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Sdded Course: Basie Computer Application
Uode: VAC-BTE-102

Aithes

Objectives: Jhe obiechinge he
he obiective of the course is o introduce the coneepts ol computer fundamental
the effivcient use of office technology in a business environment.
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Intraducton to Computen
: C haracteristics of Computers, Block diagram ol computer. Types of computers
co Mim Computers, Micro Computers, Mainframe Computers, Super Compuiers.
sramming | anguages. Machine Languages, Assembly Languages.

Memory and Flowcharts
n Sccondary Storage Devices (FD. CD. HD, Pen drive) /O Devices
| CD. Plasma Display) Number Systems Introduction to Binary, Octal,
nal sistem Conversion. Simple Addition. Subtraction, Multiplication.

Definition. Define symbols of flowchart, Advantages and disadvantages,

1enu
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Operating Sy stem
n. Files and Directories. Internal and External Commands, Batch Files, Types of

W indows Operating Environment
2 F %15 - Windows, Control Panel, Taskbar, Desktop, Windows Application, lcons,

S "]

. Accessories. Notepad, Paintbrush.

ot |

W ord Processors
B ncepts. Examples: MS-Word, Introduction to desktop publishing.

Spreadsheets and Database
Pormcse. usage, command, MS-Excel, Creation of files in MS-Access, Switching between

. MS-PowerPoint.

Ostoome:
evices of Computers and how it works and

she concept of input and output d
e the rasic terminnology used in computer programming
, 2& and understand in-depth training in use of office automation packages, internet eic.

the ability of essential for common man for day to day office management, and e-

-

1: Underutandmg

rhanc
erranct
ndersiznd what computer is? To understand the Basics of Operating systems
kages in day to day activities

evaluste how Lo use softwarc pac

Reference books:
| adamentals of Computers’” by REEMA THAREJA from OXFORD UNIVERSITY

PRESS
T Werowoft Office 2007 Fundamentals, st Edition By Laura Story, Dawna Walls (UNIT I,
b 1F 11 LUNIT ML UNIT 1Y)
¢ ynputer § undamentals and Programming in C” by REEMA THAREJA from OXFORD
P wVERSITY PRESS
s e SOFTWARE UNDER WINDOWS by Puneet Kumar And Sushil Bhardwaj From

¥ alvan ]‘ui’.it‘)hr;la




DEPARIMENT OF BIOTLCHNOLOGY

Report on Value Added Course

vees value added course on BASIC COMPUTER APPLICATION was conducted in the

iy

UG students. The course starts on 01-12-2017 and 46 students reoistered

mscives in the course The sessions were handled by course coordinator Mr. Shashirai Teotia.

proving the computer skills of the students. The course was completed on 06-12-21117 and

¢ 40 students registered successfully completed the course. Students felt that the cour<e was
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Swami Vivekanand Subharti University, Meerut

CERTIFICATE OF COMPLETION

Organized by
Department of Biotechnology,

This isto certifythat
Department/College. .. Biotechmology, KVFOS.......#as successfully completed the
Value Added Course entitled "Basic Computer Application” durning, 01.12.2017 to
06.12.2017.
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Dr. Rekha Dixit Mr. Shashivai Teotia.
(HOD) (Coordinator)




