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 REPORT ON Certificate Course in Computer Application (CCA) 

Academic Session: 2022-2023 

Certificate in Computer Application conducted by Serampore Girls’ College and West Bengal Electronics 

Industry Development Corporation Limited (WEBEL) Govt of West Bengal Undertaking) 

a. Name of Course: Certificate in Computer Application (CCA) 

b. Venue: Room no: Computer Center, New Building, Serampore Girls’ College 

b. Course Objective:  

Students will learn 

1. Computer Fundamental  
2. Operating system (windows) 
3. MS office package (Word, Excel, PowerPoint) 

4. HTML 

 
c. Admission fees: Rs. 120 / per month 

d. Date: 3/12/2022 to 31/05/2023 

e. Duration: 6 months (150 hours) 

f. Enrolled number of students: 145 

g. No of students passed: 93 

h. Date of exam: 26/05/2023 and 31/05/2023 

i. Name of Teachers:  

a) Ruchira Roy, West Bengal Electronics Industry Development Corporation Limited (WEBEL) 
 
j. Course Outcome:  

After the course completion students were enabled with  
1. Computer Fundamental  
2. Operating system (windows) 

3. MS office package (Word, Excel, PowerPoint) 

4. HTML 

 

Principal     Co-Ordinator, Serampore Girls’ College 
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.50 

Thanking you 

V./moom 

RGIRTIRHRC 

fsAKE qfa IT WEST BENGAL 

(Paramita Roy) 

INDIA NON JUDICIAL 
INDIA 

Kolkala-91 

Project Exeçutive ( In charge.) 

AGREEMENT 

FIFTY 
RUPEES 

This agreement was made on this day of 20/42022, between "Serampore Girls 
College" having its registered office at 13, T. 'C. Goswami Street, Serampore, 
Hooghly - 712201. West Bengal hereafter called "College' and Webel Technology 
Ltd. Block BP. Plot - 5. Sector V, Salt Lake City. Kolkata 700091, hereafter called 
"WTL", whereas "WTL" has approached the College for conducting Certificate course 
inComputer Application and Programming (CCAP) inside the college premises and 
the College has agreed to hire the services of "WTL" for the said programme; whereas 
both "WTL" and the College have agreed to decide the terms and conditions of the 
said agreement in writing to avoid any dispute. Now this agreement witnessed and the 
parties here to have agreed as follows we hereby agree to abide by the terms as laid 
down hereunder. 

Rs.50 

AE 247789 

Principa 
Serampore Girls' olleye 

Serampore, Hooghly 

Serampore biliS C0ig9 
Serampore, Hooyhiy 



In witness whereof, the parties have set and subscribed their respective hands 
and scals the day, month and year first above written, in the presence of: -

1. Witness 

Mithua 
w LAKE 

olKOL-$ 

2. Witness 

Serampore Girls College 
TEACHER COUNCIL SECERTARY 

-4 

Thanking you 

(PARAMITÁKOY) 
Project Executive ( in Charge.) 

Signed by the hand of Principal. 
On behalfof the "Serampore Girls' College" 

Principal 
Serampore Girls' College 

Serampore, Hooghly 

Mitua Chakhaboty 2o4217 
Signed by the hand of Project Coordinator 

On behalfof "Webel Technology Limited' 
SHNO SEL 

We hereby confirm having agreed to handle our entire Computer Awareness Programming 
through your Computers to be installed the College premises. 

SALT 
LAKE 

KOL-9 

(PARAMITA RÓY) 
Project Executive ( in Charge.) 

Kulkata-1) 
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Serial Roll 
No No. 

22080 

22126 

|22182 
22252 

22257 

|22263 

|22265 

|22266 
|22270 

|22276 
22279 

|22289 

|22295 

|22400 

22417 
22426 

22463 

22471 

|22483 

|22494 

22513 

22517 

22541 

|22567 

22568 

|22571 

|22575 

22578 

22580 

22582 

|22587 

|22590 

|22608 
22620 

|22641 

|22650 

|22658 
|22663 

|22684 
|22736 

PUNAM UPADHYAY 

NAME OF PUPILS 

MOUSUMI PATRA 

SNEHASHREE SADHUKHAN 

DIPA BANERJEE 

GAYATRI MANDAL 
KHUSHBU KUMARI SINGH 
MANISHA SANTRA 

MOULINA CHAKRABORTY 

PIU SHAW 

RINI EISWAS 

Roopkatha Sinha 
Satabd1 Adhikari 

TAMAI KOLEY 

|AFRII! KHATUN 

ANOV:ARA KHATUN 
ARN/BI CHALKI 

FAR:ANA KHATUN 
HASI KHATUN 

JULF/ KHATUN 

KEY KOLEY 

MILI AG 

40.LISHA PAUL 

NEHA JAISWAL 

POULAMI GHOSH 
PRAGATI DUTTA 

PRITHA GHOSH 
PRITI SHARMA 

PRIYA DHOLEY 

PRIYA MANNA 
PRIYA SHAW 

PUJA BHUIMALI 

PUJA YADAB 

RINI KARMAKAR 

RIYANKA DAS 
SABANA YEASMIN 
SAHIN PARVIN 

SALONI SHAW 
SANCHITA KARMAKAR 

SHARMISTA SANTRA 
SUSHAMA TANTI 

No. Present daily 

No. Absent daily 
TOTAL 

SREEMA TRADERS, 45 Beniatola Lane, Kolkata -9 Ph.2219 3865 

REGISTER OF ATTEND 

Roll No 

al12|34 5| 6789 1011|12|1314|13|16|17|1819 

. 

Hindus -

FOR THE MONTH 

. 

Muslims -

No. of Free Students -

ATTEND -

A 

+ Others -

No. of ½ Free Students 

ANCEOF PUPILS 
OF 

ANCE 

2021|2223)24|25|26|27\28 29)30|31 

. 

. . 

. 

. 

Present No. of days resent Ahsent on Leave 
Leave 

No. of working days during the Month -Average Daily Attendance Percentage of Attendance during the Month -



 

Serampore Girls’ College 
13, T.C. Goswami Street Serampore Hooghly - 712201 West Bengal 

  

 
 

 

                                                                                                          Signature of Principal 

CERTIFICATE COURSE REPORT 2022-2023 

Certificate Course Report 

Certificate in Domestic Data Entry Operator (DDEO) 

Under National Association of Software and Service Companies (NASSCOM) 

 and Serampore Girls’ College  
ACADEMIC SESSION: 2022-2023 

Name of the Course: Certificate in Domestic Data Entry Operator (DDEO) NSQF LEVEL 4 

Course Objective: To have basic knowledge of  

i.Fundamentals of Computer 
ii.Operating System: Windows Vista 
iii.MS office 2007 
iv.Undertake data entry services 
v.Manage your work to meet requirements 
vi.Maintain a healthy and safe and secure working environment 
vii.Employability and entrepreneurship skills. 

 
Date: 22/08/2022 to 03/05/2023 

Duration: 6 months 

Centre: Computer center,  Serampore Girls’ College 
 
No. of Students Enrolled: 38 
No. of Students appeared in final exam: 20 / No. of Students passed:17 
Course Module: Annexure Attached 
Course Fees: Rs.500/-  
Date of Exam: 03/05/2023 
Name of the Faculty:  

i.Mrs. Nabamita Nath ( Ghosh) (Dept of Computer Science, Serampore Girls’ College) 
ii.Indrani Guha (Dept of Electronics, Serampore Girls’ College) 
iii.Mrittika Nandy  (Dept of Pol Science, Serampore Girls’ College ) 
iv.Dr. Aritra Ghosh (Dept of Sociology, Serampore Girls’ College) 
v.Dr. Uttam Haldar (Dept of Ecomonics, Serampore Girls’ College) 
vi.Dr. Soma Roy(Principal, Serampore Girls’ College) 

((Teachers i and ii are certified trainers by NSDC) 

Course Outcome: 

Students was able to understand and use Windows system, Basic computer applications, MS office 
and acquired the skill of working as data entry operator. 

 
Signature of Principal 
Serampore Girls College 
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Ph.: (033) 26623723 (Office) 
(033) 26527850 (Principal) 

Serampore Girls' College 
(Estd.: 1981) 

Re-Accredited by NAAC: Grade B (2nd Cycle) 
13, T. C. GOsWAMI STREET, SERAMPORE, HOOGHLY. PIN-712 201, WEST BENGAL 

E-mail serampore_girls_college@yahoo.co.in 
Website www.seramporegirlscollege.org 

Ref. No. . Date 2/ Os /2023. 
******* ************* 

Notice for Final Assessment of 

Domestic Data Entry Operator (DDEO) Course 

1. The final assessment will be held by National Association of Software and Service Companies (NASSCOM) on 3rd June, 2023 (Saturday) at Computer Centre of college. 
2. All students who submitted examination fees must report at 

Computer Centre within 9 am positively. 
3. There will be no other day for examination. 

4. Students are advised to take sufficient preparation by going through the study materials. 

5. Students must bring the following documents on the assessment 
day, otherwise the examination will be cancelled. 

Aadhar Card (Original and a Xerox copy) 
Passport size photo (1 copy) 

6. Students must carry face mask with them in the assessment day. 

So koy 24/5|23, 
Principal 

Serampore Girls' College 
Serampore, Hooghly 

Nalrah Noth(GherR) 
TrainY 
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REGISTER OF ATTEND. 
FOR THE MONTH 

tr 2he 24/ 2h ATTEND-
NAME OF PUPILS Senal Roll 

No. No 

Ol lamuswee alder 24 
DR uas fina ucherjee 

Dhart anpia 04 0 Lrda daD Nandy 
5 

O5SwastikaMugher jee. 
OC HrihkaMalaxe 

0SuKridi Kumau 
08 Ariha nald are 
09 Das 
10 oumite Oharda 
11 Aaha 
1 nauma -
13 4umku m 

3S6 
( 

4 

hera 3 ST6t8 /22 
39514 

3 

6 8 
2 antadaiPey 

44 Falgui aen 

618ei khgedza. 
4 56 

urOoma 

22Sudehna 
23 MarishaChon 

24Iida 
25 Ncha Chou dhwey 
2L n4rece Chatmabond 

21 netea 12hukBa 
8 Ata&ira, 

Neha umai Das 
30 mitan Kumari Shau 

Rde Migirey 
Suchispaita 

Simgh. 3 

34 

23 
4lall3 

3 56 

32 32) 234s sl 
133 nehaheeeaarran aeeandye 3 

5 34 
1 1o12 yaliPal AIabdN 3 

45 ao Chanirabhd 8 

39 
4 No. Present daily... ** 

No. Absent daily 

TOTAL 
Hindus Muslims- +Others 

No. of Free Students No. of % Free Students 
-

SREEMA 
TRADERS, 45, 

Beniatola 
Lane-09 Ph. 2241 6838 

Students class attendance



REGISTER OF 
FOR THE MONTH 

T 0s/6912/oq uoh ATTEM 
NAME OF PUPILS Serial Roll 

No. No 

O lanusvee lder 
DR pxAy tiMa Mdherjee 
03 

42 

Yanpida hare 
0LAda DNandy 
O5| Swasika Muukherjee 
O| Hriika 
P SukrdiKumdu 

O8_Arpida Caald.art 
09 Dan 

A2 
5 

Malare 
A2 5 

Charda 2 345 la 2 1Auisha Thera. 
1&nauma 
13 Kumkum 

14 ya"laidy 
Naneada Pe 

L alauri nem 
17NaLaoauami 
18| 

A2 

4 
oi Khandza 

19 Smeha Lao 
uopma 

24 'ya Mma 
2 Sdehma 
22|Manitha hoin 

24 ida 
25Neha lhoudh T 
2 nshreee 

21 nedea 1ahukta 
28 sita Socca, 
29 Neha Kumnartia 30 laas 4 Siomran Kinorti Dho Alal34 

Da 42| 

S6 
2 Chatteabore 2 54 

30 
31 

2 eand 3A) 

uchta gaida adtori 
`nrama 

3|4 

st 
dd ae a 

35 
Pyal a 

31 
38 

39 
4 

Chakra bod a8 a 

No. Present daily *** 

No. Absent daily 

TOTAL. 
Hindus MuslimsS. +Others -SREEMA TRADERS,45, Beniatola Lane-09 Ph. 2241 6838 
No. of Free Students 

No. of % Free Students 

Students class attendance
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LctubeM 

ONGmb 

REGISTER OF ATTEND-

FOR THE MONTH 

ATTEND 

ATY 
6 7 9 10 u|12|13 1415 16 17 18 1 

OF 

ANCE 

NAME OF PUPILS 20 21 22 23 24 25 26|27 28 29 30 
Serial Roll 

No. No. 

lanusdee Halder 
was tika nluushejee 
anpida N 

0 hra DNandy 
O5Swasika Mugherjee. 

Ol 

o3 Dhare 5 13 1 
/14 

OCHiika Malak 
5 

5 
Sukid Kundu 

O8 Arpida_ laalda 
09 Dan 

10 ouni te 
11 Auisha 
18nouma-

(19) 
Charda 

Thera. 
Dan 
Sirh 

3 
13 Kumuum 
14 yaMaidy 
15 Namladaa 

( 
1 Dey 

14 falguni en 
& 10 

18ye kbpedta 
Lan, 

uropma Da 
49 `meha. 1 

23 1aniha Cham 
24 Ibika-

2 Neha lhoudhwey 
2| nshreee Chatteahod 
21 ncdtea huxta 

5 
51 
36a& 

2 

(2 a4_S 
KupaiDa 29Neha 30 igdeSt 548 S0 m/can Kimoi Shaw 

Rda latoi 
32Suchiappnita 
23 1nohaheee camta 

|12 

5 8 

37 una1 aChamrabftj 
PyaliTal 

38 ga 
39 

No. Present dally.. 

No. Absent daily 

TOTAL No. of Working days 
Average DailyAtten-
Percentage of Attendane Hindus Muslims- +OthersS-

SREEMA TRADERS, 45, Beniatola Lane-09 Ph. 2241 6838 
No. of Free Students No. of % Free Students 

Students class attendance



Declaration Form 

This is to inform that below mentioned candidate/s are carrying the original copy of Government ID 
Proof (Aadhar Card), but Aadhar card have face pics not clear/childhood pic/clearly not readable form. 

I do confirm that the candidate/s is/are genuine, and request you to kindly consider and allow them to 

appear for the exam. 

Candidate ID Candidate Name Aadhaar No. 

790933958975 Aditi Nandi 790933958975 

513066321024 Ankita Santra 513066321024 

496555371917 Arpita Goldar 496555371917 

725625650634 Falguni Gayen 725625650634 

710694349745 Jyoti Khanrah 710694349745 

785799897579 Kumkum Singh 785799897579 

845942861144 Manisha Chain 845942861144 

858323679864 Mouma Das 858323679864 

945115715446 Namrata Dey 945115715446 

685681297105 Nisha Goswami 685681297105 

323659485510 Piyali Pal 323659485510 

349014175971 Poumita Chanda 349014175971 

244760970742 Riya Maity 244760970742 

350687551153 Rupasree Bagui 350687551153 

395684338786 Sampi ita 395684338786 

326488408758 Sneha Das 326488408758 

823692979433 Snehashree Samanta 823692979433 

926717108232 Sudeshna Pal 926717108232 

520019768486 Sunetra Bhukta 520019768486 

693341527994 Suropama Das 693341527994 

Training Partner Sign & Stamp uboo 

961 P 
Date 3/o6/203 

Serampore Girls' Colley 

Serampore, Hoont, 

Principal 

Students delcaration form



SHL. NSDC ATTENDANCESHEET 
Pagecount:1 

Batch ID: UNIVTPA0300 Centre 1Dlc196 Training Provider Name: SERAMPORE GIRLS cOLLEGE 

State: WEST BENGAL Date: 03.06.2023 
Job Role/QP :DOMESTIC DATA ENTRY OPERATOR Sector: IT/IES City: SERAMPORE 

Theory Amcat ID Practical Amcat ID 

395373700JOZY| 
395373700 442-J43 
395373700 406860 
395373700 84190 
395373700 1830 619 

395373700794087 
395373700 56094 
395373700 39906A 
395373700 3 

395373700 081G) 
395373700 622042 
395373700 0S| 
395373700 G66386 
395373700 O68S32 

Unique 1D Gender 
AM_IT 2084280 
AM_IT 2084285 
AM_IT 2084283 
AM_IT 2084275 
AM_IT 2084274 
AM_ IT 2084289 

Sr.No. Candidate Name 
Aditi Nandi 

Ankita Santra 

Arpita Goldar 
Falguni Gayen 
Jyoti Khanrah 
Kumkum Singh 
Manisha Chain 
Mouma Das 
Namrata Dey 

4 

6 

7 AM_IT_2084287 
8 AM_IT_2084270 
9 AM IT 2084278 

AM_IT_2084271 

AM_IT_2084288 
AM_IT_2084284 

AM_IT_2084276 
AM_IT 2084286 

10 Nisha Goswami 

11 Piyali Pal 
Poumita Chanda 

Riya Maity 
Rupasree Bagui 

12 

13 

14 

395373700 072316 

395373700 02428 
395373700 518 &81 

|395373700 21102 
395373700262310 

15 Sampita Dhar AM_T_2084272 
Sneha Das 

Snehashree Samanta 

AM IT 2084277 
AM_IT_2084279 

16 

1/ 

Sudeshna Pal 
Sunetra Bhukta 
Suropama Das 

AM_IT 2084282 
AM_IT_2084281 

AM_IT_2084273 

18 

19 
395373700 390639 20 

21 

22 

23 

24 

25 

26 

27 
28 

29 

30 

Serampore Giris' College 

Serampore, Hooph 

PMhtipa 

00 

86: DIS3 
S1 

0du 

Students delcaration form
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Page count:1 

SHL Annexure:D 5SC: TITES 

QP Assessnent Attendanee Sheet 

Serampore Girls College 
UNIVTPAO300 

Trafning Partner Name 
Date 023-06-03 

20 
20 

Ratch 1 
Number of students seheduled 

Centre IDD 116uog Number of students Prevent 
Domestic Data Entry 

Operator V5 SIP 
Job Rok/Qt 

Number of students A bsent 

Ciy ACST REn(a State 

CANDIDATE NANI ENROLLAIENT ID PATHERTS GENDER ADDRES 

NAME MORIEN ADDRESS 

Asim Kumar 

Nandi SgeAMPORE |%4900K H Nordi jAditi Nandi 790933958975 
Manotosh 
Santra SECaNPong 8-2 38 Ankita Santra 513066321024 
Haradhan 

496555371917 SeRAAPORE|6239943 Goldar 
Mahesh 

SArpta Goldar 

oRE 13302S Fog Falguni Gayen Chandra Gayen 725625650634 
Biswajit 
Khanrah 
Brij Kishor 
Singh 
Muktaram 
Chain 

FSEAArmPoRE 872L31 

|f 
Jyoti Khanrah 710694349745 

-Kum Kum Sing 
Monigra n 
Moumao 

Kumkum Singh_ 785799897579 4S 

845942861144 SERAMPoAE| 7Manisha Chain 
Amit Kumar 842d681 fSeRmF-RE 

FSERAmeoRE 
Mouma Das Das 858323679864 

8172180S 
G 

Chandranath 
Dey 
Anadi Goswami 685681297105 
Bimal Pal 
Late Tarak 

Chanda 
Niranjan Kumar 

Maity 
Santi Bagui 
Somenath Dhar 395684338786 
Aloke Kumar 

Das 

Namrata Dey 
10 Nisha Goswami 

Namrata A. 
INgha aAueoni 

945115715446 

SERAMfO RE H318 l162 
861128 18& 

11 Piyali Pal 323659485510 

|SERAmoRE PosmlChmdn 12 Poumta Chanda 349014175971 

FSERAmoR 13 Riya Maity 
14 Rupasree Bagui 
15 Sampita Dhar 

244760970742 
350687551153 BERAMfORE_443p201 

|&EANLo nE_260 94 
P |SeaAmfo 
eRAmeAE 511 

Rupaonea aui 
SanitoDhM 
Smeie 
Bkshajhste Qamanta 

16 Sneha Das 
Snehashree 

326488408758 
3584 80 

Sanir Samanta_823692979433 
Naba Kumnar 

Pal 

17amanta 

9805124 P RAneoaE 

f 
1 Sudeshna Pal 926717108232 

19 Sunetra Bhukta 
2Suropama Das 

Swaroj Kumar 

Bhukta 520019768486 
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Signature Sheet 

SI Roll| 
No. No. 
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Qualification Pack : Data Entry Operator 

Schedule For the Month of August, 2022 

Course 

Module 
Module Details 

No. of 

Classes 
Date  Time 

Chapter 1 : 

Introduction 

▪ Evolution and history of out souring 
▪ Structure of the IT BPM Industry  
▪ What is the BPM Sector 
▪ Key Trends in the BPM sub sector 
▪ Summary 
▪ Glossary of terms 

 

 

01 (NG) 

 

 
 

22/08/2022 
(Monday) 

 

2 pm – 3 pm 

Understanding of Computers 

▪ History of Computers, Generations 
of Computers 

 
 
 

01 (NG) 

 
 

22/08/2022 
(Monday) 

 
 

3 pm – 4 pm 

▪ Architecture of Computers 01 (NG) 
24/08/2022 

(Wednesday) 

2 pm – 3 pm 

▪ Windows and its components 01 (NG) 3 pm – 4 pm 

▪ Types of Computer 01 (NG) 
26/08/2022 

(Friday) 

2 pm – 3 pm 

▪ Computer Hardware and software 01 (NG) 3 pm – 4 pm 

▪ Advantages and Disadvantages of 
Computers 

01 (NG) 
29/08/2022 
(Monday) 

2 pm – 3 pm 

▪ Applications of Computers 01 (NG) 3 pm – 4 pm 

 Windows  

▪ Lesson No. 01 01 (NG) 
31/08/2022 

(Wednesday) 

2 pm – 3 pm 

▪ Practical for Windows 01 (NG) 3 pm – 4 pm 

Total no. of classes taken by  

Nabamita Ghosh (Nath)  :   10  

Course Module



 

 

Qualification Pack : Data Entry Operator 
Schedule For the Month of  September, 2022 

Course 
Module 

Module Details 
No. of 
Classes 

Date  Time 

Chapter 1 : 

Introduction 

▪ Lesson No. 02 01 (NG) 02/09/2022 
(Friday) 

2 pm – 3 pm 

▪ Lesson No. 03 01 (NG) 3 pm – 4 pm 

▪ Practical for Windows (Group A) 01 (NG) 05/09/2022 
(Monday) 

2 pm – 3 pm 

▪ Practical for Windows (Group B) 01 (NG) 3 pm – 4 pm 

Microsoft Word 
▪ Lesson No. 01  

 

▪ Lesson No. 02  

01 (NG) 

01 (NG) 

12/09/2022 
(Monday) 

12/09/2022 

2 pm – 3 pm 
 

3 pm – 4 pm 

 
▪ Practical for MS Word (Group A) 

 

▪ Practical for MS Word (Group B) 

01 (NG) 
 

 01 (NG) 

14/09/2022 
(Wednesday) 
14/09/2022 

2 pm – 3 pm 
 

3 pm – 4 pm 

▪ Practical for MS Word (Group A) 
 

▪ Practical for MS Word (Group B) 

01 (NG) 
 

 01 (NG) 

16/09/2022 
(Friday) 

16/09/2022 

2 pm – 3 pm 
 

3 pm – 4 pm 

Microsoft Word 
▪ Lesson No. 03  

 

▪ Lesson No. 04 

01 (NG) 
 

 01 (NG) 

19/09/2022 
(Monday) 

19/09/2022 

2 pm – 3 pm 
 

3 pm – 4 pm 

▪ Practical for MS Word (Group A) 
 

▪ Practical for MS Word (Group B) 

01 (NG) 
 

 01 (NG) 

21/09/2022 
(Wednesday) 
21/09/2022 

2 pm – 3 pm 
 

3 pm – 4 pm 

Microsoft Word 
▪ Lesson No. 05 

 

▪ Lesson No. 06 

01 (NG) 
 

 01 (NG) 

23/09/2022  
(Friday) 

21/09/2022 

2 pm – 3 pm 
 

3 pm – 4 pm 

▪  Practical for MS Word (Group A) 
 

▪ Practical for MS Word (Group B) 

01 (NG) 

01 (NG) 

26/09/2022 
(Monday) 

26/09/2022 

2 pm – 3 pm 
 

3 pm – 4 pm 

Microsoft Word 
▪ lesson no. 7 & Revise all the 

lessons of MS Word 
 

▪ Doubt clearing session 

01 (NG) 

01 (NG) 

28/09/2022 
(Wednesday) 
28/09/2022 

2 pm – 3 pm 
 

3 pm – 4 pm 

Total no. of classes taken by  

Nabamita Ghosh (Nath)  :   20  

Course Module



Qualification Pack : Data Entry Operator 
Schedule For the Month of  October & November, 2022 

Course 
Module 

Module Details 
No. of 
Classes 

Date  Time 

Chapter 1 : 

Introduction 

Microsoft Word 
▪ lesson no. 7 

 

▪ Doubt clearing session 

01 (NG) 
 
01 (NG) 

11/10/2022 
(Tuesday) 

11 am – 12 noon 

12:30 pm – 1:30pm 

Microsoft Excel 
▪ Lesson No. 01 

Microsoft Outlook 

 
01 (NG) 12/10/2022 

(Wednesday) 

11 am – 12 noon 

01 (IG) 12:30 pm – 1:30pm 

Microsoft Excel 
▪ Lesson No. 02 

 

▪ Practical 

01 (NG) 

01 (NG) 

13/10/2022 
(Thursday) 

11 am – 12 noon 
 

12:30 pm – 1:30pm 

Microsoft PowerPoint 
▪ Introduction 01 (IG) 

09/11/2022 
(Wednesday) 

2:30 pm – 4 pm 

Microsoft Excel 
▪ Lesson No. 03 

 

▪ Lesson No. 04 

01 (NG) 
 

 01 (NG) 

11/11/2022 
(Friday) 

2 pm – 3 pm 
 

3 pm – 4 pm 

▪ Practical for MS  Excel (Group A) 
 

▪ Practical for MS  Excel (Group B) 

01 (NG) 
 

 01 (NG) 

12/11/2022 
(Saturday) 

1 pm – 2 pm 
 

2 pm – 3 pm 

Microsoft PowerPoint 
▪ Lesson No. 01 
▪ Lesson No. 02 

01 (IG) 
 

 01 (IG) 

14/11/2022 
(Monday) 

2 pm – 3 pm 
 

3 pm – 4 pm 

Microsoft Excel 
▪ Lesson No. 05 

 

 

01 (NG) 
 

 01 (NG) 

16/11/2022  
(Wednesday) 

2 pm – 3 pm 
 

3 pm – 4 pm 

▪ Practical for MS  Excel (Group A) 
 

▪ Practical for MS  Excel (Group B) 

01 (NG) 
01 (NG) 

19/11/2022 
(Saturday) 

1 pm – 2 pm 
 

2 pm – 3 pm 

Microsoft Excel 
▪ Lesson No. 06 

01 (NG) 
 

01 (NG) 

21/11/2022  
(Monday) 

2 pm – 3 pm 
 

3 pm – 4 pm 

▪ Practical for MS  Power Point 01 (IG) 
23/11/2022 

(Wednesday) 
2:30 pm – 4 pm 

▪ Practical for MS  Excel (Group A) 
 

▪ Practical for MS  Excel (Group B) 

01 (NG) 
01 (NG) 

25/11/2022 
(Friday) 

2 pm – 3 pm 
 

3 pm – 4 pm 

Microsoft Access 
▪ Lesson No. 01 
▪ Lesson No. 02 

01 (NG) 
01 (NG) 

26/11/2022 
(Saturday) 

1 pm – 2 pm 
 

2 pm – 3 pm 

▪ Practical for MS  Access (Group A) 
 

▪ Practical for MS  Access (Group B) 

01 (NG) 
01 (NG) 

28/11/2022 
(Monday) 

2 pm – 3 pm 
 

3 pm – 4 pm 

Total no. of classes taken by   Nabamita Ghosh (Nath)  : 21   

Indrani Guha    : 05 

  

Course Module



 

 

 

Qualification Pack : Data Entry Operator 

Schedule For the Month of  December, 2022 

Course 

Module 
Module Details 

No. of 

Classes 
Date  Time 

Chapter 2 : 

Undertake 

Data Entry 

Services 

 

& 

 

Chapter 3 : 

Manage 

Your Work 

ToMeet 

Requirement 

Chapter 2 : 
▪ Role and responsibilities 

Typing practice 
▪ Practical   

01 (NG) 

01 (NG) 

05/12/2022 
(Monday) 

2 pm – 3 pm 

3 pm – 4 pm 

Microsoft Outlook 
▪ Theory 

01 (IG) 
06/12/2022 
(Tuesday) 

2:30 pm – 4 pm 

Microsoft Outlook 
▪ Practical 

01 (IG) 
07/12/2022 

(Wednesday) 
2:30 pm – 4 pm 

Chapter 3 : 
▪ Time management 

Typing practice 
▪ Practical   

01 (IG) 

01 (IG) 

08/12/2022 
(Thursday) 

2 pm – 3 pm 

3 pm – 4 pm 

Chapter 2 : 
▪ Steps to become a Data Entry 

Operator  

Typing practice 
▪ Practical   

01 (NG) 

01 (NG) 

09/12/2022 
(Friday) 

2 pm – 3 pm 

3 pm – 4 pm 

Chapter 2 : 
▪ Customer Orientation Data Entry 

Jobs 

Typing practice 
▪ Practical   

01 (NG) 

01 (NG) 

12/12/2022 
(Monday) 

2 pm – 3 pm 

3 pm – 4 pm 

Chapter 3 : 
▪ Work Management 

01 (IG) 
13/12/2022 
(Tuesday) 

2:30 pm – 4 pm 

Chapter 3: 
▪ Quality & Standard Adherence 

01 (IG) 
20/12/2022 
(Tuesday) 

2:30 pm – 4 pm 

Chapter 2 : 
▪ Performance Measures 

Typing practice 
▪ Practical   

01 (NG) 

01 (NG) 

21/12/2022 
(Wednesday) 

2 pm – 3 pm 

3 pm – 4 pm 

Course Module



  

  

Qualification Pack : Data Entry Operator 

Schedule For the Month of  February, 2023 

Class Schedule No. of Classes Date  Time 

Typing practice 
▪ Practical  (For Group A) 
▪ Practical  (For Group B) 

 

Theory 

01 (NG) 

01 (NG) 

01 
(Dr. U Haldar) 

17/02/2023 
(Friday) 

12 noon – 1 pm 

1 pm – 2 pm 
 

2 pm – 3 pm 

Typing practice 
▪ Practical  (For Group A) 

 
Theory 
 

Typing practice 
▪ Practical  (For Group B) 

01 (NG) 

01 
(Dr. Soma Roy) 

 

01 (NG) 

22/02/2023 
(Wednesday) 

1 pm – 2 pm 
 

2 pm – 3 pm 

3 pm – 4 pm 

Typing practice 
▪ Practical  (For Group A) 

 
Theory 
 

Typing practice 
▪ Practical  (For Group B) 

01 (NG) 

01 
( Dr. U Haldar ) 

 
01 (NG) 

24/02/2023 
(Friday) 

1 pm – 2 pm 
 

2 pm – 3 pm 

3 pm – 4 pm 

Typing practice 
▪ Practical  (For Group A) 

 
Theory 
 

Typing practice 
▪ Practical  (For Group B) 

01 (NG) 

01 
( Dr. Soma Roy ) 

 
01 (NG) 

27/02/2023 
(Monday) 

1 pm – 2 pm 
 

2 pm – 3 pm 

3 pm – 4 pm 

Total no. of classes taken by    

     Dr. Soma Roy    : 02 

     Dr. Uttam Haldar   : 02 

Nabamita Ghosh (Nath)  :  08 

Course Module



  

Qualification Pack : Data Entry Operator 

Schedule For the Month of  March, 2023 

Class Schedule No. of Classes Date  Time 

Typing practice 
▪ Practical  (For Group A) 

 
Theory 
 

Typing practice 

▪ Practical  (For Group B) 

01 (IG) 

01 
(Dr. A Ghosh) 

 
01 (NG) 

01/03/2023 
(Wednesday) 

1 pm – 2 pm 
 

2 pm – 3 pm 

3 pm – 4 pm 

Typing practice 
▪ Practical 

 
Theory 
 

Typing practice 
▪ Practical  (For Group B) 

01 (IG) 

01 
(Dr. A Ghosh) 

 

01 (NG) 

22/03/2023 
(Wednesday) 

1 pm – 2 pm 
 

2 pm – 3 pm 

3 pm – 4 pm 

 
Theory 
 

Typing practice 
▪ Practical   

01 
(Mrittika Nandy) 

 
01 (NG) 

24/03/2023 
(Friday) 

2 pm – 3 pm 

3 pm – 4 pm 

 
Class Test 
 

Typing practice 
▪ Practical   

01 (NG) 
 

01 (NG) 

31/03/2023 
(Friday) 

2 pm – 3 pm 

3 pm – 4 pm 

Total no. of classes taken by    

     Dr. Aritra Ghosh    :  02 

     Mrittika Nandy   :  01 

Nabamita Ghosh (Nath)  :  05 

Indrani Guha   :  02 

Course Module



  

Qualification Pack : Data Entry Operator 

Schedule For the Month of  April, 2023 & May, 2023 

Class Schedule No. of Classes Date  Time 

 
Class Test 

Typing practice 

▪ Practical   

01 (IG) 
 

01 (NG) 

05/04/2023 
(Wednesday) 

1 pm – 2 pm 

2 pm – 3 pm 

 
Class Test 

Typing practice 
▪ Practical   

01 (IG) 
 

01 (NG) 

12/04/2023 
(Wednesday) 

1 pm – 2 pm 

2 pm – 3 pm 

 
Class Test 

  
01 (NG) 

17/04/2023 
(Monday) 

2 pm – 3 pm 

 
Class Test  01 (IG) 

19/04/2023 
(Wednesday) 

1 pm – 2 pm 

 
Class Test 

Typing practice 
▪ Practical   

01 (NG) 
 

01 (NG) 

24/04/2023 
(Monday) 

2 pm – 3 pm 

3 pm – 4 pm 

 
Class Test 

Typing practice 
▪ Practical   

01 (IG) 
 

01 (IG) 

26/04/2023 
(Wednesday) 

1 pm – 2 pm 

2 pm – 3 pm 

 
Suggestion & Discussion class for Final 
Examination  

Typing practice  

▪ Practical   

01 (NG) 
 

01 (NG) 

02/05/2023 
(Tuesday) 

1 pm – 2 pm 

2 pm – 3 pm 

 
Final Examination 

NG 
03/05/2023 

(Wednesday) 
08:30 am – 4:00 pm 

Total no. of classes taken by    

Nabamita Ghosh (Nath)  :  08 

Indrani Guha   :  05 

Course Module



 

Total no of classes taken by 

1.   Nabamita Ghosh (Nath) :    August, 2022    : 10  

      September, 2022   : 20 

October & November, 2022  : 21 

      December, 2022   : 08 

      February, 2023   : 08 

      March , 2023   : 05 

      April & May, 2023  : 08 

         Total classes : 80 

 

 

2.   Indrani Guha :   October & November, 2022  :   05 

      December, 2022   : 06 

      March, 2023    : 02 

      April & May, 2023  : 05 

         Total classes : 18 

  



This is to certify that 

Mrs. Arpita Goldar D/O Haradhan Goldar 

has successfully cleared the assessment for the role of 

Domestic Data Entry Operator (QP No. -SSC/Q2212) 

conforming to National Skill Qualifications Framework 4 

Date of Issuance: 11/07/2023 
Valid with reference 
Gold>=69.5 Silver>=59.5 & <69.5 Bronze>49.5 & <59.5 

 

 

 

 

 

 

 

 

 

 

 

 

SAMPLE STUDENTS CERTIFICATE



 

Serampore Girls’ College 
13, T.C. Goswami Street Serampore Hooghly - 712201 West Bengal 

  

 
 

 

                                                                                                          Signature of Principal 

 
 

Certificate of authorised trainer from college 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NAAC Criteria 5.1.2



 

Serampore Girls’ College 
13, T.C. Goswami Street Serampore Hooghly - 712201 West Bengal 

  

 

 

 

                                                                                                                                              Signature of Principal 

 CERTIFICATE COURSE REPORT 2021-2022 
Certificate in Domestic Data Entry Operator (DDEO) 

Under National Association of Software and Service Companies (NASSCOM) 
 and Serampore Girls’ College  

 

ACADEMIC SESSION: 2021-2022 

Name of the Course: Certificate in Domestic Data Entry Operator (DDEO) LEVEL 4 

Course Objective: To have basic knowledge of  

i. Fundamentals of Computer 
ii. Operating System: Windows Vista 
iii. MS office 2007 
iv. Undertake data entry services 
v. Manage your work to meet requirements 
vi. Maintain a healthy and safe and secure working environment 
vii. Employability and entrepreneurship skills. 

 

Dates: 1st  Oct 2021- 25th  April 2022(Due pandemic no classes held in Jan 2022) 

Duration: 6 months 
Centre: Serampore Girls’ College 
No. of Students Enrolled: 29 
No. of Students passed: 15 
Course Module: Annexure Attached 
Course Fees: Rs. 
Date of Exam: 12 July 2022 
Name of the Faculty:  

i. Mrs. Nabamita Nath ( Ghosh) (Dept of Computer Science, Serampore Girls’ College) 
ii. Indrani Guha (Dept of Electronics, Serampore Girls’ College) 
iii. Mrittika Nandy  (Dept of Pol Science, Serampore Girls’ College ) 
iv. Shyamal Kumar Daripa (Dept of Pol Science, Serampore Girls’ College) 
v. Dr. Uttam Haldar (Dept of Ecomonics, Serampore Girls’ College) 
vi. Dr. Soma Roy(Principal, Serampore Girls’ College) 

((Teachers i and ii are certified trainers by NSDC) 

Course Outcome: 

Students was able to understand and use Windows system, Basic computer applications, MS office 

and acquired the skill of working as data entry operator. 

 

 
 

 

 

 

NAAC Criteria 5.1.2



 

Serampore Girls’ College 
13, T.C. Goswami Street Serampore Hooghly - 712201 West Bengal 

  

 

 

 

                                                                                                                                              Signature of Principal 
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NAAC Criteria 5.1.2



 

Serampore Girls’ College 
13, T.C. Goswami Street Serampore Hooghly - 712201 West Bengal 

  

 

 

 

                                                                                                                                              Signature of Principal 

 

List of TEACHERS  

 

 

 

 

 

 

 

 

NAAC Criteria 5.1.2



 

Serampore Girls’ College 
13, T.C. Goswami Street Serampore Hooghly - 712201 West Bengal 

  

 

 

 

                                                                                                                                              Signature of Principal 

 

SIGNATURE OF STUDENTS DURING CERTIFICATE DISTRIBUTION 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NAAC Criteria 5.1.2



 

Serampore Girls’ College 
13, T.C. Goswami Street Serampore Hooghly - 712201 West Bengal 

  

 

 

 

                                                                                                                                              Signature of Principal 

IMAGES OF THE CLASSROOM 

 

NAAC Criteria 5.1.2



Krishnan Ramanujan
(Chairperson, IT-ITeS Sector Skill Council

NASSCOM)

CERTIFICATE
This is to certify that

Ms. Soumi Roy D/O  Mr Ramu Roy

has successfully cleared the assessment for the role of Domestic 

Data Entry Operator (QP No. -SSC/Q2212) conforming to National 

Skill Qualifications Framework Level 4

Date of Issuance: 09/09/2022 
Valid with reference 
Gold>=69.5 Silver>=59.5 & <69.5 Bronze>49.5 & <59.5



 
Serampore Girls’ College 
13, T.C. Goswami Street Serampore Hooghly - 712201 West Bengal 

  

 
 

 

                                                                                                          Signature of Principal 

Add on/Certificate Course: 
Title of the Course: Outreach programme. 

Department: Geography. 

Code of the Course:  

Objective of the Course: : Live and Interactive classroom sessions (also known as EDUSAT) and 
E-learning based online courses. 

Number of students with semester: 189 

Date: 6Th July 2020 to present 

Name of teachers: IIRS 

Outcome:  1.  Enhance their knowledge and skill in application of GIS. 

                       2.They can apply their knowledge in future research. 

 

 

 

 

 

 

NAAC Criteria 5.1.2



 

Total Number of Participants: 189 

Total Number of Courses: 34 

 

 



 

 



 

 

 



 

 

 



 

 

 



 



 

 

 



 

 



 

 



 

 

 

 



 



 

 

 



 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 



 

 

 

 

 



 

 

 



 

Total Number of Participants: 189 

Total Number of Courses: 34 

 



 

Serampore Girls’ College 
13, T.C. Goswami Street Serampore Hooghly - 712201 West Bengal 

  

 
 

 

                                                                                                          Signature of Principal 

CERTIFICATE COURSE REPORT 2019-202 

SESSION 2019-2020 

Certificate in Information Technology Application (CITA) 

Under Department of Youth Services and Sports, Govt. of West Bengal 

 and Serampore Girls’ College Youth Computer Training Centre 

Name of the Course: Certificate in Information Technology Application (CITA) Level 4 

Course Objective: To have basic knowledge of  

i.Fundamentals of Computer 
ii.Operating System :Windows Vista 
iii.MS office 2007 
iv.Database management system (Visual Foxpro) 

Session: January, 2020 to June, 2020 

Duration: 6 months 

Centre: Serampore Girls’ College Youth Computer Training Centre 

No. of Students Enrolled: 17 

No. of Students passed: Due to COVID pandemic only 8 classes could be taken between (15thfeb -
13 march 2020). No exams were held. 

Course Module: Annexure Attached 

Course Fees: Rs. 2000/- 

Date of Exam:  No exam due to COVID 

Name of the Faculty:  

i.Mrs. Nabamita Nath ( Ghosh) (Dept of Computer Science, Serampore Girls College) 
(Teachers are certified trainers by NSDC) 

Course Outcome: 

Students was able to understand and use Window system, Basic computer applications, MS office 
and database management system (DBMS). 

 
Signature of Principal 

Serampore Girls College 

 

 

 

 

 

 

 

NAAC Criteria 5.1.2



 

Serampore Girls’ College 
13, T.C. Goswami Street Serampore Hooghly - 712201 West Bengal 

  

 
 

 

                                                                                                          Signature of Principal 

 

 

 

BROCHURE OF THE COURSE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NAAC Criteria 5.1.2



 

Serampore Girls’ College 
13, T.C. Goswami Street Serampore Hooghly - 712201 West Bengal 

  

 
 

 

                                                                                                          Signature of Principal 

 
Order for setting up Youth Computer Center in Serampore Girls College by Department of Youth 

Services and Sports, Govt. of West Bengal 
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Serampore Girls’ College 
13, T.C. Goswami Street Serampore Hooghly - 712201 West Bengal 
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Attendance of Students 
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Serampore Girls’ College 
13, T.C. Goswami Street Serampore Hooghly - 712201 West Bengal 
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Certificate of authorised trainer from college 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NAAC Criteria 5.1.2



 

Serampore Girls’ College 
13, T.C. Goswami Street Serampore Hooghly - 712201 West Bengal 

  

 

 

 

                                                                                                          Signature of Principal 

CERTIFICATE COURSE REPORT 2018-2019 

 

Certificate in Information Technology Application (CITA) 

Under Department of Youth Services and Sports, Govt. of West Bengal 

 and Serampore Girls’ College Youth Computer Training Centre 

academic session: 2018-2019 

Name of the Course: Certificate in Information Technology Application (CITA) Level 4 

Course Objective: To have basic knowledge of  

i.Fundamentals of Computer 
ii.Operating System :Windows Vista 
iii.MS office 2007 
iv.Database management system (Visual Foxpro) 

Session: January, 2019 to June, 2019 

Duration: 6 months 
Centre:Serampore Girls’ College Youth Computer Training Centre 
No. of Students Enrolled: 40 
No. of Students passed: 36 
Course Module: Annexture Attached 
Course Fees: Rs. 2000/- 
Date of Theory Exam: 24th July, 2019 & 25th July, 2019 
Date of Practical Exam: 9th June, 2019 
Name of the Faculty:  

i.Mrs. Nabamita Nath ( Ghosh) (Dept of Computer Science, Serampore Girls College) 
ii.Moumita Ghosal (Dept of Computer Science, Serampore Girls College) 

 
(Teachers are certified trainers by NSDC) 

 
Course Outcome: 

Students were able to understand and use Window system, Basic computer applications, 
MS office and database management system (DBMS). 

 

 

 

 

 

 

 

 

 

NAAC Criteria 5.1.2



 

Serampore Girls’ College 
13, T.C. Goswami Street Serampore Hooghly - 712201 West Bengal 

  

 

 

 

                                                                                                          Signature of Principal 
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Order for setting up Youth Computer Center in Serampore Girls College by Department of Youth 
Services and Sports, Govt. of West Bengal 
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