Board of Studies (BOS)

Date: 07/09/2021

Short-Term Course in “Office Automation” is going to start in the Department of
Computer Science, Yashwantrao Chavan College of Science, Karad. As per decision made
in the CDC and IQAC, a BOS in Computer Science compositions is as follows,
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VASHWANTRAO CHAVAN COLLEGE OF SCIENCE, KARAD
Department of Computer Science

Notice
Date: 09/12/2022

All the Students of the B.Sc. CS Entire I and B. Sc. CS Optional I are hereby informed
that the Department of Computer Science is going to run a short-term course
entitled as “Office Automation”. Interested Candidates enrol their names to

Miss. S. G. Padyal (course Co-ordinator) on or before 15% December 2022.

o

Course Co-ordinator =l
Head ‘
Department of Computer Science

Yashwantrao Chavan College of Science
Karad
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YASHWANTRAO CHAVAN COLLEGE OF SCIENCE, KARAD

Department of Computer Science
STC: Office Automation (2022-23)

Registration
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Yashwantrao Chavan College of Science ,Karad
Department of Computer Science

Student Rgistration
Office Automation

B.Sc CS (Entire) &(Optional) -I Computer Science

2022-23
Sr No. Roll No. Name of the students

1 STC1 BAGAL ANISH ANIL

2 STC2 BHISE NIKHIL DADASO

3 STC3 DESAI SAHIL SHAMARAO

4 STC4 DESHMUKH VAISHNAVI GANESH

5 STCS FADTARE PRANAYV SHIDU

6 STC6 FAKIR KHAJAMIYA HUSEN

7 STC7 GADAVE ANIKET RAJENDRA

8 STC8 GAIKWAD JAGRUTI BAJARANG

9 STC9 GAIKWAD MAYURI SADASHIV

10 STC10 GAIKWAD NIKITA RAMCHANDRA

11 STC11 GAIKWAD SANIKA NANASO

12 STC12 GAIKWAD SRUSHTI SADASHIV

13 STC13 GAVHANE SHANTANU SANJAY

14 STC14 GHADAGE PAVAN ANANDA

15 STC15 |GHADGE GANESH RAJENDRA

16 STC16 GHARGE PRATIK HAMBIRRAV

17 STC17 GHODAKE ADITYA SANTAIJL

18 STC18 GHODAKE SANKET SUDHAKAR

19 STC19 GIRI GARGI VIJAY
20 STC20 GURAYV SHRADDHA RAMESH

21 STC21 HENDRE PRATHMESH RAJENDRA
22 STC22  |INGALE RUTUJA VASANT

23 STC23  |INJEKAR NAVELI NANDKUMAR
24 STC24  |JADHAV ABHIJEET SUBHASH

25 STC25 JADHAYV AJAY SATISH

26 STC26  |JADHAV ANIKET RAMCHANDRA

27 STC27 |JADHAV ANUSHKA DEEPAK

28 STC28 JADHAV ASHLESHA BHAGWAN

29 STC29 JADHAV ROHAN MAHENDRA

30 STC30 JADHAV SAYALI BHAGWAN
31 STC31 JADHAV SHRAVANI SANJAY

32 STC32 KACHARE VIJAY BHARAT
33 STC33 MALI PRASHANT SUNIL

34 STC34 MANE LAVHESH DADASO
35 STC35 MORE SUJAY JITENDRA

36 STC36 PANASKAR GAURAV RAJENDRA
37 STC37 PANASKAR SAURABH VIJAY

38 STC38 PATIL AVISHKAR CHANDRAKANT

39 STC39 PATIL PRAJTWAL CHANDRAKANT

40 STC40 PATIL SHUBHAM SARJERAO O\

¢ Principai
Co-ordinator Head of Department Yashwantrao Gha}&% gollege of Snisn

Head
/ 3 // Department of Computer Science
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YASHWANTRAO CHAVAN COLLEGE OF SCIENCE, KARAD
Department of Computer Science

Short-Term Course in “Office Automation”

Year 2022-2023
Date: 15/12/2022
1. Class - B.Sc. CS Entire I and B. Sc. CS Optional I
2. Duration of the Course : 3 Months
3. Capacity 140
4. No. of Students Enrolled  : 40
5. Theory Examination : 4" Week of March
6. Practical Examination : 4 Week of March
g@gﬂ/
Course Co-Ordinator HOD

Head
%, Department of Computer Science
““\@ “wYashwantrao Chavan Collzge of Science
\ Karad

Principai
Yashwantrao Chavan Coliege of Science
Karad




YASHWANTRAO CHAVAN COLLEGE OF SCIENCE, KARAD
Department of Computer Science
Short-Term Course in “Office Automation”

Year 2022-2023
Date: 01 /01/2023

All the students those who are enrolled their names for “Office Automation” course

are hereby informed that their theory lectures are going to start from 4™ January 2023. All

concerned should note and follow.

g

Course Co-Ordinator HOD

Head
: Department of Computer Science
‘washwantrao Chavan College of Science
¥=rad

rincipal
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YASHWANTRAO CHAVAN COLLEGE OF SCIENCE, KARAD
Department of Computer Science
Short-Term Course in “Office Automation”
Year 2022-2023

WEF Date: 04/01/2023

Theory Time Table
Jan 2023 to March 2023 by

Time

Thursday

Friday

8.50 AM-
9.40 AM

L16
SGP

L16
SGP

9.40 AM-
10.30 AM

L16
AVN

L16
AVN

Practical Time Table
Jan 2023 to March 2023

Time Saturday

8.50 AM-9.40 AM

Computer Lab 1.
SGP/AVN

9.40 AM-10.30 AM

Course Co-Ordinator

Head
Department of C
. omputer Sci

| Yashwantrao Chavan College of Sgigﬁge

Karad

Principal
yashwanirao Chavan College of Scignce




Yashwantrao Chavan College of Science, Karad
Department of Computer Science
Short-Term Course: Office Automation

Notice-Examination

All the registered students of the short-term course “Office Automation” are informed that as per

discussed question paper patterns the examinations of the course are conducted as follow.

The time- table of examination is in 3 slots as follows.
» Test No-1: Internal Examination
» Test No-2: Final Examination
» Test No-1: Practical Examination

All should note and follow.

Test No-1 Test No-2 Test No-3

Date & Time Tuesday,11/03/2023 Monday,24/03/2023 Wednesday,26/03/2023

9:30am-10:30 am 9:30am-10:30 am 9:30am-11:30 am

Mrs S.G.Padyal HOD

Head
Department of Computer Science
\\‘Yashwantrao Chavan College of Science
Karad

Course Coordinator

Principal
yaghwantrao Chavan Coliege of Scienc
' Karad




Yashwantrao Chavan College of Science, Karad
Department of Computer Science
Short Term Course- Office Automation
Mid-Course Exam
2022-23
Total Marks: 30 Time:1 Hour
Date : 11/04/2023
Q1. Select the correct alternative: (Each Question carries 2 Marks) [30]
1. Which menu provides you options like Animation Scheme, custom Animation, Slide
Transition?
a. Insert Menu
b. Format Menu
c. Tools Menu
d. Slide Show Menu
Answer
2. Which of the following format you can decide to apply or not in AutoFormat dialog
box?
a.Number format
b.Border format
c.Font format
d.All of above
Answer
3. You can check the conditions against____ when applying conditional
formatting
a.Cell value
b.Formula
c.Both of above
d.None of above
Answer
4. What is the short cut key to replace a data with another in sheet?
a. Ctrl+R
b. Ctrl + Shift + R
c. Crl+H
d. Ctrl+F
Answer MPUTER} = -
.,-‘ szf&o Cﬁ:;?fgbai
; an Cofl ;
Karad ©ge of Scien




5. Changing the appearance of a document is called
a. Editing
b. Proofing
c. Formatting

d. All of above

Answer

6. Which tab is not available on left panel when you open a presentation?
a. Outline
b. Slides
c. Notes
d. All of above are available

Answer

7. controls all the main slide control tasks for your presentation.
a.Task Pane
b.Task Bar
c.Control Panel
d.None of above

Answer

8. Which of the following statement is false?

a. If you choose to select from one of the pre-made slide layouts, you can
change the positioning

b. If you choose to select from the pre-made slide layouts, you cannot delete
the objects in the layout.

c. Blank Slide is at the top of the ‘Content Layouts’ area in the Slide Layout
panel.

d. All of above are false statements

Answer

9.  Which of the following cannot be toggled from View >> Toolbars?
a.Control Toolbox '
b.Slides
c.Revisions
d.Reviewing

Answer
10. The mail server as defined in the text uses the protocol.
a. HTTP
b.: TP ’
c. POP o/
d. SMTP ) e
Answer COMPUTER]) of o

\ SCIENCE | 2




11. In an e-mail address @ is used. It represents
. Domain name.

b. Senders name.

c. Recipients name.

d. Network name

[

Answer

12. Electronic mail cannot be used for.
a. Scanning pictures.
b. Sending documents.
c. Sending attachments.
d. Sending messages

Answer

13. PowerPoint presentations are widely used as
a.note outlines for teachers
b.project presentations by students
c.communication of planning
d.All of above

Answer

14. Which of the following button will allow you to add, delete, or change records in
your Data Source?
a. °‘Edit’ button
b. ‘Data editing’ button
c. ‘Data Source’ button
d. ‘Edit Data Source’ button

Answer

15. It is possible to a data source before performing a merge.
a. Modify
b. Sort
c. Create
d. all of the above

Answer

rincipal
7. a Scit
Yashwantrao Chavan Coliege of
Karad




Yashwantrao Chavan College of Science, Karad
Department of Computer Science
Short Term Course- Office Automation

Final Exam
2022-23
Total Marks: 30 Time:1 Hour
Date : 24/04/2023
Q1. Select the correct alternative(Each question carries 2 marks) [30]

1. E-commerce means
‘ a. Business through internet.
b. Commercial activities through electronic Media.
c. Electrical commerce.
d. Commercial transaction.

Answer

2. Drop Cap means
a. Small Caps
b. Title case
c. All Caps
d. None of above

Answer

3. A feature of MS Word that saves the document automatically after certain interval is
available on
Save tab on Options dialog box
. Save As dialog box
. Both of above
. None of above

(o T @ i pi =)

Answer

4. Which menu provides you options like Animation Scheme, custom Animation, Slide
Transition?
a. Insert Menu
b. Format Menu
c. Tools Menu
d. Slide Show Menu

Answer

5 Which of the following is not a part of Slide Desi
a. Design Template

COMPUTER]
SCIENCE |

Exincipal
= A~ emrraty (COb fSOleﬂC
vaghwanirao Chavar Coliege 0
Karad
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b. Colour Scheme
c. Animation Scheme
d. Slide Layout

Answer

6. If you want to insert some slides from other presentation into current one choose
a. From Insert menu choose Slides from Files
b. From Insert menu choose Slides from Presentation
¢. From Insert menu choose Slides
d. None of above

Answer

7. To insert a hyperlink in a slide
a. Choose Insert >> Hyperlink
b. Press Ctrl + K
' c. Hyperlinks can’t be inserted in slides
d. botha&b

Answer

8. From which menu you can access Picture, Test Box, and Chart etc?

a. File
b. Edit
c. Insert
d. View
Answer

9. The area that contains the URL or web address of the active web page is called
the . bar.
a. Address
b. Menu.
c.Link.

. d. Browser.

Answer

10. What is place to the left of horizontal scroll bar?
a. Tab stop buttons
b. View buttons

c. Split buttons

d. Indicators

Answer

11. Which short cut key inserts a new slide in current presentation?

a. Ctrl+N
b. Ctrl+M
c. Ctrl+S
d. All of above
Principal )
antrao Chavar College ©
Yashw Karad




Answer

12. Which of the following is not a financial function in Excel?
a. PV

b. Count

c. PMT

d. Rate

Answer

13. Which of the following is not a type of page margin?
a. Left
b. Right
c. Centre
d. Top

Answer

14. Which of the following button will allow you to add, delete, or change records in
your Data Source?
a. ‘Edit’ button
b. ‘Data editing’ button
c. ‘Data Source’ button
d. °‘Edit Data Source’ button

Answer

15. The area that contains the URL or web address of the active web page is called
the bar.

Address

Menu.

Link.

Browser.

= N n

Answer

P

Principafl
Yashwantrao Chavan College of Snience
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Yashwantrao Chavan College of Science, Karad
Department of Computer Science

Short Term Course- Office Automation
Practical Exam

2022-23

Total Marks: 40 Time:1.5 Hour
Date : 26/04/2023

Instructions:

1.Program Writing, Loading and Executions — 10 Marks
2 Results and Conclusion — 5 Marks
3.0ral — 10 Marks

Q. Attempt any two of following. (One question carries 15 Marks) [30]

1) Using MS-PowerPoint with suitable examples write steps and execute the following:
a) Create Presentation table slides using an organization chart.
b) Use different views such as slide view, slide sorter view and slide.

2) Using MS-Excel draw X-Y Line Chart and Bar Charts based on the following worksheet data
and write the steps

MONTHLY SALES
ITEM (in Thousands)
Cotton 2500
Wool 3700
Yarn 1600
Jute 4000
Fiber 3300

3) Using MS-Word with suitable examples, write the steps and execute the following with
respect to table handling
a) Creating a table (At least 4 columns and 6 rows).
b) Entering appropriate data into the table.
¢) Sort the table.
d) Apply the formulas on table numeric values

Srincipat
vashwanirao Chavan College of Scientey
Karad
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Yashwantrao Chavan College of Science ,Karad
Department of Computer Science
Marksheet
Office Automation

B.Sc CS (Entire) & (Optional) -1 Computer Science

2022-23
Sr No.|Roll No. Name of the students Mid- | Final | Practical | ., %
course | Exam Exam
1 STC1 |BAGAL ANISH ANIL 28 26 30 84 84
2 STC2 |BHISE NIKHIL DADASO 28 26 34 88 38
3 STC3 |DESAI SAHIL SHAMARAO 28 28 34 90 90
4 STC4 |DESHMUKH VAISHNAVI GANESH 26 28 37 91 91
5 STC5 |FADTARE PRANAV SHIDU 28 24 30 82 82
6 STC6 |FAKIR KHAJAMIYA HUSEN 28 26 30 84 84
7 STC7 |GADAVE ANIKET RAJENDRA 28 28 30 36 36
8 sTC8 |GAIKWAD JAGRUTI BAJARANG 24 24 3% 85 85
9 STC9 [GAIKWAD MAYURI SADASHIV 28 28 35 91 91
10 STC10 |GAIKWAD NIKITA RAMCHANDRA 28 23 31 82 82
11 | sTC11 |GAIKWAD SANIKA NANASO 28 28 30 86 86
12 | stci2 |GAIKWAD SRUSHTI SADASHIV 24 28 36 88 38
13 | STC13 |GAVHANE SHANTANU SANJAY 26 28 33 87 87
14 | STC14 |GHADAGE PAVAN ANANDA 28 24 35 87 87
15 | stcis [GHADGE GANESH RAJENDRA 24 28 32 84 84
16 | sTC16 |[GHARGE PRATIK HAMBIRRAV 28 26 33 87 87
17 sTC17 |GHODAKE ADITYA SANTAII 26 26 36 88 88
18 sTC18 |GHODAKE SANKET SUDHAKAR 26 24 36 86 86
19 STC19 |GIRI GARGI VIJAY 24 28 36 88 88
20 | sTc20 |GURAV SHRADDHA RAMESH 28 26 33 87 87
21 | sTc21 |HENDRE PRATHMESH RAJENDRA 16 28 30 74 74
26 | sTC22 |INGALE RUTUJA VASANT 28 24 37 89 89
23 | sTCc23 |INJEKAR NAVELINANDKUMAR 24 24 35 83 83
24 | sTc24 |[JADHAV ABHUEET SUBHASH 24 28 32 84 84
25 | sTC2s |[JADHAV AJAY SATISH 24 16 35 75 75
26 | sTC26 |JADHAV ANIKET RAMCHANDRA 28 26 37 91 91
27 | sTc27 |[JADHAV ANUSHKA DEEPAK 26 28 32 86 86
28 | stc28 [JADHAV ASHLESHA BHAGWAN 24 24 30 78 78
29 | sTC29 |JADHAV ROHAN MAHENDRA 18 28 37 83 83
30 STC30 [JADHAV SAYALI BHAGWAN 24 26 33 83 83
31 STC31 [JADHAV SHRAVANI SANJAY 26 26 36 88 88
32 STC32 |KACHARE VIJAY BHARAT 26 24 32 82 82
33 STC33 |MALI PRASHANT SUNIL 26 28 33 87 87
34 | STC34 |MANE LAVHESH DADASO 26 28 34 88 88
35 | STC35 |MORE SUJAY JITENDRA 28 28 30 86 86
36 STC36 |PANASKAR GAURAV RAJENDRA 24 26 31 81 81
37 | sTC37 |PANASKAR SAURABH VIJAY 26 28 31 85 85
38 | STC38 |PATIL AVISHKAR CHANDRAKANT 28 26 33 87 87
39 STC39 |PATIL PRAJWAL CHANDRAKANT 26 24 32 82 82
20 | stc4o |[PATIL SHUBHAM SARJERAO 24 28 34 86 36
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YASHWANTRAO CHAVAN COLLEGE OF SCIENCE, KARAD

Department of Computer Science
Short-Term Course in “Office Automation”
Year 2022-2023

Result
No. of No. of 5 Result
Students Students Pass Fail %
Enrolled Appeared
40 40 : 40 00 100
Head

Department of Computer Science
Yashwantrao Chavan College of Science
Karad

rincipai
Yashwantrao Chavan College of Science
Karad




Yashwantrao Chavan College of Science, Karad
Department of Computer Science
Short term Course —Office Automation
CO Attainment 2023-24

% of
¥ 30% of % of 30% of 40% of
stadents attainment | students attainment onsudents attainment | Attainment
Course i above 60 % Level of ; ; Level of : above 75 % of | Level of i
Course Title g i Level in Mid{ above 60 % 5 Level in 3 g Level in of course
Code of Mid- attaintment § attaintment | _, Practical Exam| attaintment )
Course of Final Final Exam Practical (I+IT+III)
Course Exam marks
Exam (I) | Exam marks () Exam (l1l)
marks
Short term 95.00 3 0.9 95.00 3 0.9 100.00 3 1.2 3
Attainment Criteria :
Att. Level |Attainment criteria for Mid-Course and Final exam Att. Level Attainment criteria for Practical exam
Level 1 |Less than 45% of students scoring more than average marks Level 1 Less than 50% of students scoring more than average marks
Level 2 |45% - 60% of students scoring more than average marks Level 2 50% - 70% of students scoring more than average marks
Level 3 |>=60% of students scoring more than average marks Level 3 >=70% of students scoring more than average marks
Achieved Attainment Level :
Average Attainment Target Attainment level Remark

Target achieved

Assessment criteria: Target att H‘fﬁj' ,IJ
Level 1=0.5-1.0, Level 2 =1,

il G

: _based on Average Attainment

C Pnncxpal
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x ASHWANTRAO CHAVAN COLLEGE OF SCIENCE, KARAD
;WPARTMENT OF COMPUTER SCIEN
i & Attendance Short Term Course 2022-23
‘ b : Office Automation '
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VASHWANTRAO CHAVAV COLLEGE OF SCIENCE, KARAD
Department of Computer Science
Short Term Course

“Office Automation’
Year 20222023

Name of student: kos\w‘\c\ VIREIS \\\cxmé\e\)

Roll No: STC 24

Er. No. Criteria Excellent | Good | Average Poor
1 Curriculum Content Nt
2 Gratification about Lecture b
3 Gratification about Practical e
4 Hands on Training s
Knowledge gets from the =
5
course
The course if beneficial for .
6 Students and Parents

Date: o\ {oul?
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Name of student: Desa)

Akash Baolaso

Roll No;: STC S

Sr. No. Criteria Excellent | Good | Average | Poor
1 Curriculum Content o
2 Gratification about Lecture O
3 Gratification about Practical v
4 Hands on Training v f
5 Knowledge gets from the e
course
6 The course if beneficial for /
[ Students and Parents
Signature Date; 1 /4 [ 20 2
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VASHWANTRAO CHAVAV COLLEGE OF SCIENCE, KARAD
Department of Computer Science
Short Term Course

“Office Automation”
Year 2022-2023

Report

For this course Total 40 students are enrolled and 40 students are

rse was conducted in January 2023 to

appeared for the exam. This cou
March 2023. Department of Computer Science Satisfactorily conducted

this course.
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. Course IQAC Coordinator HOD Principal
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YASHWANTRAO CHAVAV COLLEGE OF SCIENCE, KARAD

Department of Computer Science
Career Oriented Courses/ Certificate Courses/ Add on Courses / Value Added
Courses/ Skill Based Courses/ Short Term Courses

Year 2022-23

Name of Add on / Dusationof éhe Number of the
Sr. No. Certificate Programs Coiie Students
Offered Enrolled
] Office Automation 3 Months 40
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