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Course Title: Computer Application   

Course Code :( 3315102) 

Teaching Scheme: 

Teaching Scheme (In hours) Total Credits 

(L+T+P) 

L T P C 

2 0 3 5 

 

Legends: L-Lecture; T-Tutorial; P-Practical: C-Credit 

 

 

 

 

 

 

 

 

 

Expected Course Outcomes (CO) with Justification: 

 

CO: 1 Use a computer and its peripherals for various applications. 

CO:2 Use software tools and commands for word-processing, data analysis and 

presentation preparation 

CO:3 Design 2D drawings using AutoCAD software. 

CO:4 Use internet effectively to access relevant information 

 



List of Experiments 

 

N

O. 

PRECTICAL CO 

1 Create and manage files and folder tree CO-1 

2 Entering and editing text in a document file. CO-1 

3 Apply formatting features on text like bold, italics, underline, 

font type, colour and size. 

CO-1 

4 Apply features like bullet, numbering CO-2 

5 Create documents, insert images CO-2 

6 Create and manipulate tables CO-2 

7 Entering and editing data in workshop CO-2 

8 Create and manipulate EXCEL charts CO-2 

9 Create pay bills, pay sleeps, using Excel CO-2 

10 Print sheet using print area CO-2 

11 Basic operation of power point, create PPT and insert and 
delete slides 

CO-2 

12 Create project presentation, lecture presentation. CO-2 

13 Use of master slide in presentation CO-2 

14 Apply basic formatting features in presentation like font, font 

size, font colour, text fill, spacing and line spacing formatting 

text boxes, word arts, styles. Applying object borders, object 

fill, object effects. 

CO-2 

15 Working with a drawing tool, applying shape or picture style. 

Applying object borders, object fill, object effects 

CO-2 

16 Working with video, link to video and sound files CO-2 

17 Creating hyperlinks, using action buttons CO-2 

18 Creating given 2D drawing using AutoCAD CO-3 

19 Edit given 2D drawing using AutoCAD CO-3 

20 Create email account and sending and receive message on 
email 

CO-4 

21 Use search engine for downloading appropriate information CO-4 

 

 

 

 



Laboratory Manuals 

 

 

 



  



 

 

 



 

  



 

  



 

  



 



 



  



 

  



 

  



 



 



 

 

  



 



 

 



 

 



 

 



 



 

 



 



 



 



 



 



 

 



 



 

 



 



 



 



 



 



 



 

 



 

 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 

 



 



 



 



 



 

 



 

 



 



 



 



 



 



 

 

 



 List of Books / Reference books / E-books 

 

1) https://www.computer-pdf.com/tutorials-ms-office-basics 
2) http://freecomputerbooks.com/microsoftOfficeBooks.html 
3) https://bookauthority.org/books/new-microsoft-office-books 
4) https://www.onlinebooksreview.com/articles/microsoft-office-2016-books 
5) https://spipa.gujarat.gov.in/ccc-study-material 
6) https://microsoft-office-2007.en.lo4d.com/windows 
7) https://microsoft-office-2007.en.softonic.com/ 

 

 

 

Lecture Notes/Handouts/PPTS 
 

https://spipa.gujarat.gov.in/ccc-study-material 

 

  

https://www.computer-pdf.com/tutorials-ms-office-basics
http://freecomputerbooks.com/microsoftOfficeBooks.html
https://bookauthority.org/books/new-microsoft-office-books
https://www.onlinebooksreview.com/articles/microsoft-office-2016-books
https://spipa.gujarat.gov.in/ccc-study-material
https://microsoft-office-2007.en.lo4d.com/windows
https://microsoft-office-2007.en.softonic.com/
https://spipa.gujarat.gov.in/ccc-study-material


 

N. Video Lectures, if available (like NPTEL, MOOC, etc.) :  

 

https://learnmech.com/autocad-tutorial-for-beginners-pdf-free-

download/ 

https://www.youtube.com/watch?v=9JiOOda0n3w 

https://www.youtube.com/watch?v=0D7H4p_luvs 

https://www.youtube.com/watch?v=ca_uMGSNFow 

https://www.mta.ca/uploadedFiles/Community/Administrative_de

partments/Human_Resources/Training_and_professional_develo

pment/Classroom/Excel%20Training%20-%20Level%201.pdf 

https://www.cours-gratuit.com/excel-courses/ms-excel-course-

training-with-examples 

 

https://www.google.com/search?q=powerpoint+presentation+idea

s&sxsrf=ALeKk004aSYOp2K2-

ARUo4lFAThloUFwbw:1602226722141&tbm=isch&source=iu&i

ctx=1&fir=I-

SOTOTWXtcWqM%252CuqB2FnSW3W9kTM%252C_&vet=1

&usg=AI4_-kSmBqR-

HmDfpgJJMvwRQxzX9ZJSiA&sa=X&ved=2ahUKEwjjqf3U96b

sAhXCe30KHUJVDocQ_h16BAgOEAk#imgrc=I-

SOTOTWXtcWqM 

 

 

Useful Software 

*Microsoft Office  

*AutoCAD 

 

https://learnmech.com/autocad-tutorial-for-beginners-pdf-free-download/
https://learnmech.com/autocad-tutorial-for-beginners-pdf-free-download/
https://www.youtube.com/watch?v=9JiOOda0n3w
https://www.youtube.com/watch?v=0D7H4p_luvs
https://www.youtube.com/watch?v=ca_uMGSNFow
https://www.mta.ca/uploadedFiles/Community/Administrative_departments/Human_Resources/Training_and_professional_development/Classroom/Excel%20Training%20-%20Level%201.pdf
https://www.mta.ca/uploadedFiles/Community/Administrative_departments/Human_Resources/Training_and_professional_development/Classroom/Excel%20Training%20-%20Level%201.pdf
https://www.mta.ca/uploadedFiles/Community/Administrative_departments/Human_Resources/Training_and_professional_development/Classroom/Excel%20Training%20-%20Level%201.pdf
https://www.cours-gratuit.com/excel-courses/ms-excel-course-training-with-examples
https://www.cours-gratuit.com/excel-courses/ms-excel-course-training-with-examples
https://www.google.com/search?q=powerpoint+presentation+ideas&sxsrf=ALeKk004aSYOp2K2-ARUo4lFAThloUFwbw:1602226722141&tbm=isch&source=iu&ictx=1&fir=I-SOTOTWXtcWqM%252CuqB2FnSW3W9kTM%252C_&vet=1&usg=AI4_-kSmBqR-HmDfpgJJMvwRQxzX9ZJSiA&sa=X&ved=2ahUKEwjjqf3U96bsAhXCe30KHUJVDocQ_h16BAgOEAk#imgrc=I-SOTOTWXtcWqM
https://www.google.com/search?q=powerpoint+presentation+ideas&sxsrf=ALeKk004aSYOp2K2-ARUo4lFAThloUFwbw:1602226722141&tbm=isch&source=iu&ictx=1&fir=I-SOTOTWXtcWqM%252CuqB2FnSW3W9kTM%252C_&vet=1&usg=AI4_-kSmBqR-HmDfpgJJMvwRQxzX9ZJSiA&sa=X&ved=2ahUKEwjjqf3U96bsAhXCe30KHUJVDocQ_h16BAgOEAk#imgrc=I-SOTOTWXtcWqM
https://www.google.com/search?q=powerpoint+presentation+ideas&sxsrf=ALeKk004aSYOp2K2-ARUo4lFAThloUFwbw:1602226722141&tbm=isch&source=iu&ictx=1&fir=I-SOTOTWXtcWqM%252CuqB2FnSW3W9kTM%252C_&vet=1&usg=AI4_-kSmBqR-HmDfpgJJMvwRQxzX9ZJSiA&sa=X&ved=2ahUKEwjjqf3U96bsAhXCe30KHUJVDocQ_h16BAgOEAk#imgrc=I-SOTOTWXtcWqM
https://www.google.com/search?q=powerpoint+presentation+ideas&sxsrf=ALeKk004aSYOp2K2-ARUo4lFAThloUFwbw:1602226722141&tbm=isch&source=iu&ictx=1&fir=I-SOTOTWXtcWqM%252CuqB2FnSW3W9kTM%252C_&vet=1&usg=AI4_-kSmBqR-HmDfpgJJMvwRQxzX9ZJSiA&sa=X&ved=2ahUKEwjjqf3U96bsAhXCe30KHUJVDocQ_h16BAgOEAk#imgrc=I-SOTOTWXtcWqM
https://www.google.com/search?q=powerpoint+presentation+ideas&sxsrf=ALeKk004aSYOp2K2-ARUo4lFAThloUFwbw:1602226722141&tbm=isch&source=iu&ictx=1&fir=I-SOTOTWXtcWqM%252CuqB2FnSW3W9kTM%252C_&vet=1&usg=AI4_-kSmBqR-HmDfpgJJMvwRQxzX9ZJSiA&sa=X&ved=2ahUKEwjjqf3U96bsAhXCe30KHUJVDocQ_h16BAgOEAk#imgrc=I-SOTOTWXtcWqM
https://www.google.com/search?q=powerpoint+presentation+ideas&sxsrf=ALeKk004aSYOp2K2-ARUo4lFAThloUFwbw:1602226722141&tbm=isch&source=iu&ictx=1&fir=I-SOTOTWXtcWqM%252CuqB2FnSW3W9kTM%252C_&vet=1&usg=AI4_-kSmBqR-HmDfpgJJMvwRQxzX9ZJSiA&sa=X&ved=2ahUKEwjjqf3U96bsAhXCe30KHUJVDocQ_h16BAgOEAk#imgrc=I-SOTOTWXtcWqM
https://www.google.com/search?q=powerpoint+presentation+ideas&sxsrf=ALeKk004aSYOp2K2-ARUo4lFAThloUFwbw:1602226722141&tbm=isch&source=iu&ictx=1&fir=I-SOTOTWXtcWqM%252CuqB2FnSW3W9kTM%252C_&vet=1&usg=AI4_-kSmBqR-HmDfpgJJMvwRQxzX9ZJSiA&sa=X&ved=2ahUKEwjjqf3U96bsAhXCe30KHUJVDocQ_h16BAgOEAk#imgrc=I-SOTOTWXtcWqM
https://www.google.com/search?q=powerpoint+presentation+ideas&sxsrf=ALeKk004aSYOp2K2-ARUo4lFAThloUFwbw:1602226722141&tbm=isch&source=iu&ictx=1&fir=I-SOTOTWXtcWqM%252CuqB2FnSW3W9kTM%252C_&vet=1&usg=AI4_-kSmBqR-HmDfpgJJMvwRQxzX9ZJSiA&sa=X&ved=2ahUKEwjjqf3U96bsAhXCe30KHUJVDocQ_h16BAgOEAk#imgrc=I-SOTOTWXtcWqM
https://www.google.com/search?q=powerpoint+presentation+ideas&sxsrf=ALeKk004aSYOp2K2-ARUo4lFAThloUFwbw:1602226722141&tbm=isch&source=iu&ictx=1&fir=I-SOTOTWXtcWqM%252CuqB2FnSW3W9kTM%252C_&vet=1&usg=AI4_-kSmBqR-HmDfpgJJMvwRQxzX9ZJSiA&sa=X&ved=2ahUKEwjjqf3U96bsAhXCe30KHUJVDocQ_h16BAgOEAk#imgrc=I-SOTOTWXtcWqM


Question Bank 

 

Introduction to computer 

1. Give a definition of computer and write about its advantages. 

2. Explain input devices, their function and use. 

3. Explain CPU and its function. 

4. Write the difference between Hardware and Software. 

5. Write about Hardware of computer. 

6. Draw and explain the block diagram of the computer. 

7. What is software? 

8. Write definition of computer 

9. Write difference between Hardware &amp; Software of computer 

10. Define the Hardware of the computer. 

 

MS-World 

1. Draw screen of MS-Word. 

2. Explain Standard toolbar of MS-Word. 

3. Explain any two menus of the menu bar of MS-Word. 

4. Draw a Word drawing toolbar and label it. 

5. Explain the edit menu of MS-Word. 

6. Explain formatting toolbar of MS-Word. 

7. Draw Word Screen. 

8. List down the formatting toolbar of Word 

9. Explain the View menu of Word. 

10. Write in brief about the standard toolbar of Word in brief 

 



MS-Excel 

*List down the types of charts of Excel. 

*Define worksheet and workbook of Ms Excel. 

*Draw screen of MS-Excel. 

*Explain Standard toolbar of MS-Excel. 

*Explain any four functions of MS-Excel. 

*Write about the workbook &amp; worksheet of Ms-Excel. 

*Write about uses of Ms-Excel. 

*What do you mean by cell-address in Ms-Excel? 

*Briefly write about minimum and maximum Excel function. 

*Write any four functions of Excel. 

 

AutoCAD 

*Explain how AutoCAD is useful in garment designing. 

*Explain any five tools of AutoCAD Draw toolbar. 

*Explain any four commands of AutoCAD. 

*How many types of toolbars are there in AutoCAD? 

*Write difference between line &amp; polyline command. 

*Write any two Modify commands of AutoCAD. 

*Write any two Draw commands of AutoCAD. 

*Explain HATCH and ARC tools of AutoCAD. 

*Write introduction & uses of AutoCAD. 

 

MS-Power Point 

*Explain Standard toolbar of MS-PowerPoint. 

*Draw screen of MS-PowerPoint. 



*Explain any two menus of the menu bar of MS-PowerPoint. 

*Draw Power Point Screen. 

*Explain the standard toolbar of PowerPoint. 

*Explain how to set up a slide show in PowerPoint. 

*Explain the window menu of PowerPoint. 

*Write the two functions of Ms PowerPoint. 

 

Internet 

*What is the Internet? 

*How to send Emails? 

*How will you use search engines for downloading information? 

*Write in detail about the “Line” command of AutoCAD. 

*Write in detail about “Inbox” and “Sent” in e‐mail. 

*Write the scope of the internet. 

*Explain how to gather information from a website. 

*Explain the process of sending e-mail. 

*What is the internet and how to write its scope. 

*What is surfing and how to gather information through websites? 

*How will you gather information from a website? Explain it 

 

Quizzes/MCQs 

 

http://www.treeknox.com/computer/languages/computer-quiz/ 

https://www.examsbook.com/ms-word-questions-and-answers-for-bank-exams 

https://www.examsbook.com/ms-excel-questions-and-answers-for-bank-exams 

https://www.examsbook.com/ms-powerpoint-questions-and-answers 

https://www.thesourcecad.com/introduction-autocad-quiz/ 

http://www.treeknox.com/computer/languages/computer-quiz/
https://www.examsbook.com/ms-word-questions-and-answers-for-bank-exams
https://www.examsbook.com/ms-excel-questions-and-answers-for-bank-exams
https://www.examsbook.com/ms-powerpoint-questions-and-answers
https://www.thesourcecad.com/introduction-autocad-quiz/


https://www.proprofs.com/quiz-school/story.php?title=introduction-to-internet_1 

 

 

 

GTU Exam Paper, Mid-Sem Paper, Remedial Exam Paper 

.Available on GTU website:  http://old.gtu.ac.in/Qpaper.html 

 

https://www.proprofs.com/quiz-school/story.php?title=introduction-to-internet_1
http://old.gtu.ac.in/Qpaper.html


 

 

 

 



 

 



 

 

 

Model Solutions 

 

http://www.treeknox.com/computer/languages/computer-quiz/ 

https://www.examsbook.com/ms-word-questions-and-answers-for-bank-exams 

https://www.examsbook.com/ms-excel-questions-and-answers-for-bank-exams 

https://www.examsbook.com/ms-powerpoint-questions-and-answers 

https://www.thesourcecad.com/introduction-autocad-quiz/ 

https://www.proprofs.com/quiz-school/story.php?title=introduction-to-internet_1 

 

 

 

http://www.treeknox.com/computer/languages/computer-quiz/
https://www.examsbook.com/ms-word-questions-and-answers-for-bank-exams
https://www.examsbook.com/ms-excel-questions-and-answers-for-bank-exams
https://www.examsbook.com/ms-powerpoint-questions-and-answers
https://www.thesourcecad.com/introduction-autocad-quiz/
https://www.proprofs.com/quiz-school/story.php?title=introduction-to-internet_1

