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BEST PRACTICE — 01 Computer SKills on Office Automation Objectives:

= To train students base level of computer skills inspite of having only theory paper on
Computer Applications.

o To give practical sessions and use computer laboratory optimally.

» To equip students to know basic skills of computer and also Office Automation
comprising of MS-Word, MS-Excel, MS-Powerpoint and Internet.

* To enable them to prepare for competitive examinations both online and offline
mide,

Context:

During the post acereditation, based on the feedback from different stakeholders, based on
the feedback, suggestions from different stukeholders, IQAC has recommended to conduct
special activities on Computer Skills for Students. For BA students as per the prescribed
syllabus from wniversity, they need to study a paper on Computer Application only with
theory portion but no seope for practical sessions. Hence, keeping this in mind, based on
students” feedback, suggestions, college has given scope for students to learn fundamentals
of computers including M5 Office comprising of M5-Word, MSExcel, MS-Powerpoint, ete.
Most of the students are from rural belt and economically weaker sections, Most of them
do not afford to pay the fees for learning Computer Skills outside the campus. Hence, after
getting these feedback and also giving scope for students to learn computer skills, college
has introduced special sessions entitled, Computer Skills on Office Automation.

Practice:

Even though BA-IV students have to study Computer Application, only theory portion as
per the prescribed syllabus and not having scope for practical session, the present scenario
of the market trend, higher education, ete., knowledge of computer is very much essential
for every individuals. Hence, college already establish computer laboratory. Frequently
computers are updated and provided necessary software including internet connectivity, A
separate time table is prepared and instructed all the students to attend the practical
classes as per the scheduoled time table based on roll numbers. Students are allowed o
practice in the computer lab. College has hired qualified teacher to engage the classes,



