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Report on Certificate Course in Office Automation

1. Introduction
Certificate course in Office Automation is an IT professional course. This course

covers almost all basic operations of computer. Participants taking this course will be
able to confidently handle PC, gather fundamentals of computers, data and information,
various software applications used in OA, basic of internet & how to use it and increase
ability to analyze and solve problems using computational thinking.

Name of the Course: : Office Automation

Institution : Science College, Kokrajhar

Level : Introductory

Subject : Any Subject

Language : English

Number of candidates enrolled : 25 Nos

Nature of Course : Theory and Practical

Course Duration : 30 hours (Two Credits)

Intake: : 40 Nos.

Evaluation Proces: • Class participation - 20 %

• Final examination on - 80 %

– Theory 30 Marks
– Practical 50 Marks
– Pass Marks 40 %

2. Name of Candidates Enrolled in the course
1. AKASH KOCHARY

2. AKHINUR ALI

3. ANGSUMAN BORO

4. ANKURJYOTI RAY

5. ANURADHA RABHA

6. BALIT BORO

7. DERHASAR NARZARY

8. DEVID ROY

9. DIMASA OWARY

10. DIPANKAR BRAHMA

11. FWRDAN BASUMATARY

12. JWNGMA BASUMATARY

13. JWNGSAR OWARY

14. KANAK MACHAHARY

15. KUSWA BRAHMA

16. MANISHA MAHILARY

17. MONOJOY RABHA

18. MUKUT SWARGIARY
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19. NANDITA NARZARY

20. RITHIKESH KR PAUL

21. ROBEN BARO

22. SAHEENI SAHA

23. SUBUNGSA BASUMATARY

24. TRIDIP NARZARY

25. VIKRAM ESLARY

3. Programme Schedule
Day Venue Reporting time

Friday IT Laboratory, Science College, Kokrajhar 3.00 PM - 4.30 PM
Saturday IT Laboratory, Science College, Kokrajhar 3.00 PM - 4.30 PM
Sunday IT Laboratory, Science College, Kokrajhar 3.00 PM - 4.30 PM

4. About the Course
This course introduces the basic concepts of Fundamentals in Computer and data

base management system and analyze. Participants taking this course will be able to
confidently handle PC and increase ability to analyze and solve problems using
computational thinking, various software applications used in OA, basic of internet &
how to use it and increase ability to analyze and solve problems using computational
thinking.

5. Course Aim and Objective
The main motive is to impart the knowledge and understanding about a computer

system and familiarize the participants to work with PC with confidence. The broad
objectives of the course are:

1. To understand the fundamentals of computer and their architecture.

2. To learn how to use operating systems, MS Word, MS Excel applications.

3. To have hands on experience to become a user of PC.

4. To develop tally and computer automation.

5. To increase ability to analyze and solve problems using computational thinking.

6. To increase ability to use internet, creating E-mail Account, Sending and Receiving
E-mail.
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6. Syllabus

Unit 1: Introduction and Basic Concept of Computer
Data processing in computer, basic units of measurement, basic hardware of a PC system,
Central processing unit, memory unit, input device, scanning devices, image capturing
device, out put devices, secondary storage devices, hard disk derive optical discs, optical
drives, motherboard, Operating System, Windows, MS Office.
Practical

Unit 2: Tally
Introduction, account Fundamentals, manual accounts, computer accounting, MS excel.
Practical

Unit 3: Data Base Management System
Introduction, objectives, subdivisions of SQL, data manipulation language commands,
select Query and clause and function, embedded SQL, dynamic SQL, procedure and
function, creating procedure, data and time function, arithmetic functions, deleting
procedure.
Practical

Unit 4: Internet
Introduction, HTML, Browsing, creating E-mail account, sending/ receiving e-mail etc.
Practical

7. Outcome of the Course
Participants, after completion this course of the course will be able to empower

themselves in

1. Solid understanding of computer system

2. Knowledge about Hardware component

3. Knowledge about Software type.

4. Familiarity with database management principle and technique.

5. Practical skill of use of internet, creating E-mail Account, Sending and Receiving
E-mail..

6. Ability to analyze and solve problems using computational thinking.

7. Data manipulation and querying.
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8. Results Of the Candidates
After the completion of theory and practical classes, end-term examination was

conducted in both theory and Practical. All the 25 (Twenty five) candidates comes out
successfully with Grade A in both theory and practical examinations.

SCK / Report Page | 4 of 5



IQAC
Science College, Kokrajhar

CERTIFICATE COURSE IN OFFICE AUTOMATION
SCIENCE COLLEGE, KOKRAJHAR

Departments of Information Technology
Science College, Kokrajhar

Certificate Of Completion

This is to certify that S̊r˚iffl X a student of Science College, Kokrajhar bearing Roll No 0 has successfully

Completed the 30 (Thirty) hours Certificate Course of two credits on “Office Automation" and placed

Grade xxxx at the end Examination in the session 2021 - 2022.

Dr. R. N. Sinha
Principal

Science College, Kokrajhar

Mr. B. Narzary
(HOD)

Department of Information
Technology

Science College, Kokrajhar

Mr. B. C. Ghosh
(Course Coordinator)

9. Sample Certificate

Mr. B. Narzary
HOD

Department of Information Technology
Science College, Kokrajhar

Mr. B. C. Ghosh
Course Coordinator
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Immunity Development Centre 
 

Aiming to help students for maintenance their physical as well as mental health during Covid-19 

pandemic period, an Immunity Development Centre has been developed in the College on 21/08/2020 

with inclusion of the following activities - 

1. Yoga, 2. Zumba dance, 3. Cycling, 4. Walking, 5. Running, 6. Badminton, 7. Gym and 8. Meditation 

 

 

 

It was a self financed project. A committee has been constituted to look the activates with following 

members – 

• Chairman: Dr. R. N. Sinha, Principal, Science College, Kokrajhar 

• Co-Chairman; Dr. S. Chakraborty, Vice-Principal, Science College, Kokrajhar 

• Coordinator: Dr. Mohesh Gogoi, Asstt. Professor 

• Jt. Coordinator: Sri Rajib Barman, Jr. Assistant 

• Member: Sri Sanjay Chouhan, Sri Dolon Sharma, Amit Tati and Dipak Chouhan 

 

 

Altogether 285 students from HS, UG and PG classes have been joined in different activities to 

practicing activates regularly in 2020-21 session under the guidance of experienced instructors and joined 

310 no. in 2021-22 session. 
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