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The job opportunities after our
CCF Professional course certification

are endless, including :
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Receptionist

Front Desk Executive

Back Office Executive
Customer Relationship O

Customer Coordinator

Tele Sales Officer

Data Survey Officer
Data Entry Operator

MIS Executive Officer

Back Office Executive
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COURSE CONTENT

Introduction To IT

™ Theoritical Concept of Computer

Disk Operating System (DOS)

& Structure Creation
™ Files & Directory Handling
™ Concept of Dir & Edit Command

Windows

& Computer handling
& Concept of Executable Files
™ Operations of Files & Folders

Ms - Word

& File Protection & Security
& PDF Making, Auto Correct

™ Charts, Bookmark & Hyperlink
™ Document Setup & Mail Merge



COURSE CONTENT

Ms - Excel

™ Excel Sheet Handing

& Salary Slip Calculation

™ Filter, Advance Filter, Flash Fill
& Autofill, Slicer, Vlookup, Macro
™ Pivot table & Chart, Sub Total
™ Track Changes, Goal Seek etc.

Ms - Access

& Database manipulation
™ Relationship Create & Handling
™ Query, Form, Report

Ms-Powerpoint

M Office Presentation Preparation

INTERNET

™ Browsing & surffing
™ Downloading, E- Mail Handling



COURSE CONTENT

Advance Excel

™ Pivot Chart With Dashboard

™ Data Entry With Macro

& Create Scroll Button

& Different Types Of Vlookup

™ Pivot table & Chart, Sub Total
& Depended Dropdown List etc.

Ms-Outlook

™ Account Create In Qutlook
~ Add An Email
™ Create and Send Email

& Manage Calender And
Contacts etc.



COURSE FEATURES
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Computer Training Centre
150:9001 -2015  (INB05554)

25/7, NORTHERN AVENUE, KOLKATA - 700037, (WB), INDIA Name of Candidate

Roll Number

Df' i Registration Number %

Of compﬂetion Course of Study ¢ COMPUTER FUNDAMENTAL

Period of Training 1 July, 2021 - December, 2021

Examination held in 27 May, 2022
THE CERTIFICATE IS PRESENTED TO:

rticulars Full Marks Marks Obtained Percentage

=
| Theory

| Practical

Total

Certified that he/she has successfully completed the course and obtained ahove marks.
He/She has attained competency as rated by Grade

This is to certify that has suceessfully
completed the Certificate in on 09/06/2022 Disted

and Obtained Marks 62% with Grade C. . Kolkata, the 250 July, 2022 \_‘,/{/V)L
09/06/2022 /@'6.. 2 T g g Senlor Administrative Officer

(Examinations)
Date Signature

Grade 0= 5% and sbove 5= 75% 10 below 83% A= 65% 10 below 75%
B 55% 10 below 65% U= 5% to below 55% D below 45%

We Offer ISO As Well As State Council Regd.
Certification . After Completion of This Program,
You Will Receive Any One of Them As Per Your Choice.



25/7 Northern Avenue Kolkata-700037 (H.O)
BR: Sinthee BR: Baranagar

033-25578592, 9143048483, 9804789733

icc@introductionitacademy.com

intro.northern@gmail.com (H.O)
www.introductionitacademy.com
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