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5.1.3 

5.1.3 Following Capacity development and skills enhancement activities 

are organised for improving students capability 1. Soft skills, 2. Language 

and communication skills, 3. Life skills (Yoga, physical fitness, health and 

hygiene), 4. Awareness of trends in technology 
 

SEMESTER - I  

 

 

 

Unit -1 Introduction to MS Word        (08 hrs) 

¶ Introduction to word 

¶ The word window 

¶ Create a new document 

¶ Save, open and print document 

¶ Editing document 

¶ Formatting a Document 

¶ Insert elements to word document 

o Insert and delete page break 

o Insert page numbers 

o Insert symbols 

o Insert Shapes, Clip art 

o Insert picture, resize and reposition a picture 

¶ Changing Layout of document 

o Adjust page margin & page size 

o Change page orientation 

o Set and change indention 

o Insert and clear tabs 

¶ Working with Tables 

o Insert a table 

o Navigate and select text in a table 

o Resize parts of a table 

o Align text in a table 

o Format a table 

o Insert and delete columns and rows 

o Borders and shading 

o Merge table cells 

¶ Mail Merge 

¶ Spelling and grammar check 

¶ Auto correct 

DSC-Allied Skill  2: Office Automation Tools 03 hrs/wk 3 Credits 
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Unit -2  Internet           (08 hrs)
  

¶ Introduction to Internet 

o What is Internet? 

o Use of Internet? 

¶ Applications of Internet 

o World wide web(web page, web site, web client and web server) 

o Web browsers 

o Search engines 

o Email 

o Blogs and forums 

o Social media and chatting 

o Bookmarks 

¶ Internet Search 

o Basic search 

o Tips and Tricks for search 

¶ How to download and upload? 

 

Unit ï 3 Spread Sheet Using MS Excel       (08 hrs) 

¶ Sheet Introduction  

¶ Selecting row, column, cell 

¶ Inserting and deleting row, column, cell 

¶ Hide & unhide row & column 

¶ Changing height and width of row and column 

¶ Print Preview and Page Layout 

¶ Formula bar 

¶ Cell Referencing - Relative, Absolute, Mixed 

¶ Useful functions from Function Library 

Unit ï 4 Spread Sheet Using MS Excel       (08 hrs) 

¶ What if Analysis 

¶ Calculative Examples like salary sheet, mark sheet etc. 

¶ Conditional formatting 

¶ Data sorting and Filter 

¶ Types of different chart & editing charts 

Unit ï 5 Presentation Using MS Power Point      (08 hrs) 

¶ Inserting new slide 

¶ Different layout of slide  

¶ Inserting date, slide number, movie, sound, object, header and footer 

¶ Designing slide 

¶ Theme and background 
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¶ Custom animation 

¶ Slide transition 

¶ Rehearse timings, Slide show, Setup slide show 

¶ Hide slide, Different views of slide 

¶ Use of slide master 

¶ Printing handout, slide, etc 

 

 

Reference Books 

 

1. Pc Software For Windows Made Simple    - R.K. Taxali 
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Sr.No. Enrollment No Student Name

1 17BCT001 Andipara Paras Manharlal

2 17BCT002 Barasara Dharmik Sureshbhai

3 17BCT003 Beradiya Prashant Tulshibhai

4 17BCT004 Borad Gautam Arvindbhai

5 17BCT005 Chad Ranchhod Bhimjibhai

6 17BCT006 Chudasama Arvind Rajabhai

7 17BCT007 Chudasama Mahendrasinh Hemantsinh

8 17BCT008 Dhaduk Abhijit Laljibhai

9 17BCT009 Dhaduk Hemanshu Mukeshbhai

10 17BCT010 Dhanani Darshitkumar Dipakbhai

11 17BCT011 Dholariya Nirav Ashokbhai

12 17BCT012 Dobariya Jenish Rajeshbhai

13 17BCT013 Ghediya Hardik Vinodbhai

14 17BCT014 Goswami Ashish Hareshbharthi

15 17BCT015 Hirapara Dhruvik Ashvinbhai

16 17BCT016 Jadav Ajay Naranbhai

17 17BCT017 Karangiya Uday Devayat

18 17BCT019 Limbasiya Parag Mansukhbhai

19 17BCT020 Nakum Rajesh Narotam

20 17BCT021 Odedara Ramde Chhaganbhai

21 17BCT022 Panseriya Kevin Amitbhai

22 17BCT023 Parmar Sumit Govindbhai

23 17BCT024 Patel Yuvraj Amol

24 17BCT025 Savaliya Nirmal Dipakbhai

25 17BCT026 Savjiyani Fenil Hiteshbhai

26 17BCT027 Shiroya Harshit Pravinbhai

27 17BCT028 Shukla Shyam Jaydevbhai

28 17BCT029 Sisodiya Kishorbhai Vejanandbhai

29 17BCT030 Tank Ravikumar Jayantilal

30 17BCT031 Timbadiya Jayprakash Deepakbhai

31 17BCT032 Vaddoriya Jasmin Kamleshbhai

32 17BCT033 Vala Azadbhai Raysinhbhai

33 17BCT034 Varu Dharmesh Bhavesh

34 17BCT035 Vikiyani Yakin Salimbhai

35 17BCT036 Zalavadiya Yash Jitendrabhai

Shree Manibhai Virani and Smt. Navalben Virani Science College (Autonomous), Rajkot

Program Name : B.Voc. Chemical Technology SEM-I
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Sr.No. Enrollment No Student Name

1 17BPA001 Akabari Khushali Rameshbhai

2 17BPA002 Gohil Abhayrajsinh Bhojrajsinh

3 17BPA003 Hemani Sonali Jagdishbhai

4 17BPA004 Jabvani Kajal Gautambhai

5 17BPA005 Jadhav Aswini Balbhim

6 17BPA006 Jobanputra Aastha Ashokkumar

7 17BPA007 Kansagara Khushaliben Ashvinbhai

8 17BPA008 Kumbhani Vimanshi Hareshbhai

9 17BPA009 Lakhlani Harsh Jitendrabhai

10 17BPA010 Pathak Mansiben Girishbhai

11 17BPA011 Patoliya Pinal Niteshbhai

12 17BPA012 Rabadiya Jigarkumar Rasikbhai

13 17BPA013 Rajani Akshari Miteshbhai

14 17BPA014 Ramani Bhargav Ramanikbhai

15 17BPA015 Rathod Dhaval Vallabhbhai

16 17BPA016 Rohilla Bhuneshwari Laxminarayan

17 17BPA017 Satasiya Disha Mansukhbhai

18 17BPA018 Sorathiya Hemanshi Rajeshbhai

19 17BPA019 Thumar Rinish Jayeshbhai

20 17BPA020 Thumbar Ishaben Hiteshbhai

21 17BPA021 Vaghasiya Tarang Vimalbhai

22 17BPA022 Vala Yagnik Maheshbhai

Shree Manibhai Virani and Smt. Navalben Virani Science College (Autonomous), Rajkot

Program Name : B.Voc. Pharmaceutical Analysis & Quality Assurance SEM-I
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Sr.No. Enrollment No Student Name

1 17BML001 Bamroliya Priyansi Harsukhbhai

2 17BML002 Baraiya Swatiben Dinesh

3 17BML003 Bhatt Purvi Bhadreshbhai

4 17BML004 Chadamiya Priyankaben Kantilal

5 17BML005 Chauhan Ankita Kishorbhai

6 17BML006 Chavda Shivani Dipakbhai

7 17BML007 Dalsaniya Purva Jayeshkumar

8 17BML008 Detroja Roshni Arvindbhai

9 17BML009 Dobariya Mansiben Bhikhubhai

10 17BML010 Dudhatra Krishna Vinodbhai

11 17BML011 Dudhatra Nikita Kanjibhai

12 17BML012 Herma Bhoomi Ranjitsinh

13 17BML013 Hinsu Arju Maganbhai

14 17BML014 Hirani Mitisha Rajnikantbhai

15 17BML015 Jadeja Rajendrasinh Sahdevsinh

16 17BML016 Jimuliya Dhruvi Vinaykant

17 17BML017 Joshi Radhika Anandbhai

18 17BML018 Joshi Shivani Ashokbhai

19 17BML019 Kalariya Jeenal Gautambhai

20 17BML020 Kalathiya Pritiben Bharatbhai

21 17BML021 Kamariya Siddharth Ashvinbhai

22 17BML022 Kathiriya Milan Nileshbhai

23 17BML023 Kothari Dimple Milan

24 17BML024 Laiya Kinjalben Danabhai

25 17BML025 Makwana Kajal Kishorbhai

26 17BML026 Manasara Priti Mansukhbhai

27 17BML027 Mer Meera Kishorbhai

28 17BML028 Nagar Pooja Harshadbhai

29 17BML029 Nananiya Nenseeben Dheerajlal

30 17BML030 Padaliya Ashvini Rajeshbhai

31 17BML031 Padia Vidhi Ashishbhai

32 17BML032 Pambhar Disha Jitendrabhai

33 17BML033 Panchasara Harita Girishbhai

34 17BML034 Parmar Dilipkumar Govindbhai

35 17BML035 Parmar Rashmiben Sureshbhai

36 17BML037 Rajpara Janvi Sureshbhai

37 17BML039 Ramoliya Rishita Maheshbhai

38 17BML040 Ranpariya Vibha Ashokbhai

39 17BML041 Sakhiya Dhruvi Bipinbhai

40 17BML042 Sardhara Ravi Navalbhai

41 17BML043 Shir Bhavesh Arshibhai

42 17BML044 Sonagara Bhakti Shaileshkumar

43 17BML045 Thakar Himanshi Hitendrabhai

44 17BML046 Timbadiya Keshvi Navalbhai

45 17BML047 Vadodariya Pinal Jiteshbhai

46 17BML048 Varsani Monika Deepakbhai

47 17BML049 Viradiya Vibha Sureshbhai

48 17BML050 Zalavadiya Shivangi Bhaveshbhai

Shree Manibhai Virani and Smt. Navalben Virani Science College (Autonomous), Rajkot

Program Name : B.Voc. Medical Laboratory and Molecular Diagnostic Technology SEM-I
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