SARADAR PATEL UNIVERSITY
B.A. (MASS COMMUNICATION AND JOURNALISM)
SEMESTER 1
UAOIFENGO1 FUNCTIONAL ENGLISH

UNIT 1
1 Introduction to grammar (what is grammar, its importance etc.)
2 Importance of English in modern world
UNIT 2
1 Articles
2 Kind of sentences (affirmative, negative, interrogative, Exclamatory,
Imperative)
UNIT 3
1 Primary Auxiliaries (Be, have, do)
2 Modal Auxiliaries (can, may, should, would, must etc.)
UNIT 4

1 Essay Writing (as ex. A visit to the library)

SOME REFERENCE BOOKS:

» Essential English Grammar by Raymond Murphy, Pub. Cambridge University

» Collins Easy Learning English Conversation by Collins, Pub. Harper Collins

» Common Mistakes In English by T.J. Fitikides, Pub. Pearson India

> Basic English Usage by Michael Swan, Pub. Oxford University Press-New Delhi



FOUNDATION ELECTIVES

UAO1FCOF01 - COMPUTER FUNDAMENTALS (3 CREDITS, 45 HOURS)
[Each Unit Carrying 25% weightage]

UNIT 1

Computer Basics: Definition of computer, Components of a computer, Application of computer, Advantage
of computer, Block diagram of computer, Characteristics of computer, History of computer

UNIT 2

Computer Peripherals

Input Devices: Keyboard, Mouse, Touch Screen, OCR, OMR, MICR and OBR, Light pen, Scanner

Output Devices: Visual Display Unit —CRT, LCD, Plasma Display, Impact (Dot Matrix), Non Impact (Ink jet,
Laser), Inkjet printer, Laser printer

Storage Devices: CD, DVD, USB Flash drive, Blu-Ray Disk

UNIT 3

Data Entry : Changing Language, Introduction to Gujarati Keyboard, Introduction about Gujarati IME,
Difference between Remington and transliteration keyboard, How to operate the keyboard, what is
transliteration keyboard, how to type different characters and word from transliteration keyboard, IME help,
TBIL converter

UNIT 4

Typing Tutorial: Different Software Application for Gujarati (Introduction & Practice),Di Different Software
Application for Hindi(Introduction & Practice)transliteration keyboard, how to type different characters and

word from transliteration keyboard, IME help, TBIL converter
Installation and Best Practices:

Burning CD/DVD, Taking data on and from Flash Drive, Pen Drive, Using Data and resources from LAN,
Scan Documents from Scanner, Installation of Fonts, Installation of Basic Software like Office, Burning

Software, Drivers, Fonts, Adding and Removing Hardware and Software, Backup & Restore

SOME REFERENCE BOOKS:
» Sinha, P.K.(2004), “Computer Fundamentals”, 4th Ed.,BPB Publications
Computer course windows 7 and office 2010 by R.K. Taxali Publisher Tata McGrawHill.
Computer fundamentals By Anita Goel Pearson Publication New Delhi.
Rajaraman,V, “Fundamentals of Computers”, PHI
Leon Alex & Leon Mathews(1999), “Fundamentals of Information Technology”, Leon
Techworld
Norton, Peter (2001), “Introduction to Computers”, 4th Ed., TMH.
Walters, E. Garrison Walters(2001), “The Essential Guide to Computing: The Story of
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Information Technology”, PHI
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