
Dharampeth Education Society's 

R. S. Mundle Dharampeth Arts & Commerce College 

Certificate Course in ICT 
Organized by 

IQAC (Internal Quality Assurance Cell) 

Outline of Course 
 Topics Minimum 

No. of Hours 

1) Knowing Computer 01 Hrs 

2) Operating Computer Using GUI Based Operating System 01 Hrs 

3) Networking and Communications 01 Hrs 

4) Introduction to Internet, WWW and web browsers 01 Hrs 

5) Understanding Word Processing 01 Hrs 

6) Making small presentation, Templates 01 Hrs 

7) Using Spread Sheet (Excel) 01 Hrs 

8) Basic Hardware and its maintenance 05 Hrs 

9) Installation of software's with cope with different operating system. 03 Hrs 

Theory / Lecture Hours 

 Practical's  

Total Duration 

15 Hrs 

15 Hrs 

30 Hrs 

SYLLABUS OUTLINE: 

1. Knowing computer: What is Computer, Basic Applications of Computer; Components 

of Computer System, Central Processing Unit (CPU), VDU, Keyboard and Mouse, Other 

input/output Devices, Computer Memory, Concepts of Hardware and Software; Concept of 

Computing, Data and Information; Applications of ICT; Connecting keyboard, mouse, monitor 

and printer to CPU and checking power supply. 

2. Operating Computer using GUI Based Operating System: What is an Operating System; 

Basics of Popular Operating Systems; The User Interface, Using Mouse; Using right Button of 

the Mouse and Moving Icons on the screen, Use of Common Icons, Status Bar, Using Menu 

and Menu-selection, Running an Application, Viewing of File, Folders and Directories, Creating 

and Renaming of files and folders, Opening and closing of different Windows; Using help; 

Creating Short cuts, Basics of O.S Setup; Common utilities. 

3. Networking and Communication : Basics of electronic mail; Getting an email account; 

Sending and receiving emails; Accessing sent emails; Using Emails; Document collaboration; 

Instant Messaging. 

4. Introduction to Internet, WWW and Web Browsers: Basic of Computer networks; LAN, 

WAN; Concept of Internet; Applications of Internet; connecting to internet; What is ISP; 

Knowing the Internet; Basics of internet connectivity related troubleshooting, World Wide 

Web; Web Browsing software's, Search Engines; Understanding URL; Domain name; IP 

Address; Using e-governance website 

5. Understanding Word Processing: Word Processing Basics; Opening and Closing of 

documents; Text creation and Manipulation; Formatting of text; Table handling; Spell check, 

language setting and thesaurus; Printing of word document. 

6. Making Small Presentation: Basics of presentation software; Creating Presentation; 



Preparation and Presentation of Slides; Slide Show; Taking printouts of presentation / 

handouts. 

7. Using Spread Sheet (Excel): Basics of Spreadsheet; Manipulation of cells; Formulas and 

Functions; Editing of Spread Sheet, printing of Spread Sheet. 

8. Basic Hardware and its maintenance :- Add new hardware and its driver files. 

9. Installation of software's with cope with different operating system. :- Installation of 

MS-OFFICE, Acrobat Reader, Photoshop, Coral Draw, Web browsers, Antivirus Applications, 

Microsoft Team, Whatsapp, Zoom, Google Input Tools, 

 

LEARNING OUTCOMES:- 
1. To understand the basics about computer hardware, MS word and excel. 

2. The student will be able to understand the basics about internet usage. 

3. The students will be able to make effective Power point presentations. 

4. Students will understand how to assemble Desktop Computer with all its hardware components. 

5. To Install different Operating System and all other application software. 

6. To Customize Operating System and maintenance of system application software. 

7. To perform the operations of office package (word, excel, power point). 

8. To Install Printer, Scanner and troubleshoot their faults. 

9. To Set up and configure Networking System using various network devices. 

10. To Implement Network Security to protect from various attacks on networking. 

11. To Browse internet and communicate through email. 

---------------------------------------------------------------------------------------------------------------------------------- 

For the students of First Year of BBA, BCCA, BA, B.Com. 

 

  Duration :-  06/12/2021 to 06/01/2022 

 

 Dr. Tanuja Nafde     Prof. Ajinkya Deshpande 

Principal RSMDACC     Convenor 
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CERTIFICATE OF PARTICIPATION 

This is to certify that 
Student Name-___Neha Ravi Khaire_______ 

            Class Name________BCCA III Sem (2nd Year) ________ 

has participated and successfully completed the  One Week 

"Online ICT Training Program" Conducted by the Department of 

BBA & BCCA from 6 December 2021 to 06 January 2022. 
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Convenor 

 

 















  

 

 

 

ICT Certificate Program Links 

 
 Link of Program  

 https://meet.google.com/phy-fxgf-xbu  
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