ASIAN EDUCATIONAL INSTITUTE
(ANAUTONOMOUS COLLEGE)

RB.A SEMESTER-!
SESSION 2026-27

(Major Theory)

G AMAJ-COMEP-01: FUNDAMENTALS OF COMPUTER SCIENCE

Fotal Marks: 70 Maximum Time: 3 Hrs

Foernal Marks: 50 ' Minimum Pass Marks: 35%

[nternal Assessment: 20 ' Lectures to be delivered: 45-55
Credits: 04

Course Objectives
«  Aware students about basic of computer and its evolution.

. Provide knowledge of different units of computer like processing unit, 10 unit, and
storage unit.
«  Applications of IT.

Advanced wends in 1T,

Leurning Outcomes : e

On the successful completion of the course, students will be able to:
. Have a clear understanding of fundamentals of computers so as to apply it in real life
problems. '
. Develop an in-depth knowledge of various motivational theories.
o Develop skills wo get employment in LT, field.
A) Instructions for paper-setter
The question paper will consist of three sections, Sections A, B & C. Sections A & B will have
four questions each from the respective sections of the syl'labué._‘Each question will carry 7.5
sarks, which may be segregated into sub-parts. Section C will be compulsory w]ﬁw 10 short
answer Lype questions of 02 marks each, which will cover the entire syllabus,
13) Instructions for candidates
5 Candidates are required to attempt two questions each from sections A & B of the
question paper and the entire section C. :

4 Use of non-programmable scientific calculator is allowed,
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BECTION A
. haracteristics of computers
¢ Computer Fundamentals: Block diagram of a computer. characteristic

. . e . 9 uter, mainframe
and generations of computers. Categories of Computers - Supercomp

computer, network server, Workstation, Desktop computers, notebook computer, Tablet
PC. handheld PC. smart phone. '

« Input Deviees: Kevboard, Mouse, Joy tick, Track Ball, Tough Scr«een: Light f“’;‘
Digitizer, Scanners, Speech Recognition Devices, Optical Recognition devices - OMR,
OBl

1. Ul !‘:

- PRI y ne printar
¢ Output Devices: Monitors, Impact Printers - Dot matrix, Charactor and Line prinish,

Non-mpact Printers - DeskJet and Laser printers, Plotter.

. . : mary.
Memories: Memory Hierarchy, Primary Memory — RAM. ROM, Cache me y

Secondary Storage Devices - Hard Disk, Compact Disk, DVD, Flash memary.
« Software: Types of Software- System Software, Application Software, Firmware.
SECTION B

v Computer Network: Network types, network topologies.

+Internet Related Coneepts: Internet, World Wide Web, Hypertext, Uniform Reseurce™
Locator, Web Browsers, [P Address, Domain Name, Internet Services Providers, Internat
Security, Web Search Engine, Nat Surfing, web portal, Wiki, ‘B‘log.

+ Advanced Trends in IT: Mobile Internet, GPS, 3G, 4G Wi-Fi, Blueteeth, Cleud
fechmology. Virtual - LLAN - Technology, Firewall, E-Commerce, M-Commarge,
Nanotechnoiogy. Virwal Reality, BPO and KPO, Online shopping, social media -
YouTube, Face-Book, LinkedIn, Twitter, Google, |

« Applications of IT: IT in Business and Industry, IT in Education & training, 1T in

Science and Technology, IT and Entertainment, Current Trends in IT Application - Al,

)

Virtual Reports, voice recognition, Robots, Multimed|a Technology.
Keference Books:

Feer Norton, Inraduction to Computers, Seventh Edition.
V- Rajaraman, Fundamentals of Computgrs, PH],
6 Larry £ Long and Nanoy Long, Compurers:

Information Technalogy in Rengpaative, PHI.
bW, Bubra

wanin, Intradugtion 1g Camputers, Tata MoGraw-Hi|

FOO M Sanders, ( ainpdlery 'f};(/m,v, MeGraw-l lill.
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BA-MAJ-COMP.P-01: FUNDAMENTALS OF COMPUTER SCIENCE (Bractieal)

'"\%_J'}\i\f ;(" ini
Minimum Pass Marks: 35%,

1 s 'v’, e - - o .Y N . . \ . .
© aboratory course will comprise of Activities related to GUI based operating system and
ewercise 1o what is learnt under Paper BA-MAJ-COMP-01.
Operating System
verivity 1 nstallation and Software & Drivers installation
v 2o Basie compone BTV ' -
MLIVEL HME Lomponents ol Window-Desktop. lcons, Taskbar, Status Bar, Wallpapers.
Sereen :\.Li'k (S
Ty O S Start Menu: Accessories- Notepad, Caloulator, Closk, Date and Time, Bisk
Defragmentation, Working with Cantral Panael, :
Activity 4: Taskbar properties - Maximize Minimize, Restore, and Close.,

vetivity 50 Creating Files, Folders, Shorteuts, moving folders (right click options).

tnternet
setivity 1 Connecting through Wi-fi, Bluetooth and Hot Spot. A
vetivity 20 Web Surling. searching contents through Search Engines.

Activity 3: Creating and maintaining Web Blogs and Web portals.

Social Media
o sctivity I: Creating account, linking acoounts, setting profiles and pvefereneé
— > B 3 > L ‘S.
Letivity 2z Posting messages, replying, forwarding, lagging contents.
vetivity 30 Online shopping, comparing prices ete. .
Activity 4: Creating and maintaining social profiles at LinkedIn;, Racebook, Twitter ete.

~——

Break-up of marks:
« Lab Kecord: 05 Marks
«  Viva Yoce: 10 Marks

Program Development and Execution: 15 Marks .
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ANIAN EDUCATIONAL INSTITUTE
(AN AUTONOMOUS COLLEGI)
B.A. SEMESTER-II
SESSION 2026-27
(Major Theary)
HA-.\'I?J-C().\Q-OZ: OFFICE AUTOMATION TOOLS
I'otal Marks: 70

External Marks: 50
Internal Assessment: 20

Minimum Pags Marks: 35%
Leotures to be delivered: 45.55

‘ Credits: 04
COURSE OBJECTIVES:

¢ Learn M5 word

¢ Learn MS Power point

¢  Know MS Excel
To give fundamental knowledge Office tools.

Basic concepts of word, PowerPoint, excel.
To make the learners acquainted with the use of presentation sheets and documents,

LEARNING OUTCOME:

On the successful completion of the course, students will be able to.
Have a clear understanding of documents, sheets and presentation.
Develop an in depth knowledge of various office theories. -
Develop skills to get employment in 1T, Field.

]

() Instructions of paper-setter .
The question paper will consist of three seotions, Seetion A, B & C. Section A & B wi]] have four

questions each from the respective sections of the syllabus. Each question will carry 7.5 marks
which may be segregated into sub-parts. Section C will be compulsery with 10 short answer gype’
questions of 02 marks each, which will cover the entire syllabus. : :

D) Instructions for candidates :

3. Candidates are required to attempt two questions each from section A & B of the question
paper and the entire section C, B

4. Use of non-programmable seientific caloulator is allowed. -

SECTION &

OFFICE: Basic layoul, components, Office Characteristies, Commeon Office Controls and shertouts
for Home, Insert, Page Layout, Mailing, Review and View

Word: Inuroduction to Word Processing, Toolbar, Ruler, Menus, Keyboard Shorteut Proviewin,
L:‘uuumgns, P;-mu’n;; documents, formatting documents, Cheeking the érammar a’nd spelli "
Formatting via find and replace, Using the Thesaurus, Using Auto Correct word count, Hyp! y }ng,
Mai} merge mailing Labels Wizards and Temples, Handing Graphig ,b - i 1@1}&t1ng,
document into various formats. phies, tables as converting & word
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Fower Point: Introduction, Elements of Power Point Package, Staring and exploring, Power Point

menus (Insert, Format, Tools, Slide Show, Window, Help options and all of their features, Options and
Sub options efc,), Creating, inserting, deleting and formatting slides, Formatting and enhancing text,

ides with graphs, Giving Animation to slides, Transfer of files between Power Point and other word
rocessors and software packages.

\

SLCTION B
EXCEL: Creating worksheet, entering data into worksheet, entering data, dates, alphanumeric,

values, saving & quitting worksheet, Opening and moving and existing worksheet. Toolbars and

Venus, kevboard shorteut. Working with single and multiple workbooks, working with formulation &
erencing, formatting of workshee!,

ACCESS: lntrodustion o ACCESS database, working with databases and tables, querles in Agoess.
Introduction to forms, sorting and filtering, controls. Creating reports, Using Macro

Text/Reference Books:

Rob Tindrow, Jim Boyee, Jeffrey R. Shapiro, Window 10 Bible, Wiley.
= LibreOffice 6.0 Writer Guide, LibreOffice Documentation Team
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ASIAN EDUCATIONAL INSTITUTE

(AN AUTONOMOUS COLLEGE)

B.A SEMESTERAI
SEE810N 2026-27

BA-MAJ-COM.P-02: OFFICE AUTOMATION TOOLS (Practical)

Total Marks: 30 Minimum Pasg Muks- 35%

This iaboratory course will camprise the following list of practical based on any GUI based
Operating system (Unix/Window/Mac) and concepts of Office Automation:

Operating System

Activity 1: Operating System Installation and Software & Drivers installation.
Activity 2: Basic components of GUI-Desktop, lcons, Taskbar, Status Bar, Wallpapers Screen Saver.
\ctivity 30 Start Menu: Accessories- Notepad, Calculator, Clock, Date and Time, Disk

Defragmentation, Working with Contr ol Panel/Settings.

Activity 4: Taskbar properties - Maximize Minimize, Restore, and Close.

Activity 5: Creating Files, Polders, Shorteuts, Moving folders (right click options). o
Excel | |

Activity 1

i. Create, open, save and close workboak.

Ji. Create a new worksheet, renaming and moving sheet.

iii. Emering, copying, moving and deleting data in cells and worksheets.

iv. lnsert and delete cells, columns and rows in Excel.

Activity 2:

i. Formatting of data in cells.

it Text formatting (font size, font style, font color, Cell border etc.)

iii. Text Alignment. ' - e

iv. Text Orientation, Text Direction, Text Control. | S _ e
Activity 3: L
i, Find and replage data in & sheet,

i Perform data sorting and data filtering in Exeal,

iii. Protect your Worksheet and Werkbook,

iv. Enter and perform some basic formulas in excel

Activity 4!

| Jerform some basic Functions in Excel,

i, Create o chart in Excel, \\/
*,/ /9
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A Create different YPes of Chasts iy exoel

V. Bel @ size, margln, OFleRtatian of Page in Exoel.

he print propenies of & workshest in Exgel.
Activity §

v. ]

. Hide and unhide row and ¢olumn in Excel.
b Set column width and row height in Excel.
1. Adding text Box, header/footers, picturas and special symbols in your worksheet.

Iv. Arranging, splitting and hiding windows in Excel. And also freezing panes.

v. Create and run Macros in Excel.

Ward

Acuvity 1

1 Create, open, save and close a doeument,

i Tvping, copying, moving and deleting data in word document.

i1 Perform Save and Save as, Cut and Copy, Paste and Paste Special.

)\cli\'ity' 2

Formatting of data in word Document: -

| Text formatting (font size, font style, font color, subseript, superscript, upper/lower case etc.)
ii. Text Alignment and character spacing.

i1 Indention and line spacing.

iv. Border and sheding.

v. Bullets and Numbering.

Activity 3:

i Find and replace and data sorting in & document.

ii. Protect your dogument.

i1 Add chart in word document. Create different types of Charts in word. o
Iv. Set a size, murgin, orientation of page, Hyphenation, Columns and Line Numbers in Wo?d‘.\
Activity 4

i Set Page Color, Puge Border, Themes, and Watermarks in Word,

i Adding Tables, header/footers, pictures, page numbers and special symbols, Text Box in your word
document. |

il Showing Ruler, Gridlines, Document Map, Thumbnalls, Inserting Word Art, Drop Cup, Hyperlink,
Fouation etc. in word document.

Adivily ¥
- Arranging, spliting windows in word
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T ,
I Perfopy, Mud-mcrge in worg
L Create and rup Macros iy Word

. Set the pring Properties of Word document

PowerPoint

Activity |:

L. Creite, open, save and ¢loso a Presentation,

ii. Typing, copying, moving and deleting data in presentatjon.

ii. New Siide, understanding $lide Layout, adding and deleting slides,
Activity 2:

Formatting of data in slides: -

}

I. Text formatting (font size, font style, font color, subscript, superscript, Upper/lower cage etc.)

ii. Text Alignment and character spacing.

i1i. Indention and line spacing,.

iv. Border and shading,

v. Bullets and Numbering,

Activity 3;

L Setassize, margin, orientation of slides in PowerPoipt. v e

il. Adding Tables, header/footers, pictures, Page numbers and specig| symbols, Text Box e e .
presentation, . - k . .Y ur

Activity 4: ) ‘

I. Adding Animation and Transition Effects in Slides, Understanding Slide Show.
i Presentation Views, Understanding Formatting commands in PoweérPoint.
Activity 5 '

I Create and run Macros i PowerPoint,

ii. Arranging, splitting windows in PowerPoint
The breakup of marks for the practical will be a5 under: ’ e T

iv. Practical - 15 Marlg
Vo Viva - 10 Marks

vi. Lab records, Progrym devalopmemund Executioy (Externu!Eva]uuﬁan) 5 Marks

0 G\ =
. @ \
N ¢ <
.V of
& Asian Educational

N Institute, Patiala





{ "type": "Form", "isBackSide": false }


{ "type": "Form", "isBackSide": false }


{ "type": "Form", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Form", "isBackSide": false }


{ "type": "Form", "isBackSide": false }


{ "type": "Document", "isBackSide": false }

