SHAHID VIRPATNI LAXMI MAHAVIDYALAYA, TITAVE
DEPARTMENT OF B.A.Mass Media

Number of Certificate/Value added courses offered and online courses of MOOCs,
SWAYAM. NPTEL ete. where the students of the institution have enrolled and
successfully completed during the last five years

2019-2020
Sr. Name of Add on/ Certificate Duration of course Number of Beneficiaries
*Nn. course / Short term programs students enrolled
L offered . in the vear

1. | Work Smart: Office Automation 6 Days 18 16
Techniques

2. | From Click To Print: Camera 15 Days 13 12
Handling Technigues
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Shahid Virpatni Laxmi Mahavidyalaya, Titave
lal. Radhanagari. Dist. Kolhapu
Department of B.A, Mass Media
Academic Year 2019-20
Fvent Report
“Work smart: Office Automation Techniques™

| Date of Activity 25/11/2019t0 30/11/2019 | Time : 11.00am-5:00 Pm
Venue of Activity Offline o _
Objectives | 1. To enhance and upgrade the existing system by

increasing its efficiency and effectiveness.
| 2.Easy to Work{low Designer
Acmlh Coordinators | Ms. Poorva Godase i .
Name of Teacher ]M& Rohini halunI\hL Mr. Digvijay Kumbhar '
Speaker Ms.Ahilya Patil , ‘Ms.Shital Patil.Mr. EaLdr( ‘hougale
:Ilﬂpics covered ~ Essentials of Office Automation
»  Mobile compatibility
= Integration with other soliware
| > Reports and analytics
Attendees | 16
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Teaching the Office automation Tools
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Shahid Shikshan Prasarak Mandal Titave’s

%}) SHAHID VIRPATNI LAXMI MAHAVIDYALAYA

Titave, Tal-Radhanagari Dist-Kolhapur

PH (0231) 254370 B-Mail-svim titave@gmail.com
Ret— Mmrﬂ}ﬂmml '%‘f) DATE : 45 /11 /2013
The Principal,
Shahid Virpatni Laxmi Mahavidyalay,
Titave.
o Sub: Seeking Permission for Conducting Add-On Program.
Respected Sir,
We are planning to conduct an Add-On Program on “Work smart:
Office Automation Techniques®. The program is scheduled from 25
Nov2019 to 30™Nov2019. I kindly request you to give permission for
conducting this program.
Thanking You.
® Your's faithfully,

0

Depérhfnant Of
Maas Medla




Shahid Virpatni Laxmi Mahavidyalay,

Titave

Department of B.A. Mass Media

Date- 17% Nov 2019

Notice

All students are hereby informed that the Department of B.A. Mass
Media is going to organize an Add-On Program On “Work Smart: Office
Automation Techniques” The program will be conducted from 25™ Nov2019
to 30" Nov2019. Kindly submit your entrics to your class teachers.

Time:11.00 am to 05.00 pm
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Shahid Shikshanm Prasarak Mandal Titave’s

2)) SHAHID VIRPATNI LAXMI MAHAVIDYALAYA

Titave, Tal-Radhanagari Dist-Kolhapur

PH (0231) 254370 E-Mail-svim titeve@gmail.com
Rel— @019-29 Bﬁf"‘)f"}’ a0 DATE : 23 /11 /20\ 3
To,
Mrs. Ahilya P. Patil,

Assistant Professor,

Department of computer science,

Shahid Virpatni Laxmi Mahavidyalaya,
-~ Titave.

Subject: Invitation to conduct a program on “Work Smart: Office Automation
Techniques™

Respecied Madam,

We are very happy to inform you that our institute, Shahid Virpatni
Laxmi Mahavidyalaya, Titave, is going to organize an Add-on Program on
“Work smart: Office Automation Techniques”. The main focus of the
program is Microsoft Office and also to aware of the importance. usages, and
setbacks of the above-mentioned topics.

The program is scheduled from 25" Nov2019 to 30"Nov2019, at 11.00

- am to 05.00 pm. We are eagerly waiting for your confirmation.
I Thanks and regards.
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Shahid Shikshan Prasarak Mandal Titave’s

SHAHID VIRPATNI LAXMI MAHAVIDYALAYA

Titave, Tal-Radhanagari Dist-Kolhapur |
PH (0231) 254370 E-Mail-svim titave@gmsil com

Ret— 2018 -0 lﬂ.ﬁmm/ ) DATE :@3 / |} /2019

To,
Ms. Shital Patil,
Assistant Professor,
Department of computer science,
™ Shahid Virpatni Laxmi Mahavidyalay,
Titave.

Subject: Invitation to conduct a program on “Work Smart: Office Automation
Technigues™

Respected Madam,

We are very happy to inform you that our institute. Shahid Virpatni
Laxmi Mahavidfalaya, Titave, is going to organize an Add-on Program on
“Work smart: Office Automation Techniques”. The main focus of the
program is Microsoft Office and also to aware of the importance, usages. and
™ setbacks of the above-mentioned topics.
The program is scheduled from 25™ Nov2019 to 30™nov2019at 11.00 am
to 05.00 pm. We are eagerly waiting for your confirmation.

Thanks and regards.
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Shahid Shikshan Prasarak Mamiaf!,’l‘lt&vﬁ s

Titave, Tal-Radhanagari Disi-Kolhapur

PH (0231) 254370 E-Mail-svim titeve@gmail.com
T Ref— pol9-20) BhmMmM]24 DATE:23 /| /2019
To, .
Mr. Sagar Chaugale,

Assistant Professor,

Department of computer science,
o Shahid Virpatni Laxmi Mahavidyalaya,
- Titave,

Subject: Invitation to conduct a program on “Work Smart: Office
Automation Techniques”

Respected Sir,

We are very happy to inform you that our institute, Shahid Virpatni

Laxmi Mahavidyalaya, Titave, is going to organize an Add-on Program on

“Work smart: Office Automation Techniques”. The main focus of the

program is Microsoft Office and also to aware of the importance, usages. and
setbacks of the above-mentioned topics.

The program is scheduled from 25™ Nov2019 to 30™nov2019, at 11.00

™ am to 05.00 pm. We are eagerly waiting for your confirmation.
Thanks and regards.
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Shahid Virpatni Laxmi Mahavidyalaya, Titave

Department of B.A. Mass Media

Departmont Of

Maae fadis

Academic Year 2019-20
Add-on Program on
Registration
sr.NO. Student Name Sign

| TEJASHRI SHIVAJI BARAGE @QJ-

. B SAKSHI SURESH BHANDIGARE | Zakshid
3 GITA VISHNU BHOSALE AB
4 CHOUGALE SIDDHI ASHOK o b
5 | CHOUGALE SONALI SAMBHAII AB
6 GHONGADE SHUBHANGI SAMBHAJI (jﬁ_ﬁj’—{
7 JADHAV AISHVARYA EKNATH m—&.'i
8 KAMBLE DIVYA KASHINATH &L
9 KAMBLE NUTAN PRAKASH Nekarible._
10 RAJESHWARI SHIVAII KAVADE @u\aﬁ}::

| 11 DEEPALI KAKASO LOHAR Pdoh e

|1z MORE REVA VINAYAK i
13 | PARABKAR TEJASWINIJAYSING | :&&bkﬂt ?
14 CHHAYATAI BABURAO PATIL Cepadi) |
15 PRANALL DHANAJI PATIL il |
16 SAVARDEKAR DEEPALI ASHOK M
17 ARATI ASHOK SUTAR A
18 VAROTE APARNA TUKARAM Qiaza_:’_&.
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Shahid Virpatni Laxmi Mahavidyalaya, Titave
Department of B.A. Mass Media
Academic Year 2019-20
Add-on Program on

“Work smart: Office Automation Techniques™
Schedule: 25" Nov2019 to 30"nov2019 11:00 am to 5:00 pm

TOPIC TO DISCUSS

MS WORD
Text Basics

. I'vping the text, Alignment of text
Editing Text: Cut, Copy. Paste, Select All,
Clear

Find & Replace

I Il:fi[:'lﬂapmmm Text Formatting and saving file

New, Open, Close, Save, Save As

JFormatting Text: Font Size. Font Style

Font Color, Use the Bold, ltalic. and Underline
Change the Text Case

.Line spacing, Paragraph spacing

.Shading text and paragraph

-Working with Tabs and Indents

25/11/2019 MS WORD
Module 3: Working with Objects

.Shapes, Clipart and Picture. Word Art.
Smart Art
LColumns and Orderings - To Add
Columns to a Document
Change the Order of Objects
3:00 pm Page I_\Jurnhur. Date & Time
' JInserting Text boxes
JInserting Word art
Inserting svmbaols
Jnserting Chart

to 5:00 pm

Module 4: Header & Footers

JInserting custom Header and Footer
JInserting objects in the header and footer
.Add section break to a document




Maodule 5: Working with bullets and
numbered lists

Multilevel numbering and Bulleting
LCreating List

Lustomizing List style

Page bordering

.Page background

26/11/2019

11:00 am to
2:00 pm

MS WORD
.Working with Tables, Table Formatting
JTahle Stvles
-Alignment option
Merge and split option

Module 7; Styles and Content

.Using Build- in Styles, Modifving Stvles
[LCreating Styles, Creating a list style
.Table of contents and references
Adding internal references

Adding a Footnote

JAdding Endnote

Module 8: Merging Documents

Typing new address list
JImporting address list from Excel file
-Write and insert field

Merging with outlook contact
LPreview Result

.Merging to envelopes

Merging o label

.Setting rules for merges

Finish & Merge options Tables
Styles and Content

Merging Documenis

MS WORD
Module 9: Sharing and Maintaining
Docoment

Lhanging Word Options
Changing the Proofing Toois
Managing Templates
-Restricting Document Access
Using Protected View
Morking with Templates
Managing Templates
Understanding building blocks




Module 10: Proofing the document

Lheck Spelling As You Type.
Mark Grammar Errors As You Type.

27/11/2019

11:00 am to
2:00 pm

MS EXCEL
Module 12: Introduction to FExcel

Introduction to Excel interface
s Understanding rows and columns, Maming Cells
»  Working with excel workbook and sheets

Module 13:Formatting excel workbook:

New, Open, Close, Save, Save As
Formatting Text: Font Size, Font Stvle
Font Color, Use the Bold, Ialic, and Underline
Wrap text, Merge and Centre
Currency, Accounting and other formats
Modifying Columns, Rows & Cells

Module 14: Perform Calculations with
Functions

Creating Simple Formulas
* Setting up vour own formula
« Date and Time Functions, Financial Functions
s Logical Functions. Lookup and Reference
* Functions Mathematical Functions
Statistical Functions, Text Functions.

MS EXCEL
Module 15: Sort and Filter Data with Excel

Sort and filtering data
= Using number filter, Text filter
» Custom filtering
«  Removing filters from columns
Conditional formatting
Module 16: Create Effective Charts to Present
Data Visually

Inserting Column, Pie chart etc.

« Create an effective chart with Chart Tool
Design, Format, and Layvout options
Adding chart title
Changing layouts
Chart styles
Editing chart data range
Editing data series




281172019

= Changing chart

11:00 am to
2:00 pm

MS EXCEL
Module 17: Analyze Data Using PivotTables
and Pivot Charts

Understand PivotTables, Create a PivotTable
Framework Using the PivotTable and PivotChar
Create Pivot Chart from pivot Table.

Inserting slicer

Creating Calculated lields

" W & @

Module 18: Protecting and Sharing the
workbook

« Protecting a workbook with a password
«  Allow user to edit ranges
s Track changes
« Working with Comments
Insert Excel Objects and Charts in Word Document
and PowerPoint Presentation

3:00 pm to
5:00 pm

MS EXCEL
Module 19: Use Macros to Automate Tasks

o Creating and Recording Macros
« Assigning Macros to the worksheets
= Saving Macro enabled workbook

Module 20: Proofing and Printing

« Page setup, Setting print area, Print titles
« [Inserting custom Header and Footer
« Inserting objects in the header and footer
« Page Setup, Setting margins, Print Preview, Print
« Enable background error checking
Setting AutoCorrect Options

20/11/2019

11:00 am to
2:00 pm

MS POWERPOINT

Module 21: Setting Up PowerPoint
Environment:

New, Open, Close, Save, Save As

= Typing the text, Alignment of text

» Formatting Text: Fonl Size, Font Style

« Font Color, Use the Bold. lalic, and
Underline

« Cut, Copy. Paste, Select All, Clear text

« Find & Replace

Working with Tabs and Indents




Module 22:Creating slides and applying

themes

» Inserting new shide
Changing layout of slides
Duplicating slides

Copyving and pasting slide
Applving themes to the slide layvout
Changing theme color

«  Slide background

Formatting slide background

Using slide views

L]

Module 23: Working with bullets and
numbering

Multilevel numbering and Bulleting
» Creating List
» Page bordering
» Page background
« Aligning text
» Text directions
{olumns option

3:00 pm to
5:00 pm

L]
Module 24: Working with Objects

Shapes. Clipart and Picture, Word Art. Smart Art
« Change the Order of Objects

Inserting slide header and footer

Inserting Text boxes

Inserting shapes, using quick styles

Inserting Word art

Inserting symbols

= Inserting Chart

" & & =& @

Module 25: Hyperlinks and Action Buttons

Inserting Hyperlinks and Action Buttons
« Edit Hyperlinks and Action Button
Word Art and Shapes

av11/2019

11:00 am to
2:00 pm

MS POWERPOINT

Module 26: Working With Movies and
Sounds

Inserting Movie From a Computer File

o [nserting Audio file

+ Audio Video playback and format options
« Video options, Adjust options




+ Reshaping and Er'urdering Video

Module 27: Using SmartArt and Tables

Working with Tables, Table Formatting
+ Table Styles
+ Alignment option
« Merge and split option
Converting text to smart art

Module 28: Animation and Slide Transition

Default Animation, Custom Animation
» Modify a Default or Custom Animation
« Reorder Animation Using Transitions
» Apply a Slide Transition, Modifying a
» Transition. Advancing to the Next Slide
MS POWERPOINT

Module 29: Using slide Master

Using slide master
» Inserting layout option
« Creating custom layout
« Inserting placeholders
Formatting placeholders

Module 30: Slide show option

Start slide show
« Start show from the current slide
* Rehearse timing
o Creating custom slide show

Module 31: Proofing and Printing

Check Spelling As You Type
« Setting AutoCorrect Options
e Save as video
» Saveas JPEG files
» Save as PowerPoint Show file
Print Preview, Print

Department Of
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Shahid Virpatni Laxmi Mahavidyalaya, Titave
Department of B.A. Mass Media
Academic Year 2019-20

Add-on Program on
“Work smart: Office Automation Techniques™
Exam

Date: 30" July 2019 Time: 1:00 PM to 3:00 Pm

Instructions: All the questions are mandatory.
A.  LEach question is for 2 marks.

1. Which of the following is not font style?
A) Bold

B) Italic

C) Superscript

D) None of the Above

2. You can detect spelling & grammar by
A) Press shift +F7

B) Press F7

C) Press ctrl+F7

D) Press AlL+F7

3. You don’t like the Style which word 2010 uses as defaults it possible to
change it?

A) Yes

B) No

C) Only on windows 7

D) Depends on the edition

4. Which of the following is not document types which the mail merge
wizard will work with?

A) Letter

B) Directory Email Message

C) Catalogue

D) Insert Merge Field




5. How do you resize a shape?
A) Drag the shape

B) Select the shape & drag the Boundary

() Select the shape & drag the Green dot which appears linked above the Shape
D) Right click the shape & select the move

6. What view must be used when inserting a subdocument?
A) Print Layout

B) Web layout
) Outline
) Full screen reading

7. PowerPoint is best described a
A) Presentation software.

B) PowerPoint is best described as
C) Database software

D) Desktop publishing software

8. Which is the following can be interested into word 2010 document as a
table directly?

A) Impress Presentation
B) cale Spreadsheet

C) Excel Spreadsheet
D) Assembly source file

9. When a document file is opened from a hard disk, the information
making up the file moves from?

A) Hard Disk to RAM

B) RAM 1o Hard Disk
C) ROM to RAM

D) Hard Disk to ROM

10. Which Bar is usually located below that tittle bar that Provides
catactrised by that

A) Status Bar

B) Menu Bar

¢) Tool Bar
D) Scroll Bar




11. With Which Chart Types is the “Depth Gridlines” Option available?
A) Bubble Chart

B) Line Chart

C) True 3D chart

D) All of the Above

12. An Excel Workbook is a collection of?
A) Worksheets

B) Worksheets & charts

C) Workbooks

D) Charts

13 .What is the purpose of using headers and footers in a document

A) They Enhance the Overall Appearance of the document

B) To make large audience

C) They allow page headers & footers to appear on document when it is
printed

d) To mark starting & Ending the page

14. Which among the following chart types do not have axes?
A) Doughnut Charts
B) Xy (Scatter) Charts
() Bar Charts
D) Area Charts
15. You learned in the practice that ###8## means:
A) You have entered a Number Wrong
B) The cell is not wide enough
(') You have misspell something

Shahid Vimatnl Laxmi Mahavidyaleya

We—"s./ Mtave, Tal. Radhanagar, Dist. Kol




Shahid Virpatni Laxmi Mahavidyalaya, Titave
Department of B.A. Mass Media

Add on course on

“Work Smart: Office Automation Techniques”Academic Year: 2019-20

Assessment
Sr.NO. Student Name Marks
" TEJASHRI SHIVAJl BARAGE
| 1 '23’
5 SAKSHI SURESH BHANDIGARE
26
GITA VISHNU BHOSALE
3 .
(i AR
4 CHOUGALE SIDDHI ASHOK fa R
: CHOUGALE SONALI SAMBHAJI
2 26
6 GHONGADE SHUBHANGI SAMBHAJI 24
JADHAV AISHVARYA EKNATH
7 27
KAMBLE DIVYA KASHINATH
KAMBLE NUTAN PRAKASH
9 X
10 RAJESHWARI SHIVAJI KAVADE na
DEEPALI KAKASO LOHAR |
11 06
12 MORE REVA VINAYAK E
| 5 I N Lk
13 PARABKAR TEJASWINI JAYSING
24
14 CHHAYATAI BABURAO PATIL
22 |
15 PRANALI DHANAJI PATIL
: - | &y
16 SAVARDEKAR DEEPALI ASHOK oc
17 ARATI ASHOK SUTAR 5 Q
22
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Shahid Shikshau Prasark Mandal Titave's
Shahid Virpatni Laxmi Mahavidyalaya Titave

"Work smart: Office Automation Techniques "'
Department of B.A.Mass Media——— - Class: FY B.ALM.M.

Acadimic Year 2019- 20
Attendance Sheei

Name Of Student

sign

Date

ﬁ\u\"h”"j -.,J-'h\"“"']mj ﬂ'w‘n?fj .EQ_._"'-.“‘““B} ﬁwhﬂ"} u\u"n ?'t_:}

TEJASHEI SHIVAII BARAGE

SAKSHI SURESH BHANDIGARE

-

GITA VISHNL BHOSALE

CHOUGALE SIDDHI ASHOK
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AB AB | AB R pB [ AB
aodbl SN | b

™ [CHOUGALE SONALI SAMBHAJI A Ap | AR AB | AR | AB
GHONGADE SHUBHANGI SAMBHAIl | (a6 (A (Gad [(4
JADHAV AISHVARYA EKNATH o 150 R o '

KAMBLE DIVYA KASHINATH

bl el kdmble | foam mﬁz&_

KAMBLE NUTAN PRAKASH

RAJESHWARI SHIVAIl KAVADE

DEEPALI KAKASO LOHAR

MORE REVA VINAYAK

PARABKAR TEJASWINI JAYSING

CHHAYATAT BABURAC PATIL

PRANALI DHANAJ PATIL

SAVARDEKAR DEEPALI ASHOK

ARATI ASHOK SUTAR

VAROTE APARNA TUKARAM

Bmpartmont OF
Nraes Mool

‘h'l' /.?'-
& Ne) pa
[=f A% No. 15) Shahl Vispatni Laxmi Mahavidyalays
AT /) Titave, Fal Radhananari Dist Kolhay
V\;}' il




- Mahiaha; i Fhop

Shahid Shikshsn Prasarak Mandal Titave’s

) SHAHID VIRPATNI LAXMI MAHAVIDYALAYA

Titave, Tal-Radhanagari Dist-Kolhapur
PH (0251) 254370 EB-Msil-svim titave@gmail.com

Ret— 19\3‘3.4’\5&,-,1’"}) 25 DATE:Qo0/1) /2019

To,

Mrs. Ahilya P. Patil,

Assistant Professor,

Department of computer science,
Shahid Virpatni Laxmi Mahavidyalaya,

Titave.
-

Subject: Thanking letter for joining as a Resource Person.

Ref : Add-on Program Conducted in our institute on “Work smart:

Office Automation Techniques” from 25" Nov 2019 to
30"Nov2019 .
Respected Madam,

With reference to the above-mentioned subject, we are thankful for
accepting the invitation and delivering valuable lectures for the Add-on program
titled “Work smart: Office Automation Techniques.” We assure you that
your expertise will definitely help our students in their future studies.

With best regards,
Thanking You.
: S
Rl : rinci
Hga,g /8 | < Principal
Department Of = pb : Shahid Virpatni Laxmi Mahavidyalaya
Mzas Media v, Ta, Raghanagan, Dist. Kalhepur.
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Rec o Mapas 28 i fkean

Shahid Shikshan Prasarak Mandal, Titeve’s

Titave, Tal-Radhanagari Dist-Kolhapur

Deoartment Of
v s Media

i

PH (0231) 254370 E-Mail-svim titave@gmeil com
Ref— g__mj..:.;}] E-N’f‘.l?f]} 5? DATE 3o /1) /2019
To,
Ms. Shital Patil,

Assistant Professor,

Department of computer science,
Shahid Virpatni Laxmi Mahavidyalaya,
Titave.

Subject: Thanking letter for joining as a Resource Person.

Ref : Add-on Program Conducted in our institute on “Work smart:
Office Automation Techniques.” from 25" Nov2019 to
30"nov2019.

Respected Sir,

With reference to the above-mentioned subject, we are thankful for
accepting the invitation and delivering valuable lectures for the Add-on program
titled “Work smart: Office Automation Techniques.” We assure you that
your expertise wﬂﬁ’ie’fmilely help our students in their future studies.

With best regards.

Thanking You.
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Shahid Shikshan Prasarsk Mandsl, Titave’s

\) SHAHID VIRPATNI LAXMI MAAVIDYALAYA

Titave, Tal-Radhanagari Dist-Kolhapur

PH (0231) 254370 E-Mail-svim titeve@gmsil.com
Ref— - a)a :—a} %mm} =22, DATE:20/ || /2019
To,
Mr. Sagar Chaugale,
Assistant Professor,

Department of computer science,
Shahid Virpatni Laxmi Mahavidyalaya,
Titave.

Subject: Thanking letter for joining as a Resource Person.

Ref : Add-on Program Conducted in our institute on “Work smart:
Office Automation Techniques™ from 25" Nov2019 to
30"nov2019

Respected Sir,

With reference to the above-mentioned subject, we are thankful for
accepting the invitation and delivering valuable lectures for the Add-on program
titled “Work smart: Office Automation Techniques.” We assure vou that
iP-g your expertise will definitely help our students in their future studies.

With best regards,
Thanking You.
(@\f " um%m\
oD AT Princip
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' Shahi Virpatni Laami Mahavidyalays

Denartment Of
M=a Media

Tilave Tal. Radhe rm'_u_aai Disl, ¥elhaur,
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Shahid Shikshan Prasarak Mandal’s, Titave

Shahid Virpatni Laxmi Mahavidyalaya, Titave

CERTIFICATE

e omiei

This is to Certify that Miss .~ ].€J asw2imy......T Qa.SJI“CJ.,....,P‘,:.‘??}‘.h 2= S

Of class £.o7:3:AMuvhas attended / participated /successfully completed six days Add on Program / Short

Term Program / Certificate Course Program of “Work Smart: Office Automation Techniques”

organized by B.A.Mass Media Department, S.V.L.M., Titave. Course organized academic

year..2019.7.2:0.....

| @a* i %m%‘”
Program Co-Ordinator HOD (B.A.Mass Media Department) ! Pnnclp

Hoad - p nei
Shahid ‘nf"“ !. _.‘1”* jy,]u"i'FJ

Dgpaﬂﬂ“ﬁﬁx OI Titave, Ta: ladhanaged, Dist Ki “,




Shahid Virpatni Laxmi Mahavidyalaya, Titave
I'al. Radhanagari, Dist. l\xl’-"l'l"ﬁlu'
Department of B.A. Mass Media
Academic Year 2019-20

Event Report
“From Click to Print: Camera Handling Techniques™

| Date of Activity 872019 10 23/7/2019 | [ime : 1.00pm-3:00 Pm
[ Venue of Acmm Offline '
: Objectives To make students understand the techniques of handling
' Camera.
| A.L_llwh Fmrdmalnn Ms. ‘%huhhmiy 0, Hhund:garc
Name of Teacher Mr. Digvijay D. Kumbhar. Ms. I:._].murll.l Pumhkdr
ipfalmr Mr_Shashikant Kumbhar, Prasad Warke
Topics covered »  Parts of Camera -]
¢ Camera Angles
= Importance of Light
» IS0, Focal Length, Shutter Speed
#  Orentation. Zoom. Pan, Till.
" Attendees 12 -
Photographs ;
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Reg NoMaha/24101 ' kop

Shahid Shikshan Prasarak Mandal, Titave’s

SHAHID VIRPATNI LAXMI MAHAVIDYALAYA

Titave, Tal-Radhanagari Dist-Kolhapur

PH (0231) 254370 E-Mail-svim titave@gmail.com

Ref.— %15~m]é,p¢mm,n5’ DATE : ©2./ 0)/2013

To,

The Principal,

Shahid Virpatni Laxmi Mahavidyalaya,

Titave.

Sub: Seeking Permission for Conducting Add on Program.
Respected Sir,

We are planning to conduct Add on  Program  on
“From Click to Print:Camera Handling Techniques”. The program is
scheduled from 8" July 2019 to 23™ July2019. 1 kindly reque.bt you lo give
permission for conducting this program.

Thanking You.

Your's faithfully,
-
o
HO

Department Of
"1ass Media




Shahid Virpatni Laxmi Mahavidyalay,
Titave

tenpariment ot b

Date- 4" July 2019

Notice

All the students are hereby informed that, Department of B.A. Mass Media
is going to organize Add On Program On “From Click to Print: Camera
Handling Techniques.” The program will conducted from 8" July 2019 to 23“
July 2019. Kindly submit your entries to your class teachers.

Time — 1.00 pm to 03.00 pm

ST Bakae

ﬁ; LABATTEN Yinci

(S N\&) Principal —
Department Of (2] Affi o ]r ahahid Vimatni !_:;-.;'.'=._‘.J‘.aha*-fl-i'ffl_l_ﬁ‘_-’?
Mass Media l\ ¥ /“3_':'I_.-'I Tizye. Tal, Radnanagari, Dist. Kolnapur
os—4
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ep.No.Maha/24101 /kop

Shahid Shikshan Prasarak Mandal, Titave’s

SHAHID VIRPATNI LAXMI MAHAVIDYALAYA

Titave, Tal-Radhanagari Dist-Kolhapur
PH (0231) 254370 E-Mail-svlm titave@gmail com

~ Ref- 2014 20| BN Z@ DATE : 06/07/2019

To, .

Mr. Shashikant Kumbhar,
Founder Director,

ASK Motion Picture,
Kolhapur.

Subjeet: Invitation for conduct Program on “From Click to Print:Camera
Handling Techniques”.

Respected Sir,

We are very happy to inform you that our institute Shahid Virpatni Laxmi
Mahavidyalay, Titave is going to organize Add on Program on “From Click to
Print:Camera Handling Techniques”. The main focus of the topic is Shutter
Speed, ISO & Aperture and also to aware about the importance, usages, and
setbacks of the above-mentioned topic.

The program is scheduled from form 8" July 2019 to 23" July 2019, at
1.00 pm to 03.00 pm. We are eagerly waiting for your confirmation.

o Thanks and regards.

V‘: b
F;m ~.. }t’ " -m% i

P frics
Hea X A Shahild Yienatad ¢
£ r//ﬂu\ 2\ >ahi Viepatni Laxmi Mahavidyalaya
Department Of = B ave, Tal. Radhanagar, Dist. Kolhapgr
(] faL oz ] e i P Eg U
Mass Medla G\ A
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Shahid Shikshan Prasarak Mandal, Titave’s

SHAHID VIRPATNI LAXMI MAHAVIDYALAYA

Titave, Tal-Radhanagari Dist-Kolhapur

PH (0231) 254370 E-Mail-svim titave@gmail.com
T Rel~ 501 29 Bhmm b’ﬁ DATE : ©€/07/20 83
To,
Mr.Prasad Warke,
Assis.professor,
Shahid Virpatni Laxmi Mahavidyalay,
Titave.
™
Subject: Invitation for conduct Program on “From Click to Print:Camera
Handling Techniques™.
Dear Sir, 3
We are very happy to inform you that our institute Shahid Virpatni Laxmi
Mahavidyalay, Titave is going to organize Add on Program on “Camera
Handling Techniques”. The main focus of the topic is Shutter Speed, ISO &
Aperture and also to aware about the importance, usages, and setbacks of the
above-mentioned topic.
The program is scheduled from form 8" July 2019 to 23" July 2019, at 1.00
pm to 03.00 pm. We are eagerly waiting for your confirmation.
™

Thanks and regards.

%um%x"
) 'rincipal

Ry

Shahid Virps. Principal =

bt |
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Shahid Virpatni Laxmi Mahavidyalay, Titave

Department of B.A. Mass Media
Academic Year 2019-20
Add on Program on

“From Click to Print: Camera Handling Techniques

Registration
~ Sr.NO. Student Name ' Sign

| CHALUGAOL ASHWINI SUBHASH A-S-Chalugool
2 DAVARI NITA EKANATH NP0y )

3 KAMBALE DHANASHRI SATAPPA Dumble

4 KAMBLE ASHWINI PARASHRAM ! AR

5 | KAMBLE DIPALI BAJIRAO P1eY

6 KAMBLE KOMAL SATAPPA K .S -Kamble
7 KAMBLE SAVITA BALAVANT Mﬂ
g KAMBLE VIDYA DATTATRAY

9 KAVADE AISHWARYA SHIVAJT
10 PATEL HARSHA VASANT
11 PATIL PRANALI VISHNU
12 PATIL SAMRUDDHI YUVRAI
13 SAKATE ANITA BHAGAVAN

Kead cipal
mﬂﬂ? Of ghaild Vivpatni Laxel Maha 102l
Mass Med Btave TalRadhenapan & oo o cuuf




Shahid Virpatni Laxmi Mahavidyalaya, Titave

Department of B.A. Mass Media
Academic Year 2019-20
Add on Program on

“From Click to Print:Camera Handling Techniques™
Schedule: 8" to 23™ July 2019, 1:00 Pm to 3:00 Pm

Syllabus

Sr.No.

DATE

TOPIC TO DISCUSS

8/7/2019

Introduction to Digital Photography:
Understanding film and paper photography

Learning about the digital revolution

9/7/2019

Advantages and disadvantages of digital photography over
film photography

' Computers as photographic tools

. How photos are used today.

10/7/2019

Digital Basics:
Digital image method of storing and processing digital
image: Raster and Vector method

11/7/2019 | Color Range — File Size — Color Models — Image |

Representation of digital image:
Resolution — Pixel Depth, Pixel Aspect Ratio — Dynamic

Compression — File Formats Calculating image
resolution for outputs,

5.

12/7/2019

Digital Platform:
Hardware and System Software

Windows Operating System




13/7/2019

Concept of Internet :

Image transportation through floppy, CD. zip and Internet

15/7/2019

Digital Capture:

Digital Image formation — Image Sensors — Different
Capturing Method: Digital camera — Scanner — Frame

Grabber

16/7/2019

17/7/2019

'DIGITAL CAMERA: Understanding how digital

' IMAGE EDITING: Image editing through image editing

Experimenting with Level and Curve.

cameras work — Digital camera types: Floppy Disc type.
Flash Card type, Hard Disc type — Overview of current
digital

software’s like Adobe Photoshop — Adjustment of
Brightness, Contrast, Tonal and Color Values -

18/7/2019

Digital Retouching & Image Enhancement:

Image size — Resolution — Selection tools and techniques—
Retouching tools — Layers — Photo mounting techniques —
Incorporation of text into picture.

19/7/2019

Digital Manipulation: Applying selective effects to
images and filters with masks and different digital
darkroom effects.

20/7/2019

Digital Output Placing photos in other documents — Using
photos on the web.

How can a digital image be printed

21/7/2019

SPECIAL FILTERS:

Color sensitivity of film, types of filter, filter factors,
contrast and density of filters and its definitions.

22/7/2019

23/7/2019

OBJECT LIGHTING:

Type of object lighting: Daylight, Artificial light and their
combination — ANGLE

PHOTO COPYING: 4.1 Copying technique, Photo |.
Copying  Techniques, Stand, lighting, cameras,
specification and uses. ‘

| A

40
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Shahid Virpatni Laxmi Mahavidyalaya, Titave

Department of B.A. Mass Media
Academic Year 2019-20
Add on Program on
“From Click to Print:Camera Handling Techniques”

Exam
Date : 23 July 2019 Time: 1:00 Pm to 3:00 Pm

Instructions:

A. All the questions are mandatory.
B. Each question for 2 Marks.

|. Which control changes the volume of light entering the came;'a?
A. Shutter
B. Aperture
C.1SO
D. Focus
2. Role of Prism Block is:
A. Highly Sen Stative to camera
B. May cause damage to whole camera
C. consist of sensor associated with

D. All of the above



_—

3. The amount of light or darkness on a photograph is known as the:
A. Exposure

B. Shutter Speed
C. Contrast
D. Sharpness

4. What is a shot with camera on a crane over the action called?
A. Two Shot

B. Eye Level
C. Crane Shot
D. Dissolve

5. An eye-level shot has what effect on the viewer?
A. Makes the viewer feel overpowered by the subject

B. Makes the viewer feel like they are looking down on the
C. Makes the viewer feel like they are looking up at the
D. Makes the viewer feel like they are in the same space as the subject

6. What Shot is used to show the emotions on a character's face?
A. Extreme Close Up
B. Long Shot
C. Aerial Shot
D. Close Up Shot

7.What shot would be used to establish the full costume of a character in TV

drama
A. Two Shot

B. Eye Level
C. Crane Shot

D. Dissolve

8.Which device in the camera turns light energy into electrical energy?

A, Aperiure
B. View finder
C. ISO

. D. lmage Sensor




9. A director would commonly use and establishing shot as the f'rst shot in a
new scene. He/She would choose to use it in

A. An extreme close up shot

B. birds-eye view shot

C. A cented angle shot

D. An establishing shot

10. A director would commonly use and establishing shot as the first shot in a
new scene. He/She would choose to use it in

A. Shot the audience a fast piece of action

B. Show the audience the protagonist of the film

C. Show the audience where the action is

D. Show the audience the climax of the film

11. What is a medium shot of a subject?
A. A shot from the knees up
B. A Shot from the feet up
C. A shot from the chest up
D. A shot from the hip up

12. Which is the best type of screen shot to use to show a conversation between
2 people?

A. Long Shot

B. B Over the shoulder shot

C . Extreme Close Up Shot

D. Aerial Shot

13.Capturing
i A.Composing
B.exposing
C. Cloning
D.making image sharper

14.Depth Of Field
A.Area in Front & behind of subject
B.Zooming capacity of lens
C.Frame of the lens
D.View finder Dimension




..... veesses CAmMera is a video camera
A.Sensor

B.Lens

C.ShutterD.Flash

D. CCD
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Shahid Virpatni Laxmi Mahavidyalaya, Titave

Department of B.A. Mass Media
Academic Year 2019-20

Add on Program on

“From Click to Print: Camera Handling Techniques”

Assessment
Sr.NO. Student Name Marks
] CHALUGAOL ASHWINI SUBHASH '
20
2 DAVAR| NITA EKANATH
2
3 KAMBALE DHANASHRI SATAPPA
4 KAMBLE ASHWINI PARASHRAM
24
5 KAMBLE DIPALI BAJIRAD
12
6 KAMBLE KOMAL SATAPPA
20
7 KAMBLE SAVITA BALAVANT
24
8 KAMBLE VIDYA DATTATRAY
L2
9 KAVADE AISHWARYA SHIVAJI
24
10 PATEL HARSHA VASANT i
28
11 PATIL PRANALI VISHNU
28
12 PATIL SAMRUDDHI YUVRAJ
2L
13 SAKATE ANITA BHAGAVAN 5
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Shahid Shikshan Prasark Mandal Titave's

Shahid Virpatni Laxmi Mahavidyalaya Titave

Acadimic Year 2019-20
Attendance Sheet
From One Click To Prini: Camera Handling Techniquoes

Depariment of B.A Mass Media

Class: 8Y BANMUM.

St Now Name OF Student Sign
D 2 [0 | (03 [ [ [ [ aqe)

i CHALUGAOL ASHWINI SUBHASH s Rh""n!’[““h“‘—’] Bﬂhﬂ,gf Ahougol | Aschused | ASch ode || AStheagea]
2 DAVARI NITA EKANATH N Byt | Fiove o | v | INE Deviad | Mbmu-.'! J.E.ﬂrﬂuﬂl Dervers |
3 RAMBALE DHANASHRI SATAPPA | (Xombb| Bombile| DXambe
3 KAMBLE ASHWINI PARASHRAM AR LY) hB
5 RAMBLE DIPALT BAJIRA( .FE.K nex. _ | Dalk
s} EAMBLE KOMAL SATAPPA h j:‘ﬂm& E
4 RAMBLE SAVITA BALAVANT &ﬂ'hn,{;. 58
8 RAMBLE VIDYA DA TTATRAY
o EAVADE AISHWARYA SHIVAJ

1

PATEL HARSHA VASANT

I

PATIL PRANALL VISHML

12

PATIL SAMRUDDHI YUVRAJ

13

SAKATE ANITA BHAGAVAN

o
intuL
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Shahid Shikshan Prasark Mandal Titave's
Shahid Virpatni Laxmi Mahavidyalava Titave
Acndimic Year 2019-20
Attendance Sheet
Fram Ome Click To Print: Camera Handling Techniques
Depariment of B.A. Muss Medin Class: SY B.AMM.
oo Name OF Student Sigm
1\5 o i
Date 'Léﬁ“ﬂ H\ﬁ"ﬁ- \'!.“'ﬂ" > k.wqﬁ‘: @\1\.’# 3 -‘l.f"-.\‘{h‘j -ﬂ:‘&}} ’lﬂht
| CHALUGAOL ASHWIN SUBLASHT Bechal iacacd |5 CR s oo pechcad ugee || A chuaged S Chaddug e
= DAVARSNIA ERANATSS 1 [N50 v | NEDavOy NG 0 awert | NEDovey [ NEDaveri | mEDaven i
3 EAMBALE THIANASHRL SATAPPA D!nmh!ﬂ Bmhg [Famble Eﬂlﬂle it nmta lhmﬁ.
4 KAMBLE ASHWINT PARASHEAM [ B [s1°Y [N B AR AR
5 KEAMBLE DIPALI BAJIRAC ﬁ! h'EE QE;E r
f EAMBLE KDMAL SATAPPA kﬂ'%m &
7 KAMBLE SAVITA BALAVANT S8 tambe] 2.6 amb] S.
8 KAMBLE VIDYA DATTATRAY
a EAVADE AISHWARYA SHIVAN
Ia PATEL HARSHA VASANT
] PATIL PRANALI VISHNTL)
Iz PATIL SAMRUTDMIHT YUVREAD
¥ SAKATE ANITA BHAGAV AN F'l (=)

o
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Shahid Shikshan Prasarak Mandal,Titave’s

SHAHID VIRPATNI LAXMI MAHAVIDYALAYA

Titave, Tal-Radhanagari Dist-Kolhapur

PH (0231) 254370 E-Mail-svim.titave@gmail.com
Ref- 2.0|9 :m/ Wm} 1) DATE:23%/07/2013

To, .
Mr.Shashikant Kumbhar. :

Founder Director,

ASK Motion Picture,

Kolhapur.
o Subject: Thanking letter for joining as Resource Person.

Ref: Add on Program Conducted in our institute on “From Click to print:
Camera Handling Techniques” from g" July 2019 to 23" July 2019.

Respected Sir,

With reference to above mentioned subject we are thankful for accepting
invitation and delivering valuable lectures for Add on program titled “From Click
to Print:Camera Handling Techniques.”. We assure you that your expertise will
definitely help our students in their future studies.

With best regards,

o Thanking You.

g
ncipa

— Principal ™
Skahid Virpaini Laxmi Mahavidyalaya
T

= k@ =} 1 L, ™ [} T #
Titava, Tal Radhanagan, Dist Kolhaput

o

Department Of
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ESTD-20/08/2008

Reg No.Maha,/24101/kop

P

Shahid Shikshan Prasarak Mandal, Tltave S

SHAHID VIRPATNI LAXMI MAHAVIDYALAYA

Titave, Tal-Radhanagari Dist-Kolhapur

PH (0231) 254370 E-Mail-svim titave@gmail.com
Ref— 18 ~20 [ermm] o DATE :23/07/2013
To,
Mr.Prasad Warke,
Assis.professor,
Shahid Virpatni Laxmi Mahavidyalaya,
) Titave.
Subject: Thanking letter for joining as Resource Person.
Ref : Add on Program Conducted in our institute on “From Click to
Print:Camera Handling Techniques” from 8" July 2019 to 23" July 2019.
Respected Sir,

With reference to above mentioned subject we are thankful for accepting
invitation and delivering valuable lectures for Add on program titled “From Click
to Print:Camera Handling Techniques” We assure you that your expertise will
definitely help our students in their future studies.

With best regards,

Thanking You.

@ G
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Shahid Shikshan Prasarak Mandal’s, Titave

CERTIFICATE

This is to Certify that Miss ........Padik. . Prenali  sishmde o
Of class 5. 4:B: B Mhas attended / participated /successfully completed six days Add on Program / Short

Term Program / Certificate Course Program of “One Click to Print: Camera Handling Techniques”

organized by B.A.Mass Media Department, S.V.L.M., Titave. Course organized

academic year... 2.018.7.%2...

Program Co-Ordinator HOD (B’A.Mass Media Department) I/ ri'rF:Tﬁ’al

— Princ

Jf“

Shahid Virpatni Laxmi Mahavidyalaya, Titave

ipal ™~
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