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VIVEKANAND COLLEGE, KOLHAPUR
(AUTONOMOUS)

Department of Computer Science

sCareer Oricnted Course (COC): Information and Computer Basics”

The "Information and Computer Basies" is a ono-year Carcer Oriented Course offered by
Departient of Computer Science, Vivekanand College, Kolhapur (Empowered Autonomous).
This course is designed to provide students with a strong foundation in the fundamentals and
basics of computer science. The course includes hands-on lab sessions to ensure practical
application of theoretical concepls. It is worth noting that the course is granted by the
University Grants Conumission (UGC) and this course is affiliated with Shivaji University,
Kolhapur.

Objectives:

« Foundational Knowledge: The primary objective of the course is to impart
foundational knowledge in the field of computer science, covering essential concepts
and principles that serve as a basis for more advanced studies and applications.

'
o Skill Development: The course aims to develop _practical skills. in students by

conducting hands-on classes in the lab. Participants gain proficiency in using computer
systems and applications, enhancing their overall computer literacy.

: \
o Preparation for Advanced Studies: “Information and Computer Basics" serves as @
stepping stone for students interested in pursuing advanced studies in computer science.
- It lays the groundswork for more specialized courses and career paths.

e Industry-Relevant Skills: The course is designed to equip students with skills that are
directly applicable in various industries, providing a practical understanding of
computer systems commonly used in professional settings.

Course Components:

o Computer Fundamentals: The curriculum covers the basic components of computers,
including bhardware, software, and operating systems. Students learn about the
architecture and functionality of gomputers.

» Software Applications: Participants gain hands-on experience with common software
applications, including word processing, spreadsheets, and presentation tools, This

practical knowledge enhances their ability to use computers for various tasks.
'

+ Internet and Communication: The course includes modules on internet usage, email

communication, and an introduction to online tools. This segment ensures that students

are: familiar wvith the essentials of online communication and information retrieval.

(3: scanned with OKEN Scanner




Student Benefits:

o Enhanced Computer Literacy: Graduates of the course possess 4 solid foundation in
computer science, making them more computer literate and confident in using
. technology.

e Versatility: The skills acquired in “Information and Computer Basics" make graduates
versatile in various professional seltings, as they are proficient in fundamental computer
applications and operations.

!

« Preparation for Further Education: The course prepares students for more advanced

studies in computer science, creating a pathway for those who wish to pursue higher

education in the field.
]

e Industry Recognition: The affiliation with Shivaji University, Kolhapur, and the UGC
grant lend credibility to the course, making it recognized and respected in the industry
and academic '

Impact:
e Career Opportunities: Graduates are well-equipped to explore entry-level positions

in diverse industries that require basic computer skills. This expands their employment
opportunities.

'
» Educational Excellence: The course contributes to the overall educational excellence
of the college, attracting students secking a solid foundation in computer science.

« Community Engagement: By providing a career-oriented course, the college engages
with the community by addressing the demand for individuals with basic Computer
Course.
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INFORMATION AND COMPUTER BASICS

| : SYLLABUS
Theory 140 Hrs,
Paper | : Computer Fundamentals and Network Hrs

& I. Computer Fundamentals {1
- Dala represetation, Data Types, represenling
Data, Hardwara concépis, Main memory, Tnput
‘and Quiput incomputer.
2. Computer Software : 10
Operating Systems ; definition, Evolution, Components.
Algorithm ; Concepts.
Programming Languages : Evolution.
Data structures and Absteact Dara structures
(Definitions only) '
3, MSofficeSuii - ' 30
Contents of “My Computer™
MS World :
MS Excel
MS Pawer Point
4. Computer Network ) K
Networks, OSI Model, Types of Networks ( LAN, MAN, WAN),
Corinecting Devices; Repeaters, Bridges, Routers,
& Gatéways, Tntermet and TCPAP
& 5. Number Representation 10
Decirtial and binary, Conversions, (nteger
Représéitation, Floating point representation,
Hexadecimal and octal conversions, Arithmetic
operations, Logica! Operation,

~ Paper 2 : Internet, Database and C langnage
I. Working of Internet and E mail
Workiag of Internet
Internet and account and Addressing. _
r D Electroriic Mall ¢ Wt is B-Mall, bail Transfer Protgeal,
- Mail Servers; E-Mail nddresses, Structure of E-Mail,
A Voice Mail and Video Mails operations. nglca( operdtion,
2. Intgrnet Technology. £ 4 . 6
' WWW :Types of Web site, Web pages und Links, URL,
Web Server and Proxy Server, Visiting Websites, Search engines,
Building-Web sites; HTML, tags, Multimedia in Web site
Hyper links snd frames.
3. Microsoft Access

10
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4 Bopgrammiog in

Fowrnlition og ¢

Decision eomrgl Stiveture, Luap enntral, Case,
Function, Ay
Sihing Mavipulation, Stuciures snd Pointers,

S Files and YO i ©

D Practival

Paper 1

i

Paper 2

hHnalimat rrnmt nn e lema iK1 At (W i s ommaFA LS AR I IEWFnE I AubnbB A% nalastamq o AR A AB ARl Ao

Files Struetures
Files Manipulation

l. Observing and connecling computer peripherals,

3 Observing-ma_thg_rbgard-nﬁd-ayslcm setup utilities.

3. listalling an-Operating system, :

4, Exploring “My cotiputer”, Control panéel.

5. Creating, Editing and Fum‘i‘attin_g text in *MS Word®.
6. Laying out and Designing in *MS Ward",

7. Tablesand Printing in NS Word",

§. Mail merge and Envelop in *MS Worg®,

an

1

60 Hrs L

9. Creating, Editing nnd?or:f:‘hltinﬁ'%d:huok in *MS Exce’,

10. Using Formulas aid. Functions and 'MS Exce]".
1. -Adding chans and macros in *MS Excel.

12. Creating and customizing presentation‘in “Power Poinr.

J3. Chatts'and Drawing o ‘Power Point’,
14. Slide shows angd presentation in ‘Power Poiiit*,

15. Networking in Windows,

I. To E-Mail and Searching info on web search enpines,
2, Craa(ing_datahasc antl Tab)es,
3. Creating and Running querles,
4 Using forms, .

-~y

5. Using Reporting tools

6. Writing a program in C that uses ifwelse’ decision structure,

7. Writing 8 program fn C that uses \ While’ loop structure,
8. Writing a Program in C that uses *For* loop steuctuge
9. Writing a program in ¢ that uses
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Shri Swami Vivekanand Shikshan Sanstha «

VIVEKANAND COLLEGE, KOLHAPUR({AUTONOMOUS)

UGC Recognized Career Oriented Course

SHIVAJI UNIVERSITY, KOLHAPUR
Certificate Course in Information & Computer Basics Year: 2024-2025

Total Admission List 2024-2025

HSC |

'\Skr).- ZZ” Gen |Student Name Class Mother's Name |Cast IMObHO No Marks‘
1| ] | F [BALLAL PURVA MURALIDHAR BScl |VMANASVI  |oBC | 7078978870 524 |
2 | 2 | F |BALLAL RADHIKA VASANT B.Sct |VAISHNAVI 0BC 8007908851| 436 |
3 | 3 | F|BHOJE SHRADHA SACHIN B.Sc.I  |BHAGYASHRI OPEN | 9067967878 | 372
4 | 4 | M|CHAVAN HARSHAVARDHAN BABASO BScl [ANITA OPEN | 7498/46062| 361 _;
5| 5 | M|CHOUGALE AYUSH BALAVANT B.Sc! |SUMAN OPEN | 9561660240 | 307
6 | 6 |F [CHOUGALE SANDHYARANI DIGAMBAR B.Sc.I  |KAMAL 0BC 7083077351| 396
7 | 7 | F|CHOUGALE VAISHNAVI SANDIP B.Sc.I  |SARIKA OPEN | 8888765565| 374
8 | & | F|CHOUGULE SHRUSHTI SATISH B.Scl [SHITAL OPEN | 95614206445 | 356
9 | O | F |DESAISHRUTI PRADEEP BSc! |RESHMA OPIN _77_"/4_99553‘51_;30'
10| 10 | F |DHAMANKAR ASHWINI ANANDA B.Sc! |SUNITA OPLN | 9773/31935] 34/
11| 11 | M |DHOTRE YASH LAXMAN B.Sc.l  |KRISHNABAI VINT(A)| 9372434544| 283
12| 12 | F |[FARAKATE ANKITA SHANTARAM B.Sc. |NANDA OPEN | 7385842631 | 402
13| 13 | F |GARADI SAYMA RASHID B.Scl  |RUAWANA OPEN | 7397982571| 350
14| 14 | F |GODANE POONAM SACHIN B.Sc.!  |RUPALI SC 8530878558| 458
15| 15 | F |[JOGAM MAYURI KRISHNAT BScl |NIRMALA OPEN | 8888492114 377
16| 16 | F |KALE ARPITA PRAVIN B.Sc.  |PRADNYA sC 7249332891| 316
17 | 17 | M |KENAVADE ADITYA ANANDA B.Sc.I  |SHOBHA OPEN | 9307597162( 340
18 | |8 | F |KIRAMATE SAKSHI SURESH B.Sc.l  |SANJANA OPEN | 7822014587 | 398
19| 19 | F |[KUMBHAR GOURI TANAJI B.Sc.I |RUPALI OBC | 9309255530 | 408
20| 20 | F |[KUMBHAR SHREYA BAJIRAQ B.Sc.l  |LAXMI OBC | 8862059873 | 403
21| 21 | F |KUMBHAR SIDDHI UDAY B.Sc.l  |ROHINI OPEN | 9284465222| 309
22 | 22 | M |KUPALE AKSHAY SHIVAJI B.Sc.l |VANDANA OPEN | 7083525327| 436
23| 23 | M |[KUWALEKAR KOUSTUBH BHASKAR B.Sc.l |DHANASHRI OBC | 7666086856 | 348
24 [ 24 | F [LOKHANDE APURVA DILIP B.Sc!  |SUSHMA OPEN | 9175848551 | 331
25| 25 | M |MANE AVIRAJ BALKRISHNA B.Sc.I  |USHATAI OPEN | 7997147082 | 383
26 | 26 | F [MANE SRUSHTI SANTOSH B.Sc.I  |SHRIDEVI OBC | 8484919442 | 377
27| 27 | F IMASARANKAR SAMIKSHA GOVIND B.Sc.i  |SUVARNA NTB | 8669050976 | 425
28 | 28 | F |[MULANI SAMINA FIROZ B.Sc.l  |KHAIRUNISA OBC | 9503558097 | 520
29| 29 | F [NAIK SAKSHI CHAKOR BScl |SHARADA SBC 7083342968 | 360 |
30| 30 | F INAYAKWADI SAMINA RAJEKHAN B.Sc.l  |AYESHA VINT(A) | 8432147686| 450
31 31 | M [PARIT SANSKAR SHITAL B.Sc.l |SHUBHANGI 0BC 9730627058| 374
32| 32 | M |PATIL ADITYA SHIVAII B.Sc.I  |SWATI OPEN | 7276863547| 397
33| 33 | F [PATIL AISHWARYA BABASO B.ScI |YOGITA OPEN | 9926252630| 377
34 | 34 | F |PATIL APURVA SUNIL B.Scl  |SARITA OPEN | 8007143873| 364
35| 35 | F |PATILARPITA BHIKAJI B.Sc.l  [RUKMINI OPEN | 9404114796 | 275
36 | 36 | F [PATIL ASHWINI BABURAQ B.Sc.l  |MINAKSHI OPEN | 9075813615 | 482
37| 37 |M |PATIL PRANAV DASHRATH K(-.'O—ITIE:?\ B.Sc.l  [PUSHPA OPEN 9.96E+09 363
38 | 38 | M |PATIL SANKET SANDIP A’v“/’\fo\\s Scl |SUPRIYA OPEN | 8806944929 | 333
39|39 |r PATILSANSKRUHPRAMOﬁf/ ESTD NZasci avsir OPEN | 9075881942| 333
40| 40 | M |PATILSHIVRAI VlNAYKUMA?.\ ‘J:;;':f }%}su SUREKHA OPEN | 9423071393 | 408

Page No



Shri Swami Vivekanand Shikshan Sanstha's

VIVEKANAND COLLEGE, KOLHAPUR(AUTONOMOQUS)
UGC Recognized Career Oriented Course
SHIVAJI UNIVERSITY, KOLHAPUR
Certificate Course in Information & Computer Basics Year : 2024-2025

Total Admissi_o_n_gst 2024.'2,025_.

sr. [Roll T T T s
No. [No. Gen [Student Name Class Mother's Name |Cast Mobile No Marks
41| 41 | M |PATILSHIVTEJ VIJAY B.Sc.I  |SHUBHANGI OPEN | 8788275565 315 |
42| 472 | F |PATILSHREYA SACHIN B.Sc.l  |SARIKA OPEN | 7769849600| 329
43 | 43 | M |PAWAR RUSHI UMESH B.Sct  |SUNITA OPEN | 8788102726 | 340
44 | 44 | M |RAUT SIDDHI SHIVAJI B.Sci  [SHUBHANGI OBC 8657111013| 336
45 | 45 | F |SATARMEKAR NIDA NISARAHAMAD B.Sc.!  |NILOFAR NTB | 7875797786 | 351
46 | 46 | F |SAWUL VAISHNAVI SACHIN B.Sc.l  |ARATI OPEN | 7038525176| 377
47| 47 | F |SHAIKH TAMANNA IRFAN B.Sc.I  |PARVEEN OPEN 983465:49-)6" ;64 1
48 | 48 | M |SHINGATE SHREYASH SUHAS B.Sc.I  |SAKSHI OPEN | 8010736013| 325

Page No:
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Q.1. Select the correct alternative [20]

1. Which MS Office application is used for creating and managing databases?
a) Microsoft Outlook b) Microsoft Access  ¢) Microsoft OneNote d) Microsoft Publisher

2. Which option is used to create a duplicate copy of a document in MS Vord?
a) Save b) Save As c¢) Export d) Print

3. Which feature in MS Word is used to combine multiple documents into one?
a) Mail Merge b) Track Changes ¢) Compare d) Insert Object

4, What is the shortcut key to save a document in MS Word? )
a) Ctrl + S b) Ctrl + P c) Ctrl + N dCul+0

5. Which of the following is not a font style?
a) Bold b) Italics ¢) Regular d) Superscript

6. Which tab in MS Word contains options for adjusting page margins, orientation, and size?
a) Home b) Insert c¢) Layout d) References

7 Which feature in MS Word is used to combine multiple documents into one?
a) Mail Merge b) Track Changes ¢) Compare d) Insert Object

8 Which feature in MS PowerPoint is used to create a sequence of slides with animations and
" transitions?

a) Slide Master b) Slide Show ¢) Animation Pane d) Slide Sorter

9. What is the default file extension for a Microsoft Excel workbook?
a) xls b) .xlsx c) .csv d) xlr

10.Which shortcut key is used to start a slideshow from the beginning in PowerPoint?
a) F5 b) Ctrl + S c) Shift + F5 d) Alt + F5

P.T.O




Q2

Answer any two of the following . [20]

. Draw the block diagram of a computer and explain each part in simple words. Describe

what each part does.
Write about the main features and advantages of using MS Office. Give examples of
how it is useful.

. 3. Explain what MS Excel is, its main parts, and how we can use it to handle and study

data.

Answer any two of the following [20]

. Describe the important features of MS Word and how they help in creating and editing

documents.

Write the steps to make a Word document. Explain how to use formatting and editing
tools in a simple way.

List the features of MS Excel and explain each one with easy examples.

Answer any two of the following ' [20]

. What is Mail Merge in MS Word? Explain how it works and where we can use it, with a

simple example.

Write the steps to make a worksheet in Excel. Explain how to enter data, use formulas,
and format it. :

Write a note on output devices like monitor, printer, etc. Explain their types and what
they are used for.

Write Brief Answers (Any Four) [20]

. Write about MS Word, its tools, features, and how it helps in typing and designing
documents.
Write a note on input devices like keyboard and mouse. Explain how two of them work.
What is MS PowerPoint? Explain its features and how it helps to create good
presentations.
Why are shortcut keys important in computers? Write about 10 common shortcut keys
and what they do.
Write about how we use the Internet in daily life and work. Give examples of its

different uses.
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0.1. Select the correct alternative [20]
I. Which HTML element is used to define the main content of a document?

a) <header> b) <main> ¢) <body> d) <section>

2. What is the size of the int data type in a 32-b; system?
a) 2 bytes b) 4 bytes ¢) 8 bytes d) 1 byte

3.What is the purpose of the <mark> tag in HTML?
a) To highlight text b) To underline text
c) To strike through text d) To make text bold

4. Which operator is used to compare two values for equahty in C?

a)= b) = c)!= d)=—=
5. Which HTML tag is used to make text bold?
a) <bold> b) <strong> ¢) <b> d) Both b) and c)
6. Which of the following is the correct syntax for an if statement in C?
a) if (condition) then { statement; } b) if { condition } ( statement; )
¢) if (condition) { statement; } d) if (condition) then ( statement; )

7. What does the <ol> tag represent in HTML?

a) An unordered list b) An ordered list
c) A description list d) A navigation list
R function is used to input data in ¢ program.
a) Scanf b) printf ¢) power d) getdata
9. What is the correct way to declare an array of integers with 5 elements in C?
a) int array[5]; b) int array = {1, 2, 3, 4, 5};
c) array[5] int; d) int array(5);

10.Which attribute is used to define inline styles in an HTML element?
a) class b) style c)css d) design
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Answer any twa of the foliawing 1204
1. Dzgcribe the basie structure of a C program and the imparmnee Al nroner synfas

2. Write a C program to enter number and check given number s posttive, negative,
even, or odd.

3. Describe what HTML eleinents are and how they are used to siructure content on a
web page. Provide examples of common elements.

Answer any two of the following [20]

Discuss the structure of an HTML table and the tags used to create it

(<table>, <tr>, <th>, <td>, <caption>, <thead>, <tbody>, <tfoot>). Provide an example
of a table with headers, rows, and columns.

Describe how user input is taken in C using the scanf() function. Discuss the importance
of formatting and handling different data types. Provide an example.

Short note on Operators in c.

Answer any two of the following ' [20]

Explain the purpose of the break and continue statements in loops. Provide examples for
each.

Explain looping statements in ¢ language with example.

Describe the types of lists in HTML (ordered, unordered, and definition lists) and how
they are created using appropriate tags. Provide examples of each type.

Write Brief Answers (Any Four) i [20]

. Explain the use of HTML tags for text formatting, such

as <b>, <i>, <u>, <strong>, <em>, <sup>, <sub>, and <mark>. Provide examples of
each.
Write a C program to perform all arithmetic operation on 2 numbers inputted by user.
Write an HTML document that demonstrates the use of all the above concepts. The
document should:
i. Include a heading with different levels (<h1> to <h3>).

ii. Use paragraphs to structure text content.

iii. Apply attributes to elements (e.g., id, class, style).

iv. Use inline styles, internal CSS, and external CSS to style the content.
Describe what arrays are, how they are declared, and how they are used to store multiple
values of the same data type. Provide an example.
Describe the syntax and usage of the if-else statement for decision-making. Provide an
example.
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SECTION -1
1. Design your Bio-Data using MS-WORD features.

2. Create a worksheet using MS-Excel with following information.

Item-number quantity price-per-unit

Enter suitable data in it. .

Calculate total price of each item (quantity*price-per-unit)
Calculate total items in the stock and total cost of stock
Save your worksheet in the folder.

Show graphical representation to your examiner.

oo op

3. Create a table using MS-word with the following column Title.

Sr.no subject mno. of. student
Enter suitable data in it.
Give table heading “subject-wise no of student”.
Change the font of the table heading.
Underline the column titles
Adjust all subject name at the centre of the column
Save your document in the folder

_ SECTIONII

4. Write a program in ‘C’ to check if a number is positive, negative, or zero.
5. Write a ¢ program to find factorial of given number.

6. Create a web page using HTML to display below Table.

e e o

Student Data
Roll No. Name Class
ABC B.Sc.1
PQR B.Sc. III
XYZ B.Sc. I
DEF B.Sc. 1
LMN B.Sc.1I




Shri Swami Vivekanand Shikshan Sanstha's

VIVEKANAND COLLEGE, KOLHAPUR(AUTONOMOUS)
UGC Recognized Career Oriented Course

SHIVAJI UNIVERSITY, KOLHAPUR

Certificate Course in Information & Computer Basics Year : 2024-2025

ATTENDANCE REPORT

TIME : 11.00 a. m. TO 2.00 p.m.

sr. [Roll : : 21/04/2025 |22/04/2025 |23/04/2025
No. INe. Gen [Student Name Class Mother's Name |Cast Mobile No ThePaper-1 |ThePape-ll |practpaper-
1| 1 | [PAwALPURVA BScl |MANASVI OBC | 7028978870 W/Mf XEM Al
MURALIDHAR ‘
BALLAL RADHIKA j -
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PATIL SANSKRUT! :
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41| 41 [M|PATILSHIVTE)VIAY |B.Sc.  [SHUBHANGI OPEN | 8788275565| * /72 b
s-1.| 42| 42 | F |PATIL SHREYA SAS{-‘IIN B.Sc.l  |SARIKA OPEN | 7769849600 @_J @iuﬂ @J;J
'! ]
43 | 43 | M [PAWAR RUSHI UMESH|B.Sc.l  IsUNITA OPEN | 8788102726 M W
A — =
or| 44| 44 Ft {RAUT SIDDHI SHIVAI [B.5c. SHUBHANGI 0BC 8657111013( <€ .1 Kol
1 - SATARMEKAR NIDA i
6o}{ 45 . Sc.
)b J 45 | F | saRAHAMAD ¢y [BScl |NILOFAR NTB | 7875797786 M W @Sﬂﬁ
SAWUL VAISHNAVI :
46 Sc. ﬁ ] 24 § .
0 46 | F SACEIN B.Sc.l |ARATI OPEN | 7038525176
SHAIKH TAMANNA " e
167 47 | 47 | F [FELHTAY B.Sc.  |PARVEEN OPEN | 9834654496 W W M
\ t iy
SHINGATE SHREYASH OLLEGE ;
48 .Sc. y O --2GF :
i & 48 | M| ne B.Sc.l SA@QH\ BN | 8010736013 (3. 1.34ing 4 §-5-Shimge
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