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This 1S to
Commerce

Date : 08-09-2018.

infonp you that BRB College of
| Raichur  Department of Computer
Science is organizing Typing Skill Program From
10-09-2018 to 30-09-2018.Al1 the Students should
attend this training program without fail.

Frincing!

B.R.B. College of Commerce
RAICHTUR.
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(Affiliated {

. 4 N . / /
as of Computer Typing Skills “o_-
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Sylla B ractice
“accon | Description of Lesson Time

Lesson Tir
. R NSO g s  HS
Lesson 1 | English Typing Basics _____—————"""T1 Hrs
Lesson 2 | Home Row keys Practice _ __i_ﬁgf
Lesson 3 Shift Key + Home Row Keys Practice _i_ﬁ;;___—__f
Lesson 4 | Upper Row Keys practice
Lesson 5 | Shift Key + Upper Row Keys Practice 1 Hrs
Lesson 6 | Simple word Practice By Home and Upper 2 Hrs

Row Keys
Lesson 7 | Bottom — Row key Practice 1Hrs |

Lesson 8 | Shift Key + Bottom — Row Keys Practice 1 Hrs
Lesson 9 | Simple word Practice by All row Characters 2 Hrs
Lesson 10 | Fourth Row Number and symbol keys 1 Hrs |
Lesson 11 | Shift Key + fourth Row number and Symbol |1 Hrs |

Keys
Lesson 12 | Paragraph Practice 1 Hrs
Lesson 13 | Application / Letter writing 1 Hrs
Total Working Hours | 15 Hrs
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Computer Typing Skills Program

Timing: 2.00 PM to 3.00 PM
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Timing: 2.00 PM to 3.00 PM
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Computer Tving Skill Program

has organized “Computer Tying Skill Program” from 10-09-18 30-09-18.
This course is aimed at improving the typing speed and accuracy of you or your
employees. The course is interactive and students will leave with the ability to
touch type at a speed that will benefit any business. This course has provided
our clients with the skill set and knowledge needed to take on their typing

requirements quickly and efficiently.

By successfully completing this course, students will be able to Identify and use
Home Row keys. Identify and use Top-Row Keys. Identify and use Bottom-
Row Keys. Identify and use Fourth-Row Number and Symbol Keys. Identify
and use Shift Keys. Identify and use Enter and Backspace Keys. Identify and
use Tab and Caps Lock Keys. Master proper finger to key usage. Demonstrate
proficiency through skill drills. Demonstrate proficiency in sentence and
paragraph creation. Type and format business letters, business memos, personal
notes, and emails. Type and format resumes and application letters.
Demonstrate mastery of lesson content at levels of 70% or higher. Around 50

students participated in this program.



