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GOVERNMENT CERTIFICATE
IN COMPUTER TYPING




BASIC COURSE IN COMPUTER TYPING (GCC-TBC)

Marathi/English/Hindi 30 WPM Marathi/English/Hindi 40 WPM
Section-A (Theory) Section-A (Theory)
; : j 1.1 | Operating Systems-Windows, Linux, Unix,
1.4 [Poreing gé“;“;ﬁg;gi‘:ﬁg@kﬁs Mao os-gasﬁtgpemting Skills & Inform-
: ation of Internal Structure of CPU Internet
1.2 | MS-Office 1.2 | MS-Office
1.2.1 | MS-Word 1.2.1 |MSWord  |1.2.4] gasic
1.2.2 | MS-Excel 1.2.2 | MS-Excel Multimedia
12.3| MS-PowerPoint 12.3 |MS-PowerPoint | AAPPlication
1.3 | Internet, Web Browsing & Email 1.3 | Intemet, Web Browsing Email & Client Software
Section-B (Practical) Section-B (Practical)
: ; 2.1 | Letter-Business Letter / Curriculum Vitae-
G | kﬂeg_m{?;e Setting & Practice Using Personal Letter, Type éetting & Practice
Using MS-Word
29 Staternent.l'Mark Sheet Setting & 25 Statemerﬁf Sale:iry Sheet Etc, Type Setting
Practice using MS-Excel and Practice using MS-Excel
2.3 | E-mail Etiquettes 2.3 | Email Etiquettes, Email Client Software
Section-C (Computer Typing) Section-C (Computer Typing)
3.1 | Keyboard Awarenass Like Typewriter 3.1 | Keyboard Awareness Like Typewriter

3.1

Practice of typing words drill for 30 WPM

3.1.1

Practice of fyping words drill for 40 WP

312

Sentence writing/typing practice for 30 WPM

3.1.3

Sentence writing/fyping practice for 40 WPM

3.1.3

Speed passage typing practice for 30 WPM

3.1.3

Speed passage typing practice for 40 WPM

SPECIAL SKILL DEVELOPMENT IN COMPUTER TYPING COURSE

FOR ENGLISH 50 WPM (GCC-SSD-CTC) (Duration 6 Months)
*gdare (Pre-Condition) GCC or GCC-TBC Eng 40 &

Mar/Hin 30 WPM Stitvf simasas
Section-A (Theory) Section-B (Practical)
1.1 | Basic of Computer ,4 |Mobile Computing, Android,
1.2 | MS-Office : Basic & Advance | | 0> Windows Phone
1.2.1 MS-Word Letter-Tender Notice, Type
22 Setting and Practice using
1.2.1| MS-Excel MS-Word
1.2.1| MS-Power Point Balance Sheet Type Setting
23 and Practice using
1.2.1| Internet & Cyber Security MS-Excel
Section-C (Computer Typing )
1.1 Speed Passage Typing Practice for Higher Proficiency




Marks Required To Pass / Stiivf glvaramdt smasaa om

FEM : Section-A, B & C | Jectionf | Section B | e o)

e Fefiof gt smaeas ok, Ermil) et
Question Objective | Statement Speed

Marks As Per Section 25 as 40 100
Out of Marks 10 14 16 40

R e ey e @ der R, sEea gad aien 20 effe 2033 w0
0330WIGGLYI I T1 Hbai® BAGFAR IATHDH Yoo (X 3 Fabh snarees
T 90% 1@ e WS favars W ey g .

od | ww | @ | haafe | oflen | eew
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Basic Course In Computer 6 wd | ved | vEw- | ved | o

Typing 30 & 40 Wpm ufesy | 200/- | 4800/- | weis fwmra | S00/- | 6500/-

Sp::il_l Skill Development in Computer| & =fé= ot | wra | wR oy R
yping For Instructors & Studenls | (gd = s [elired MRS i

GCC-SS0-CTC English 50 WPN | strereeresy | 200/ | 4900/~ ol v

faw %ﬁm" g sfk=ardten | wft=awen | i aftwdhe
[l i) Casil
Basic Course In o T e -
Computer Typing 2000/- 1500/~ 1500/- 1500/
Special Skill Development in Computer
Typing For lastructars & Students ey o ) o
6CC-$50-CTC English 50 WPM i 1500/« 1500/- 1500/-
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GCC-SSD-CTC

Special Skill Development in Computer
Typing Course For English 50 WPM
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= Colour Full Digitally Signed Certificate
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