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- The marks for the components of rest of theory subjects shall be ev

SL.NO | SUBJECTS CREDIT |
T OFFICE AUTOMATION 3
2 CUSTOMER SERVICE SKILLS 2
3 COMPUTER RESRVATION SYSTEM 2
A AIRPORT GROUND SERVICES 5
5 DANGEROUS GOODS FOR PASSENGERS HANDLING 2
6 SAFETY AND SECURITY SERVICES IN AN AIRPORT 2
Total 12
'EVALUATION SCHEME

[a TProcedure 20 marks

- Program 20 marks

¢ [Output 10 marks

; .. d [Performance and Record 20 marks

|le |Viva 30 marks
Total 100

Written or Online Examination 50 marks

Presentation and Report 25 marks

Viva 25 marks
Total 100

- From the above list, two value-added programmes are (Office Automation and Computer

~ Reservation System) completely practical oriented. The marks for the components of

- practicalsubjects shall be evaluated as shown below.

aluated as shown below.
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1. OFFICE AUTOMATION

Course Description:

Learn the basics of computer and its office uses. This course enables the students to
learn various programme software's like MS- Word, Excel, Power point elte.,., related

to this field and fundamentals of ofTice automation.

Course Objectives:

Leamn the fundamental of computer operating systems and its uses in offices.

OFFICE AUTOMATION

Course Details
Code
Title OFFICE AUTOMATION
Degree B.Voc Travel, Tourism and Logistics Management
Branch(s) Computer Science
| [Year/Semester First semester
Type Add-on
Credits 2 | Hrs/Week [ Hours 6 | Total Hours | 36
;:. CO Expected Course Outcomes Cognitive PSO No.
No. | Upon completion of this course, the students will be able to: Level
i lnlplt?rpcnl system installal.iun._kecping system i_n running Ap 1234
condition and troubleshooting if any problem arises. Ty
Understand and create files in MS Office with different
2 formatting features C 1,234

Cognifive Level: R-Remember; U-Understanding; Ap-Apply; An-Analyze; E-Evaluate;

_C-Create
| Modul

= Course Description Hrs CO.No.
1.0 | Introduction 12

1.1 | Computer characteristics 2 1

1.2 | Evolution of Computers ] l

1.3 | Generations of computers ) 1

1.4 | Classification ol computers 1 1

1.6 | The computer system 2 )

i 1.7 ;f\_jl[l_liu_u_l[ialln!'guﬂpulcrs ]

- | 1.8 | Computer orpanization: Central processing unit 2 -I;

: Applications of computers B W I
Technical Support Fundamentals =~~~ : l
omputer hardware-CI'U RAM Motherboard Periphorals _llz_

Operating System “Components, Chrome 0§~ l
| Process Management, Memory Management, 10 : |[
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Management

Logs, Boot Process

Installing Windows, Linux, Mac OS X

Networking basics, Networking hardware

loT, Privacy and Security

Installing, Updating and Removing Software on Windows

Installing, Updating and Removing Software on Linux

MS Office Fundamentals

MS Word- Basic menus, tools, Document creation

MS Excel- Basic menus, tools, functions, formatting

MS Access- Basic menus, tools

MS Power point- Basic formatting of slides, creating
animations

MS Outlook

Basic functions of Windows and Internet Explorer

‘Text Books for Reference
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Microsoft Office 2016 Step by Step: MS Office 2016- John Lambert, Curtis Frye

Lotia and Nair- Modern all about motherboard.

: Operating System Principles, Seventh Edition, Abraham Silberschatz, Peter Galvin
~ and Greg Gagne, John Wiley
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CMS COLLEGE, KOTTAYAM (AUTONOMOUS)

DEPARTMENT OF VOCATION
(B.Voc TTLM)

VALUE ADDED COURSE: OFFICE AUTOMATION

COURSE CODE: TT18A1001
SEMESTER 1

LIST OF STUDENTS

SILNo | UPRN Number Name of the Student
1 183118101 Ahammed Hussain
2 183118102 Akhil George Varghese
3 183118103 Alan Antony
4 183118104 Albin Mathew
5 183118105 Albiya Mol K. Rajan
6 183118106 Amitha Benny
7 183118107 Anish Thomas
8 183118108 Ashly Elizabeth Sajan
9 183118109 Athira Sasi
10 183118110 Bibin Sunil
11 183118111 BijimonP T
12 183118112 Bijo Joy
13 183118113 Devagayathri Anil
14 183118114 Feba Salim
15 183118115 Jerin Thomas
16 183118116 Jerrin Varghese Joe
17 183118117 Joel Varghese Jose
18 183118118 Manas Raveendran
19 183118119 Muhammed Ansil T.H
20 183118120 Nelson Jose
21 183118121 Punnoose J Santhosh
22 183118122 Reshma V.S
23 183118123 Sandeep N.G
24 183118124 Selin Mathew
25 183118125 Sneha Anna Cheriyan
26 183118126 Sojan AM
27 183118127 Thomas Daniel Sunil
28 183118128 Tony Sunny
29 183118129 Vishnu Raj




CMS COLLEGE, KOTTAYAM (AUTONOMOUS)

DEPARTMENT OF VOCATION
(B.Voc TTLM)

VALUE ADDED COURSE: CUSTOMER SERVICE SKILLS

COURSE CODE: TT18A1002
SEMESTER 2

LIST OF STUDENTS

SILNo | UPRN Number Name of the Student
1 183118101 Ahammed Hussain
2 183118102 Akhil George Varghese
3 183118103 Alan Antony
4 183118104 Albin Mathew
5 183118105 Albiya Mol K. Rajan
6 183118106 Amitha Benny
7 183118107 Anish Thomas
8 183118108 Ashly Elizabeth Sajan
9 183118109 Athira Sasi
10 183118110 Bibin Sunil
11 183118111 BijimonP T
12 183118112 Bijo Joy
13 183118113 Devagayathri Anil
14 183118114 Feba Salim
15 183118115 Jerin Thomas
16 183118116 Jerrin Varghese Joe
17 183118117 Joel Varghese Jose
18 183118118 Manas Raveendran
19 183118119 Muhammed Ansil T.H
20 183118120 Nelson Jose
21 183118121 Punnoose J Santhosh
22 183118122 Reshma V.S
23 183118123 Sandeep N.G
24 183118124 Selin Mathew
25 183118125 Sneha Anna Cheriyan
26 183118126 Sojan AM
27 183118127 Thomas Daniel Sunil
28 183118128 Tony Sunny
29 183118129 Vishnu Raj




CMS College, Kottayam(Autonomous)
VALUE ADDED COURSE (2018 Admission)

Attendance sheet - Office Automation (TT18A1001) i

Date/Hrs T

L Ron Name G B A A ARAE RS ARAWAR A AL AN
No 212 2|6 lelolalalalagls|2]2a]|z]qg]p
1 |Ahammed Hussain AIR|IX[X[XIX]AIX]A X[ X|BA|X[X[X]|A|A
2 |Akhil George Varghese X x | x| A R XA X I XX XIX X [%x|Ix |[x
3 |Alan Antony Xl x| A ARIX XXX XX AIAIX X XA X
4 |Albin Mathew | XX XX [ XX | X XX AP X ] XX x| X
5 |Albiya Mol K. Rajan x| x|l x xlx RAIXIX X X XX X |X]XIA
6 |Amitha Benny [ Ialx [ x [ Al x| A X x|X X |R]X]X|X
7 |Anish Thomas x|l [ x [ x| x| X[ XIXA[X]X Al x| X [ X | XXX
8 |Ashly Elizabeth Sajan X | x [x [x [ x XXX XXX X)X IR IX X ] x
9 |Athira Sasi XXX [ X[X[X]|X]|X|X XX XX X|X|X|X
10 |Bibin Sunil Alx X [ X]AK[X]X X|Ip1AIXTAIX|X ALK
11 |BijimonP T xlx|Aalaln |4 X][X]|X X|xX|A | X XA |X]|A
12 |Bijo Joy XX X X AL X A XXX [ XXX [X[X]X
13 |Devagayathri Anil L [ X | XX [ XXX X Ix IX[X|X|[Xx|X|X|K
14 |Feba Salim X x| x| X[R]IX[X| X[ XXX X [ X | X[ XXX
15 |Jerin Thomas Y| X )( Al x| x| x| x|A] X[X]|X[X Al x| XX
16 |Jerin Varghese Joy XIXITABIXIX]X X|1AIX|Ix|XI|X AiX|XIX]|A
17 |Joel Varghese Jose XAl X XIA]X XAl x| XX X|x|x[x 1 XIX}
18 |Manas Raveendran XIXIX|[AIX] XX X]|X Al XA xx |x IxXIX
19 |Muhammed Ansil T.H | ol x| xlx B x x| x Ix|x XX Al x| x| X
20 |Nelson Jose s [ X x x| XXX XX XX x| x| x [ XX
21 |Punnoose J Santhosh x || x| XX | X| x| X[ X X|X]|X Alx | xl XX
22 |Reshma V.5 x | x| x [x b oo [ [ [ [ X X e XXX
23 |Sandeep N.G | x| Al A X 2l A] X[ x| X[ XX [X]X I‘) X | X
24 |Selin Mathew x| x|xlx|x|x|x|x|x[Xx]|X[x]X X |l¥l X
25 |Sneha Anna Cheriyan Al xl xIx|al x| x| Al x| x|X|KA[x]X Alx|A
26 |Sojan A.M x| | x| sl x x| X x| x[Xx]|®B|x{X X|X|AIX
27 |Thomas Daniel Sunil x| x| x| o] x| x| ] x| X x[X]X X | x| XX

28 |Tony Sunny | x| x| xIx| x|l x| x| X|A] X|X[X]X XX

29 |Vishnu Raj x| xT x| x| <[ x| x|e|x|x]|x Al x| X X
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CMS College Kottayam (Autonomous)
Department Of Vocation

B Voc Information Technology

Report — Value Added Course

Title :OFFICE AUTOMATION
Course Code :TT18A1001

Semester :First semester

This course mainly consists of three modules. Module 1 is just about the
iintroduction of computers’. The topics that were taught in this module are :-
Computer characteristics, Evolution of Computers, Generations of computers,
Classification of computers, The computer system, Applications of computers,
Computer organization: Central processing unit, Applications of computers.
Module 2 is concerned with Technical Support Fundamentals’. The topics that
were taught in this module are :- Computer hardware-CPU RAM Motherboard
Peripherals, Operating System —Components, Chrome 0S , Process
Management, Memory Management, 10 Management, Logs, Boot Process,
Installing Windows, Linux, Mac OS X , Networking basics, Networking
hardware, loT, Privacy and Security, Installing, Updating and Removing
software on Windows, Installing, Updating and Removing Software on Linux.
Module 3 is concerned with '‘MS Office Fundamentals’. The topics that were
taught in this module are MS Word- Basic menus, tools, Document creation,
MS Excel- Basic menus, tools, functions, formatting, MS Access- Basic menus,
tools, MS Power point- Basic formatting of slides, creating animations, MS
Outlook, Basic functions of Windows and Internet Explorer. All these topics
was covered based on the syllabus and the students were asked to submit a
report based on this. Upon completion of this course, the students will be able
toimplement system installation, keeping system in running condition and
troubleshooting if any problem arises and also understand and create files in
MS Office with diffe ing features.
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