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ORDINANCES FOR CERTIFICATE COURSE IN COMPUTER APPLICATIONS (C.C.A.) COURSE EXAMINATION. APPLICABILITY OF ORDINANCES FOR THE TIME BEING IN FORCE

The Certificate Course in Computer Applications (CCA) will be of six months duration.  The Ordinances in force at the time a student joins a course shall hold good only for the examination held during or at the end of the course. Nothing in these ordinances shall   be deemed to debar the University from amending the ordinances subsequently and  the amended ordinances, if any, shall apply to all the students whether old or new.

1.  
Structure and Duration of the Programme :

· The course for the C.C.A. shall be of six month.

· The University  or a College may conduct Certificate Course in Computer Application (CCA) twice in a year with the following sequence.

a) July to December
b) January to June 
2.  

Eligibility for Admission.

The examination shall be open to any person who has passed 10+2 examination or any other examination recognized as equivalent thereto. 

3.  
The outlines of tests and syllabi shall be such as prescribed by the Academic Council from time to time. 

4.
The College/Centre  will charge a fixed amount of fees as prescribed by the University at the time of admission of a student. The College/Centre will pay to the University all charges including annual charges. There is no examination fees as the whole examination will be conducted by the respective College/Centre. 

5.
The course will be considered as a minor course.

6. 
The medium of instructions shall be English and the medium of examination shall be 
English/Punjabi/Hindi.
a)  
The minimum number of marks required to pass the examination shall be 35% in each paper.

7.         a)   
A candidate who fails not in more than two papers in a course may be declared   
                        're-appear' in those paper and may be permitted to `re-appear' in those papers at  

                        a subsequent examination within two chances.


b)  
If a candidate fails in more than two papers, he/she will be declared `fail'. 


8.  
The grace marks shall be allowed  according to the ordinance relating to "Award 
of grace Marks" as per University rules.

9.    
The final examination shall be open to a student 

a.
Who has passed the 10+2  examination of Punjab School Education Board or equivalent examination. 

b. 
Satisfies the following requirements : 

i) 
Who has been on the rolls of the college/centre throughout the course 


preceding the examination.

ii) 
Every candidate will be required to attend 75% attendance of the


delivered   lectures in each paper. 

Teaching/Seminars/Tutorial/Guided Library Reading Period of 1 hour’s
 duration

-I attendance


Practical one period-may be of 2-3 Hrs.’ duration 

-I attendance

iii)  
In case of students, whose names are struck off on account of non-
payment  of fee, their periods, for the time they were not on the rolls, shall   

            not be  accounted for.

iv)  
The shortage in the attendance of lectures by the candidate will be condoned as  per rules made by the University from time to time. 

10.  Award of Division and Distinction:

Successful candidates  who obtain 60% or more of the aggregate number of marks in  the examinations, shall be placed in the first division; those who obtain 50% marks  or more but less than 60% shall be placed in the second division and all below 50% marks shall be placed in the third division. Successful candidates who obtain 75% or more marks in aggregate shall be placed in the First Division with ‘Distinction’. 

11.  Certificate will be issued by University after Colleges/Centres send the awards to the 
         University. 

Certificate Course in Computer Applications 

2010-11 & 2011-12 and 2012-13 EXAMINATIONS

          Total Marks: 500 (Theory: 300, Practical: 200)

                         
	Paper
	Title
	University Examination
	Internal Assessment 
	Weekly Workload
	Exam. Duration 

	CCA 101
	Introduction to I.T. 
	80
	20
	3 Hours


	3 Hours

	CCA 102
	Windows & Office Automation Tools
	80
	20
	3 Hours


	3 Hours

	CCA 103
	Computer Communication & Internet 
	80
	20
	3 Hours


	3 Hours

	CCA 104
	Software Lab - I (Windows & Office Automation) 
	60
	40
	3 Hours
	3 Hours

	CCA 105
	Software Lab -II (Computer Communication & Internet)
	60
	40
	3 Hours
	3 Hours


CCA-101: Introduction to I.T. 
Max Marks
    : 80




Lectures to be delivered : 40
Min Pass Marks: 35%




Time Allowed : 3 Hours
(A) Instructions for the Paper setter:

The question paper will consist of five sections: A, B, C, D and E. Sections A, B, C and D will have two questions from the respective sections of the syllabus and will carry 20% marks each. Section E will consist of 5-10 short answer type questions, which will cover the entire syllabus uniformly and will carry 20% marks in all.

(B) Instructions for the Candidates:

Candidates are required to attempt one question each from the section A, B, C and D of the question paper and the entire section E.

SECTION A:
Historical evolution of computers, characteristics of computers, capabilities and limitations of computers. Information storage in computers: ASCII, Unicode. Computer generations. Types of computers: PCs, desktop, Laptop, palmtop, PDA etc. Definition:  Hardware, Software and Firmware. 

Applications of computers: Computers and their impact on society, computer in education, commercial data processing, public utilities, and computers in home and computer application of the future.

SECTION B:
Block diagram of computer identifying their components and functions. 
Primary memory : RAM, ROM, EPROM etc. 

Secondary Memory : Magnetic tapes, Magnetic Disk, Hard Disk, Compact Disk, USB Hard Drives, USB Flash Drive.

SECTION C:
Input Devices : Keyboard, Mouse, Light pen, Joystick, Touch Panels, Scanner (OMR, OCR, MICR etc.), Voice Recognition System, Portable hand held terminals for data collection. 

Output Devices : Printers (Serial, Line,  Page, Inkjet Laser Printer), Plotters, Voice Generation System, Monitors. 

SECTION D
Types of Software:  Application Software, System Software, Translators, System Utilities. Types of Languages: Machine Language, Assembly Language, High-Level Language -their Features, Advantages and Disadvantages.

Operating System : Definition, need, Operating System services, functions of operating system as resource manager. 
References :
1. V.Rajaraman, “Fundamentals of Computers”, PHI.

2. Sanders. D.H. , “Computers Today”, McGraw Hill Publications.

3. "Introduction to Information Technology", PHI

4. R.K. Taxali : "Introduction to Software Packages", Galgotia Publications.

CCA-102 : Windows and Office Automation Tools 

Max Marks
    : 80




Lectures to be delivered : 40

Min Pass Marks: 35%




Time Allowed : 3 Hours

(A) Instructions for the Paper setter:

The question paper will consist of five sections: A, B, C, D and E. Sections A, B, C and D will have two questions from the respective sections of the syllabus and will carry 20% marks each. Section E will consist of 5-10 short answer type questions, which will cover the entire syllabus uniformly and will carry 20% marks in all.

(B) Instructions for the Candidates:

Candidates are required to attempt one question each from the section A, B, C and D of the question paper and the entire section E.

SECTION A:

WINDOWS XP - Installing WINDOWS XP starting and quitting WINDOWS XP, Basic Elements of WINDOWS XP, My Computer, Network Neighbourhood, Sharing Devices, Windows Explorer (Files and Folder Operations), Control Panel, Accessories like Accessibility, Entertainment, Communication, System Tools, Paint Brush, Calculator, Calendar, Clock, Note Pad, Word Pad Etc.
SECTION B:
MS-WORD: Basic features of Word Processing, File-New, Open, Save, Print, Close, Page Setup, Edit-Find, Replace, Cut, Copy, Paste etc. View-various layouts, Zooming, Header, Footer, Toolbars, Insert-Various types of objects, Files, Symbols, Date, Time etc, Format-Various Styles, Auto format, Paragraph formatting, Bullets and numbering etc. Tools- Spell Checking, Word Count, Auto Correct, Languages etc, Tables- Insert, Delete, Update, Auto format and different operations on tables, Windows and Help.
SECTION C:
EXCEL : Excel worksheet, data entry, editing, cell addressing, ranges, commands, menus, copying & moving cell content, inserting & deleting rows and column, column formats, cell protection, printing, creating, displaying & printing graphs. Mathematical and Statistical Functions and Formulas. 
SECTION D:
MS PowerPoint: Introduction, PowerPoint elements -templates, wizards, views, colour schemes. PowerPoint menus options, sub-options, preparing presentation using different tools, working with drawing, templates, dialog boxes, building slides and slide shows.

References :
1. "Computer Concepts Windows and MS Office", Vikas Publishing House ISBN : 8125912398

2. "MS Office in NutShell" Vikas Publishing House ISBN : 8125914463
3. Rathbone Andy, "Windows XP for Dummies", IDG Books India (Published : 9/2001), ISBN : 8126502282.
Tyler, Denise, "Windows XP Home And Professional Editions" BPB Publications (Published : 9/2001). 

4. CCA-103: Computer Communication & Internet 

Max Marks
    : 80




Lectures to be delivered : 40

Min Pass Marks: 35%




Time Allowed : 3 Hours

(A) Instructions for the Paper setter:

The question paper will consist of five sections: A, B, C, D and E. Sections A, B, C and D will have two questions from the respective sections of the syllabus and will carry 20% marks each. Section E will consist of 5-10 short answer type questions, which will cover the entire syllabus uniformly and will carry 20% marks in all.

(B) Instructions for the Candidates:

Candidates are required to attempt one question each from the section A, B, C and D of the question paper and the entire section E.

SECTION A:

Concepts: Internet, internet and Intranet differences among them

About Internet and Its Working, Business use of Internet, Services Offered by Internet, Evolution of Internet, Internet Service Provider (ISP), Windows Environment for Dial Up Networking (Connecting to internet).
SECTION B:

Email: Basic Introduction, Advantages and Disadvantage, Structure of an E-Mail Message, Working of E-Mail (sending & receiving messages), Managing Email (creating new folders, deleting messages, forwarding messages, filtering messages), Configuration of Outlook Express.

SECTION C:

Introduction to the Functionality of Web Browsers: Internet Explorer, Netscape Navigator Concept of WWW, surfing through web sites. Web Browsing (opening, viewing, saving a web page and book mark). Searching and downloading of different sites and software.
SECTION D:
Introduction to HTML, Structure of HTML, Web Page, Head and Body Sections, General structure of HTML tag, its name, attributes, starting and ending a tag, various text formatting tags in HTML, Proper nesting of Tags, Defining Image Map, Formatting information table with row and column spans, Adding images, audio and video objects, Hyper linking.

Using HTML forms and its elements, working with HTML frames using frameset tag and frame properties.
References :
1. Powell, "HTML, Tata McGraw-Hill, ISBN : 0074633325

2. Khurana, R., "HTML":, APH Publishing

3. Pascal Press, "Internet", Pascal Press (Published : 7/2002),  ISBN : 1740202198

Heathcote, "Internet Right From The Start" BPB Publications, ISBN : 8176566977

CCA-104 : Software Lab - I (Windows & Office Automation)

Max Marks
    : 60





Lectures to be delivered : 40

Min Pass Marks: 35%




Time Allowed : 3 Hours

WINDOWS XP
Installing WINDOWS XP with set-up, starting and quitting WINDOWS XP, Basic Elements of WINDOWS XP, My Computer, Network Neighbourhood, Sharing Devices, Windows Explorer, Control Panel, Working with Start Menu, Accessories like Accessibility, Entertainment, Communication, System Tools, Paint Brush, Calculator, Calendar, Clock, Note Pad, Word Pad Etc.
MS WORD 

Salient features of MS WORD, Installation of MS WORD, Starting and quitting of MS WORD, File, Edit, View, Insert, Format, Tools, Tables, Window, Help options and all of their features, Options and sub options etc. Transfer of files between MS WORD and other word processors and software packages.

POWER POINT

Salient features, Installation of power point, Starting & quitting from power point various menu options and their sub options.

EXCEL

Salient features, Installation, starting and quitting from EXCEL, various menu options and their sub options.

CCA - 105: Software Lab II (Computer Communication & Internet)
Max Marks
    : 60





Lectures to be delivered : 40

Min Pass Marks: 35%




Time Allowed : 3 Hours

WEB BROWSERS:

Surfing, Searching and Downloading through Web Browsers like Internet Explorer and Netscape Navigator. Their various options and sub options like: File, Edit, View, Go, Bookmark/Favourites, Options, and Tools etc.
EMAIL: 

Creating accounts on mail servers, Working of E-Mail (sending & receiving messages), Managing Email (creating new folders, deleting messages, forwarding messages, filtering messages). Configuration of Outlook Express.

HTML

Creating basic HTML pages using various HTML tags, Adding Images, Audio, Video objects, Designing HTML Forms for feedback, mail etc., working with multiple pages using frames.
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