SARADAR PATEL UNIVERSITY
B.A. (MASS COMMUNICATION AND JOURNALISM)
SEMESTER 3
FOUNDATION COURSE
UAOSFENG21 FUNCTIONAL ENGLISH

UNIT 1

1 Adjective (forms and functions)
2 Adverb (forms and functions)
UNIT 2
1 Identification of phrase/clause
2 Synonyms/ antonyms
UNIT 3
1 The continuous tenses — the continuous present (forms and uses)
2 The continuous past and future (forms and uses)
UNIT 4
1 Letter writing — Informal (Letter to a friend)

2 Letter writing — Formal (Letter to any authority)

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
UAO1FCOF21 - COMPUTER FUNDAMENTALS (3 CREDITS, 45

HOURS)
[Each Unit Carrying 25% weightage]
Unit 1
1. Introduction to spread sheet: Introduction, Use of spread sheet in office, Advantage of
Spread sheet, Screen of spread sheet, rows, columns, cell and workbook. Creating, Saving,
Importing, Exporting, Deleting and Protecting Worksheet, Entering text, Number and formula
2.Working with Spreadsheet: Absolute Reference, Relative Reference, Custom list, Search
Andreplace data, Rearrange cell, Inserting, Deleting, Page break.

Unit 2

1. Features of Spreadsheet: Creating Charts, chart types, Modifying Charts types and its
Properties

2. Conditional Formatting

Unit 3

1. Calculation and Analysis: Types of function Statistical, Mathematical, Logical, Date,
HLOOKUP, VLOOKUP

2. Pivot Tables

Unit 4

1. Introduction to Presentation: Power point Views, creating power point templates,
Introduction, adding text to Slide, Editing text on a slide, Formatting text, formatting
Paragraphs, checking text, inserting table on slide, creating table in power point, creating
Smart graphics.

2. Organizational chart, use of clip art gallery, adding background color, use of shapes, use of
WordArt, printing slides, setting the slide size and orientation, printing the presentation,
Creating and presenting a custom show, animating text and graphic objects, running a slide
Show, setting timings and Transitions.

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
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