
Certificate course on MS-OFFICE 

Date 20.01.2017 

Certificate Course “MS-Office” Organized by Department of Commerce is 

inaugurated by the Principal Dr.Ch.Tirupathi Rao. In This regard IQQC Co-ordinator 

Sri NHK Hari, HOD of Commerce Sri M.Duryodhana Rao. The Principal explained about 

the Importance of MS-Office Course. Course Co-Ordinator Sri B.Hemaraju explain the 

importance and objectives of the Ms-Office Course. The other faculty members Sri 

L.Malleswara Rao, A.Pallavi, P.V Satyanarayana, Ch,Ramababu involved in this 

programme. 

 

Principal    Dr.Ch.Tirupathi Rao 

IQAC Co-Ordinator   Sri NHK Hari  

HOD of Commerce   Sri M.Duryodhana Rao 

Course Co-Ordinator   Sri B.Hemaraju 

Staff members 

1. Sri L.Malleswara Rao 

2. Smt A.Pallavi 

3.Sri Ch.Rambabu 

4.Sri PV Satyanarayana 

 

 

 

 

 

 

 

 

 



Name of The Certificate Course: MS-OFFICE 

Objectives : 

 To Give the knowledge with the Knowledge with the use of Ms-

word,Excel,Powerpoint 

 Preparation of documents 

 Preparation of Tables 

 Preparation of Mail Merge 

 Preparation of Spreadsheets, Students Marks Sheet, Employee Pay roll 

systems etc... 

 Create animations 

 Create Slides, Charts 

 Create presentations 

 

Specification of the Course 

 

 Syllabus framing 

 Class work 

 Assessments 

 Study material 

 Feedback from the students 

 Certification 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 



 

 

 

Course Format 
Sno Date Name of the 

Topic 
Resource 
Person 

No.of 
students 
Attended 

1 20.01.2017 Interduction 
to msword 

B.Hemaraju 15 

2 21.01.2017 Edit,View,print 
Documents 

B.Hemaraju 15 

3 23.01.2017 Spelling & 
Grammer 

B.Hemaraju 15 

4 24.01.2017 Table Creation B.Hemaraju 13 

5 25.01.2017 Mail Merge B.Hemaraju 15 

6 27.01.2017 Printing 
Documents 

B.Hemaraju 15 

7 28.01.2017 Interduction 
Excel 

B.Hemaraju 15 

8 30.01.2017 Autofill 
command 

B.Hemaraju 14 

9 31.01.2017 Function in 
Excel 

B.Hemaraju 14 

10 01.02.2017 Change 
rowheigth& 
Column width 

B.Hemaraju 15 

11 02.02.2017 Charts B.Hemaraju 15 

12 03.02.2017 Macro in Excel B.Hemaraju 14 

13 04.02.2017 Preparation of 
Students 
Marks 

B.Hemaraju 15 

14 06.02.2017 Preparation of 
Employee 
salary report 

B.Hemaraju 14 

15 07.02.2017 Interduction 
to powerpoint 

B.Hemaraju 14 

16 08.02.2017 Slideshow B.Hemaraju 15 

17 10.02.2017 Custom 
Animations 

B.Hemaraju 14 

18 13.02.2017 Interduction 
to Ms access 

B.Hemaraju 13 

19 14.02.2017 Create Tables B.Hemaraju 12 

20 17.02.2017 Create 
Forms,Reports 
etc... 

B.Hemaraju  

 

 

 

 



 

Students Registration 

Sno Name of the Student Group 

1 A.Prasad III B.Com 

2 A.Uma Kumari III B.Com 

3 B/Prudhevi III B.Com 

4 B.NagaRaju III B.Com 

5 B.Pavan Kumar III B.Com 

6 Ch.Manmadha Rao III B.Com 

7 D.Bhavani III B.Com 

8 D.Prasanth III B.Com 

9 G.Koteswari III B.Com 

10 G.Divya III B.Com 

11 K.Sowjanya III B.Com 

12 L.Swathi III B.Com 

13 M.Sunil Kumar III B.Com 

14 P.Rani III B.Com 

15 R.Shanumuka Rao III B.Com 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

ASSESSMENT 

Sno Name of the 

Student 

Group Assessment1 Assessment 2 Average Grade 

1 A.Prasad III B.Com 20 20 20 A 

2 A.Uma Kumari III B.Com 19 20 19.5 A 

3 B/Prudhevi III B.Com 20 20 20 A 

4 B.NagaRaju III B.Com 18 18 18 B 

5 B.Pavan Kumar III B.Com 18 17 17.5 B 

6 Ch.Manmadha 

Rao 

III B.Com 16 18 17 B 

7 D.Bhavani III B.Com 20 20 20 A 

8 D.Prasanth III B.Com 18 18 18 B 

9 G.Koteswari III B.Com 18 16 17 B 

10 G.Divya III B.Com 20 20 20 A 

11 K.Sowjanya III B.Com 16 16 16 C 

12 L.Swathi III B.Com 18 18 8 B 

13 M.Sunil Kumar III B.Com 20 19 19.5 A 

14 P.Rani III B.Com 20 20 20 A 

15 R.Shanumuka 

Rao 

III B.Com 18 16 17 B 

 

 

 

 

 

 

 

 

 

 

 



 

 

Certificate Ceremony 

 

Venue :    Principal Chamber  

Government Degree College, Tekkali 

Chaired By :    Dr Ch.Tirupath Rao, Principal 

Organised by :    Department of Commerce 

IQAC Coordinator :   Sri NHK Hari, Lect in Zoology 

Course Coordinator :   Sri B.Hemaraju, Lect in Computer Applications 

HOD, Commerce :    Sri M.Duryodhana Rao. Lect in Commerce 

 

Members Attended : 

1. Sri L.Malleswara Rao 

2. Smt  A.Pallavi 

3. Sri Ch.Rambabu 

4. Sri PV Satyanarayana 
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 Thank you 


