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ADD ON COURSE IN
MS Office & Data Entry in Arabic (2019-20)
PG Dept. of Arzbic, Govt. College Kasaragod

Enrolment List =
SLNo. Name | Class |
1 AYSHATH HISANA HARIS ABDULLA T year MA Arabic

2  AYSHATHJUMAILAKP 11 year MA Arabic

s FATHIMATHSUMAYYAKH 11 vear MA Arabic
:+ KADEEJATHULKUBRATP Il year MA Arabic |

5 | MARIYAM SAFEEDA P 11 vear MA Arabic

5 MARIYAM WAHIDHAK A 1l vear MA Arabic

7  NOORUNNEESA AM = 11 year MA Arabic

z ABDUL JALEEL ] 11 year MA Arabic

s  RAFEEQUE AMEENP 11 year MA Arabic
10 AMINATH MUBHASHIRA B A | Il year BA Arabic |
11 ANSHADAPK Il year BA Amabic |
" 12 AYSHATHSHIFANATS | I year BA Arabic |
12 FATHIMAAA | 1l year BA Arabic |
12  FATHIMAK | I year BA Arabic |

11T year BA Arabic
111 year BA Arabic

FATHIMATH THASNIP M
is FATHDMATH FARSHEENA M A

17 FATHIMATH MATIDAK A | III year BA Arabic
= FATHIMATH RUFAINA ABDULRAZAK | Il year BA Arabic
12 FATHIMATH SAFEEDAAM | Il year BA Arabic
20 FATHIMATH UMMU HABEEBA S v ITI vear BA Arabic ,
21 KADEEJATHKUBRAMA Il year BA Ambic |
2  KHADEEJATH MASHOONA | Il year BA Arabic |
~ 23 KHADEEJATHMUBEENAKP | [lyear BA Arabic |
| 24 KHADEEJATH SAMEERAK M j 11T vear BA Arabic ‘
[ 25 | NIZANAKS | T year BA Arabic ﬁ
| 26  SAFIYATHUL MISIRIYAMS | III year BA Arabic 1
| 27 | ZAINABATH AMANIN A | Ill year BA Arabic 1
[ 28 ABDULNASARM | Tlyear BA Amabic |
{ 23 ABDULLANOUSHADDM | Mlyear BA Arabic |
| 30  FATHIMATH ANSEELAFYROUSKS |  Ilyear BAW{
~ \L'é, :
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GOVERNMENT COLLEGE KASARAGOD
PG & RESEARCH DEPARTMENT OF ARABIC

Prospectus & Syllabus of
Add-on Course in Ms office & Data entry in Arabic

Name of the course : Ms office & Data entry in Arabic
Objective of the Course : Learn the essential skills in MS Word, Excel and PowerPoint

Duration of the Course : 30 hours

The Add on Course in Ms office & Data entry in Arabic shall be provided to final year UG &
PG students with the aim of preparing them to acquire skillin MS office. At the end of the
course an examination will be conducted. Marks obtained by the candidate both in
practical and written examinations will be considered for the final results. To pass the
examination the candidate must secure at least 40% of the aggregate marks both in
practical and written examinations. A certificate will be issued by the the Department to
the candidate who has been declared successful at the examination.

Outline of Course

Module 1:
. Microsoft word
- English and Arabic typewriting
- Creating, editing, saving and printing Lext documents
- Font and paragraph formatting
- Inserting lables, smart art, page breaks
- Usinglists and styles
- working with images
- Understanding document properties
- Mail Merge
Module 2:
. Microsoft Excel
- Spreadsheet basics
- Creating, editing, saving and printing spreadsheets
- working with functions & formulas
- Graphically representing data: Charts & Graphs
- speeding data entry: Using Data Forms
- Formatting worksheets

: S_ﬁp&g}g%ﬁgg?p\tmgspreadsheets f\_f_//—//“_'”/—
Module 3.~ . ~~Jg " -
R 75 G QIPAS
5 1 o.';'p;t:x:ﬂ'f o
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- Microsoft Power Point
- Opening, viewing, creating, and printing slides
- Applying auto layouts
= Adding custom animation
- Usingslide transitions
- Creating Professional Slide for Presentation.

Scheme of the Examination
Written Examinalion. : 25 Marks
Practical Examination : 25 Marks
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A Report on the
Add-on Course in MS Office and Data Entry in Arabic 2019-20
Department of Arabic conducted an Add-on Course in MS Office and Data Entry
in Arabic in 2019-20 academnic year.
Objectives of the course:

The objective of the course was to equip the students with the essentizl skills in
word-processing, presentation and other tasks using the MS Word, M5 Excel znd

PowerPaoint,

A total number of 30 hours of classes were imparted 25 part of the course. Apart
from the faculty members of the department, some external experts also took

part as guest lecturers. A total number of 30 students benefited from the course.

Outcome:

A two hour long practical examination was conducted at the end of the course
to evaluate the level of skills acquired by the participants from the course. From
the analysis of the result, it was revealed that the program was successful in
equipping the participants with the skills and talents envisaged from the course.

All participants were able to complete the tasks given to them within the

stipulated time.

Certificates were distributed to all those who successfully completed the course.

INCIPAR
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ADD ON COURSIE TN

MS Office & Data Entry in Arabic (2019:20)
PG Dept. of Arabic, Govt. College Kasaragod
Attendance Register

- - (‘lasses on (Dates)
e s gl 5
1 [AYSHATH HISANA HARIS ABDULLA bl poc¥l o )wf St )45,'1’;;4f9;g,‘4; 2

2 |AYSHATHIUMAILAKP b b o oo | o Tt 0
3 |FATHIMATHSUMAYYAKH  Bx W v W (9 L2 |97 W e
2 |KADEEIATHULKUBRATP | @ |07 |@ | |07 | | &\ ¥ & it
5 [MARIYAMSAFEEDAP |k [oX | [ |ob e |8 0
6 |MARIYAM WAHIDHA KA || o2 wt|d ol | wd il 107
7 |NOORUNNEESAAM bt fion Rt iy (| 1 8 ™
s | ABDUL JALEELI TS M ) B | e
o |RAFEEQUEAMEENP 4 k| JA L il 0 Ad
10 | AMINATH MUBHASHIRA B A WL e e L 5 e it A
11 | ANSHADA PK v [ s e Ly Y e
12 | AYSHATH SHIFANAT S - ;g,fzg VAL 4B” ,i’ﬁéf:{fﬁ [JJJ/
13 FATHIMA A A | /,f,) '}/r/‘f’ C'//’ {,% r;f‘/(;;‘ G X
14 |FATHIMA K T R sHE| e P R 2
15 | FATHIMATH THASNI P M e L e el ot o T
16 | FATHIMATH FARSHEENA M A (L Jor 3| D e g | 22 N
17 | FATHIMATH MAJIDA K A 0 0 A it | et K i ﬂ,n M)
18 | FATHIMATH RUFAINA ABDUL RAZAK P [0y (0.3 (@2 | o2l @2 | 73 trd 2 oA
19 | FATHIMATH SAFEEDA A M 5GSBS I L g 1 2
20 | FATHIMATH UMMU HABEEBA S = A5 BZ 0 | A %;rd;—» '
21 | KADEEJATH KUBRA M A ’{e”i%%)_’}f&;?’l' ;r.- -5_/‘»?/#'5"; X j P P y}f
22| KHADEEJATH MASHOONA %4}7 A A K o
23 | KHADEEJATH MUBEENA K P L S e o b v e e
24 | KHADEEJATH SAMEERA K M et | S gD g | g oy
25 |NIZANAK S pEZ| S | %%;%w/:cf;:_;g’z%
26 | SAFIYATHUL MISIRIYA M S LA AL L |
27| ZAINABATH AMANIN A ' |
28 | ABDUL NASAR M
20 | ABDULLA NOUSHAD D M A
30 |FATHIMATH ANSEELA FYROUSKS i
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Vi ADD ON COURSE IN
V4 MS Office & Data Entry in Arabic (2019-20)
PG Dept. of Arabic, Govt. College Kasaragod

Attendance Register

/ /éI-N“- Name (SRR u#i 2| /1(;ul;f;s?cf/%r’:"(i?zgj)zeﬂ 28 -9[2%"7]
. AT a Y- G AR, SR AR PN AT ' N B AL PN
1 | AYSHATH HISANA HARIS ABDULLA [ Ao Ade? Mdz& e P e
2 | AYSHATH JUMAILA K P B P A A S e
3 | FATHIMATH SUMAYYA K Il ¥ g&@@% L‘?Ek %&%E’if@@
4 | KADEEJATHUL KUBRA T P W [ L [ | KA v |
5 | MARIYAM SAFEEDA P 5| NS | 2| S| B &
6 | MARIYAM WAHIDHA K A 2 2] o2 e e | e |
7 | NOORUNNEESA A M A | Dt Red| Sl N A e [
s | ABDUL JALEEL [ Wb S B B | B2 B
s | RAFEEQUE AMEEN P 2ot | A Al At |
10 | AMINATH MUBHASHIRA B A o ol s o) kel [y [0 el )
1 | ANSHADAPK o |4 | 5T it AR [SSAs- |28
12 | AYSHATH SHIFANA T S £ A9 P 0 8| D L £
13 |FATHIMA A A o O @B x| e X< oy e o
14 | FATHIMA K B |2 e (1S IR S
15| FATHIMATH THASNI P M I N N e e
16| FATHIMATH FARSHEENA M A Py [t [ Bk |29 [feR] T4 20| B oy |
17 | FATHIMATH MAJIDA K A b o - [ | N A WA [ R (A
18| FATHIMATH RUFAINA ABDUL RAZAK |@} &) @0 |@s| @ ey | &l e
19 |FATHIMATH SAFEEDA A M 03l ek | e 198 o 3 ad [efg F
20 |FATHIMATH UMMU HABEEBA S bz | B0z ud Mg el B2 e B
21 | KADEEJATH KUBRA M A Y oA\ o N oK
22 | KHADEEJATH MASHOONA ol L KK (o | k|
23 | KHADEEJATH MUBEENA K P el sl vk Wl oSl &l £
24 | KHADEEJATH SAMEERA K M | G| | OGP a2 45| ol S e
25 | NIZANAKS M ND W i B i S | i
26 | SAFIYATHUL MISIRIYA M S SNz 2 |G I 10
27 | ZAINABATH AMANIN A w? e o | e
28 | ABDUL NASAR M e s kA kA [l kP [ oA
29 | ABDULLA NOUSHAD DM A Tt R A Po s NE IS RS 1o
30 | FATHIMATH ANSEELA FYROUSKS [ Alnfd A0 [y &@@
A e
e
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ADD ON COURSE IN
MS Office & Data Entry in Arabic (2019-20)
PG Dept. of Arabic, Govt. College Kasaragod

/ Attendance Register
//gl.No. Name oAl Al Cl,:?f?ay"w'j ,f‘?sz;ﬂq[ q_jﬂ[;\LI‘il;
S T i A a\iY S| Gy V9] VAL 8RNy
1 | AYSHATH HISANA HARIS ABDULLA W&a&&&&# A
2 | AYSHATH JUMAILA K P 53| 335 5 Bls A 2y N a b b 2
3 __|FATHIMATH SUMAYYAKH e A R
4 | KADEEJATHUL KUBRA T P S22 5 e |
s | MARIYAM SAFEEDA P W | | || Bl B B e K
6 | MARIYAM WAHIDHAK A 2 Mo b M R v a2
7 | NOORUNNEESA A M 3| 8| Wt 87 Ren [ et e R e
8 | ABDUL JALEEL I B & el BESAS| LIy [ Ao
9 | RAFEEQUE AMEEN P B (WA e [ A a2 B
10 | AMINATH MUBHASHIRA B A wo: [ o) i M N ) Wl )
11 |ANSHADAPK g | g K9 Ol PR Ry £ ok Kk
12 | AYSHATH SHIFANA T S | D 9 £ % 325\
13 |FATHIMA A A 5 %@gy’ 'wyﬁﬁg @ 8
14 | FATHIMA K Al el e a2
15 | FATHIMATH THASNI P M REZLV T e WL S e b
16 - | FATHIMATH FARSHEENA M A O | R T LR i oLh] 48 e £
17 | FATHIMATH MAJIDA K A A~ W= s (18 (DMt [t A [\
18 | FATHIMATH RUFAINA ABDUL RAZAK |52 |gy (@808 (o) | @@y 9ples | @
19 | FATHIMATH SAFEEDA AM 05008 |95 1468 | Q U s Y |9 He b a.d
20 | FATHIMATH UMMU HABEEBA S B bl | By ad
21 | KADEEJATH KUBRA M A L Al R T
22 | KHADEEJATH MASHOONA J N N P L ey
23 | KHADEEJATH MUBEENA K P PRV [l 8 Y RV RO A S O
24 | KHADEEJATH SAMEERA K M | syp] SO SRt Gl o2 cp | coe
25 | NIZANAKS I S D S P Ry
26 | SAFIYATHUL MISIRIYA M S rat leseslo e e e la].
27 | ZAINABATH AMANIN A P e e AT AN A A
28 | ABDUL NASAR M ey Aol e L | 8 [l |
29 | ABDULLA NOUSHAD DM R N S R VAN IRy AV )
NS ' :
0| FATHIMATH ANSEELA FYROUS K S NI A @@
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PG DEPARTMENT OF ARABIC
Government College Kasaragod

Vidyanagar PO, Kasaragod Dt, Kerala, PIN: 671123

CERTIFICATE

This is 10 Certify that ME/MIS. ..o
has successfully completed a 30-hour Add-on Course in MS Office and Data

Entry in Arabic , offered by the Department of Arabic, Govt College Kasaragod,

FTOM . sistiainssiioionsguanss 10,
Place:
Date :
A
/('/- i
Head of the
Department of Arabic Coordinator
N e
{ VA " o Q\;V:J
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s .
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