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MS Word & Page maker
Module 1
1. Introduction to word processing
Entering with keyboard

Formatting text

Cutting, copying & pasting
Selecting text

With mouse & keyboard

2. Editing text
Auto correct- spell check & grammar check, undo& redo
Text formatting
Changing case, drop caps, coloring & highlighting text, adding special characters,
bullets & numbering.
3. Document formatting
Paragraph formatting
Alignment, line spacing
Indentation
Tabs, using the ruler
Margins & page orientation
Page break
Headers & footers
Page numbering
4. Advanced page layout in word
Borders, box, shading, page fills & back ground

Module 2
5. Table & columns
Creating tables
Inserting tables from the menu & tool bar, drawing tables
Manipulating tables
Selecting tables elements, inserting & deleting columns & rows, adjusting table
properties, mering & splitting cells
Formatting table contents
Mathcalculation
6. Drawing & graphics tools
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Working with shapes, auto-shapes and wordart, adding graphics to your documents,

inserting a picture, importing pictures from scanners & cameras, chats & diagrams
Printing word documents

Using print preview
Mailmerge

Notes
1. The course ‘MS Word & page maker’ is a practical course.
2. Practical examination to be conducted by the university

3. Arecord of a minimum 10 pages maker and MS Word work must be done by a
student .

Ten hours for Seminar/ tests.

5. Students strength for practical batch shall be 8. Each practical batch must be
supervised by a course teacher.
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Photoshop, Corel Draw & DTP

(B20AW @3 2 @&IE1OONFlo) & B& It la@lglo®))
OJT Project & Report
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PHOTOSHOP, COREL DRAW& DTP

Module 1

1.

Getting started with Photoshop

Opening as existing file
The Photoshop program window, title bar, menu bar, the options bar, images window,
image title bar, the navigator palette, color palette, layers palette, screen modes,
the toolbox, guidelines for working with toolbox, creating a new file, saving files,
reverting files, closing files.
Working with images & colors
Bitmap & vector images, file types for various purposes (RGB,CYMK), opening
recently used files images sizes

Changing the images size, image resolution, changing the resolution.

Editing photographs from our own albums & images

Scanning images, rotating images, cropping, hiding instead of cropping , canvas
size, color modes, file formats, setting the current foreground & background colors,
color picker palette, eye- dropper tool, swatches palette.

Making sections

Selection tools

Marquee selection tools, lasso tools ( polygonal lasso tool, magnetic lasso tool,
magic wand too, grow & similar commands, moving a selection, editing selections,
filling a section, transforming selections, inverting a selection.

Module -2

Painting & editing tools

Painting tools painting tool options, paintbrush tool, brushes palette, creating a
new brush, undo, history brush tool, art history brush tool, gradient tool, paint
bucket tool.

Drawing tools

Drawing basic geometric shapes, custom shape tool.

Editing tools

Blur tool, sharpen tool, smudge tool, clone stamp tool, pattern stamp tool.
Toning tools

Dodge tool, burn tool.

Eraser tools
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Eraser tools, background eraser tool, magic eraser tool, slice tool.

. Layers

Layer palette

Working with layers, creating a new layer, selecting , hiding / showing, deleting,
sorting, repositioning , merging, linking and transforming layers, layers effects,
rotating skewing, flipping & distorting layers

. Type

Creating types, changing the types settings, converting point types to paragraph
type, warping types , styles, converting type layers to standard layers, the types
selection

. Filters

The filter menu, artistic filters, pixelate filters, render filter, sketch filters, stylize
filters & customer filters
Module 3

. Core IDRAW Basics

Getting started with core DRAW

Creating a new file

The coreIDRAW Screen

Title bar, menu bar, standard tool bar, work area and printable pages, property
bar, page counter bar, color palette, toolbox ,status bar

Drawing basic geometric figures

Drawing lines, drawing ellipse and circles, drawing rectangles and squares, drawing
polygons

Saving and closing a file, opening an existing Corel drawing views

Normal view, full screen preview, Simple wireframe view, draft view and Zoom
The view Manager-Creating a view
9.Drawing and Selecting

Getting familiar with the Toolbox

Getting started with the Project

Selecting an object, resizing an object, moving changing the shape of an object,
combining two objects, skewing an object, drawing a polygon, welding the objects,
blending two objects, drawing a curved line, drawing straight lines, continuing a
line, changing the view mode, the art is tic media tool, rotating an objects, the fill
toolflyout, filling an object with single colour, artistic media tool in spray mode.

Module 4

10.Working with Text

The text tool

Artistic text, paragraph text

Converting from one Text type of Another
Formatting text
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Changing the font size of the text, arranging objects, ordering the objects,
changing the font applying bullets, decorating the text, webdings.

The text editor

Opening the editor, Changing the alignment, changing the type style, spell &
grammer checking of the text, replacing the text, editing characters, kerning text,
formatting individual characters

11.Working the images

Bitmap and Vector Images, Resizing, rotating, skewing & cropping an image,
importing and exporting images Resizing, moving, rotating and skewing an
image.

12.Page Layour and Background

Changing the page size(paper type & dimensions)changing the page layout,
changing the page back ground page frame.

Module 5

13 DTP

Familiarizing different types of outputs (laser printer output, flexography,
photographic print etc 10DTP work incorporating PageMaker, Corel DRAW and
Photoshop.

10.hours for Seminar/Tests

A record of a minimum of DTP work work must be done by a student

Practical examinations to be conducted by the University.

Reference

1.Jennifer Ackerman Kettell, Guy Hart-Davis and Curt Simmons, 2003,
Microsoft Office 2003: The complete Reference, Tata MCGraw-Hill Publishing
Company Limited -NewDelhi

2.0ffice 2003, 2005, dreamtech Press-NewDelhi.

3.Scott Basham, 2009, Pagemaker in Easy steps, dremtech Press-New Delhi.
4.Dawn Erdos, 1995, Teach yourself Core IDRAW, BPB publications-New
Delhi.

5.Stephen Copestake, 1998, CoreIDRAW, Complex Computer Publishing.
6.Adrienne Thommy 2004, photoshop, Firewall media-Newdelhi.

7.Deke MC Clelland, 2005, Photoshop, Wiley eastern-dreamtch India Pvt.LLtd.
Note

1.The course MS Word & Pagemaker is a practical course

2.Practical examinations to be conducted by the University.

3.A record of a minimum 10 page maker and MS Word work must be done by a
student.

4.Then hours for seminar /tests.

5.Students strength for practical batch shall be 8 each practical batch must be
supervised by a course teacher.
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ON THE JOB TRAINING,
PROJECT AND REPORT

Model II BA Malayalam Vocational students should submit a project report
pertaining to the conduct of on the job training (as it is a part of Vocational Course
VII)containing a detailed account of the various stages of the project work. The
basic facts/documents used for the project work must be attached along with the
report. The basic facts/documents used for the project work must be attached along
with the report. The basic facts/documents are to be determined in accordance with
the vocation content. For copy editing these documents are the body of the matter
before editing and the ideas and models etc. used for copying writing. The teacher
concerned will decide on the topic of the project and will evaluate the project. The
grade for this course must be submitted to the University along with the internal
assessment of the Fourth semester.
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CORE MODULE SYLLABUS FOR ENVIRONMENTAL STUDIES & HUMAN
RIGHTS
FOR UNDER GRADUATE COURSES OF ALL BRANCHES
OF HIGHER EDUCATION
Vision

The importance of environmental science and environmental studies cannot be
disputed. The need for sustainable development is a key to the future of mankind. Continuing
problems of pollution, solid waste disposal, degradation of environment, issues like
economic productivity and national security, Global warming, the depletion of ozone layer
and loss of biodiversity have made everyone aware of environmental issues. The United
Nations Conference on Environment and Development held in Rio de Janerio in 1992 and
World Summit on Sustainable Development at Johannesburg in 2002 have drawn the
attention of people around the globe to the deteriorating condition of our environment. It is
clear that no citizen of the earth can afford to be ignorant of environment issues..
India is rich in biodiversity which provides various resources for people. Only about 1.7
million living organisms have been described and named globally. Still many more remain
to be identified and described. Attempts are made to conserve them in ex-situ and in-situ
situations. Intellectual property rights (IPRs) have become important in a biodiversity-rich
country like India to protect microbes, plants and animals that have useful genetic properties.
Destruction of habitats, over-use of energy resource and environmental pollution have
been found to be responsible for the loss of a large number of life-forms. It is feared that a
large proportion of life on earth may get wiped out in the near future.
In spite of the deteriorating status of the environment, study of environment have so far
not received adequate attention in our academic programme. Recognizing this, the Hon’ble
Supreme Court directed the UGC to introduce a basic course on environment at every
level in college education. Accordingly, the matter was considered by UGC and it was
decided that a six months compulsory core module course in environmental studies may
be prepared and compulsorily implemented in all the University/Colleges of India.
The syllabus of environmental studies includes five modules including human rights. The
first two modules are purely environmental studies according to the UGC directions. The
second two modules are strictly related with the core subject and fifth module is for human
rights.
Objectives

¢ Environmental Education encourages students to research, investigate how and
why things happen, and make their own decisions about complex environmental
issues by developing and enhancing critical and creative thinking skills. It helps to
foster a new generation of informed consumers, workers, as well as policy or
decision makers.

¢ Environmental Education helps students to understand how their decisions and
actions affect the environment, builds knowledge and skills necessary to address
complex environmental issues, as well as ways we can take action to keep our
environment healthy and sustainable for the future. It encourages character building,
and develop positive attitudes and values.
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¢ To develop the sense of awareness among the students about the environment and
its various problems and to help the students in realizing the inter-relationship
between man and environment and helps to protect the nature and natural resources.

¢ To help the students in acquiring the basic knowledge about environment and the
social norms that provide unity with environmental characteristics and create
positive attitude about the environment.

SYLLABUS
4 credits 72 hrs
Module I
Unit 1 : Multidisciplinary nature of environmental studies
Definition, scope and importance (2 hrs)

Need for public awareness.
Unit 2 : Natural Resources :
Renewable and non-renewable resources : Natural resources and associated
problems.
a) Forest resources : Use and over-exploitation, deforestation, case studies.
Timber extraction, mining, dams and their effects on forest and tribal
people.
b) Water resources : Use and over-utilization of surface and ground water,
floods, drought, conflicts over water, dams-benefits and problems.
¢) Mineral resources : Use and exploitation, environmental effects of extracting
and using mineral resources, case studies.
d) Food resources : World food problems, changes caused by agriculture and
overgrazing, effects of modern agriculture, fertilizer-pesticide problems,
water
logging, salinity, case studies.
e) Energy resources: Growing energy needs, renewable and non renewable
energy sources,
use of alternate energy sources, Case studies.

f) Land resources: Land as a resource, land degradation, man induced landslides, soil
erosion

and desertification
e Role of individual in conservation of natural resources.

e Equitable use of resources for sustainable life styles. (10
hrs)

Unit 3: Ecosystems
e Concept of an ecosystem

e Structure and function of an ecosystem
e Producers, consumers and decomposers

e Energy flow in the ecosystem
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Ecological succession
Food chains, food webs and ecological pyramids.

Introduction, types, characteristic features, structure and function of the given
ecosystem:- Forest ecosystem
(6 hrs)

Module 11

Unit 1: Biodiversity and its conservation

Introduction
Biogeograhical classification of India

Value of biodiversity: consumptive use, productive use, social, ethical, aesthetic and
option values.

India as a mega-diversity nation
Hot-sports of biodiversity
Threats to biodiversity: habitat loss, poaching of wildlife, man-wildlife conflicts

Endangered and endemic species of India

( 8 hrs)

Unit 2: Environmental Pollution

Definition

Causes, effects and control measures of: -

a. Air pollution

b. Water pollution

c. Soil pollution

d. Marine pollution

e. Noise pollution

f. Thermal pollution

g. Nuclear hazards

. Solid waste Management: Causes, effects and control measures of urban and

industrial wastes.

o Role of an individual in prevention of pollution
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. Pollution case studies

. Disaster management: floods, earthquake, cyclone and landslides. (8
hrs)
Unit 3: Social Issues and the Environment
o Urban problems related to energy
. Water conservation, rain water harvesting, watershed management
. Resettlement and rehabilitation of people: its problems and concerns, Case
studies
o Environmental ethics: Issues and possible solutions

Climate change, global warming, acid rain, ozone layer depletion , nuclear
accidents and holocaust, Case studies

. Consumerism and waste products
. Environment Protection Act
. Air ( Prevention and Control of Pollution) Act
. Water (Prevention and control of Pollution) Act
. Wildlife Protection Act
. Forest Conservation Act
o Issues involved in enforcement of environmental legislation
. Public awareness
(10 hrs)
Module - V

Unit 1- Human Rights— An Introduction to Human Rights, Meaning, concept and

development, Three Generations of Human Rights (Civil and Political Rights;
Economic,  Social and Cultural Rights).

Unit-2 Human Rights and United Nations — contributions, main human rights
related organs - UNESCO,UNICEF, WHO, ILO, Declarations for women and children,
Universal Declaration of Human Rights.

Human Rights in India — Fundamental rights and Indian Constitution, Rights for
children and women, Scheduled Castes, Scheduled Tribes, Other Backward Castes and
Minorities

Unit-3 Environment and Human Rights - Right to Clean Environment and Public
Safety: Issues of Industrial Pollution, Prevention, Rehabilitation and Safety Aspecto  f
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New Technologies such as Chemical and Nuclear Technologies, Issues of Waste
Disposal, Protection of Environment

Conservation of natural resources and human rights: Reports, Case studies
and policy formulation. Conservation issues of western ghats- mention Gadgil

committee report, Kasthurirengan report. Over exploitation of ground water resources,
marine fisheries, sand mining etc.
(8 Hrs)
Internal: Field study
. Visit to a local area to document environmental grassland/ hill /mountain
o Visit a local polluted site — Urban/Rural/Industrial/Agricultural Study of
common

plants, insects, birds etc

o Study of simple ecosystem-pond, river, hill slopes, etc

(Field work Equal to 5
lecture hours)
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SIX MONTHS COMPULSORY CORE MODULE COURSE IN
ENVIRONMENTAL STUDIES & HUMAN RIGHTS : FOR
UNDERGRADUATES

Teaching Methodologies

The core Module Syllabus for Environmental Studies includes class room teaching and
Field Work. The syllabus is divided into five modules covering 72 lectures. The first two
modules will cover 44 lectures which are class room based to enhance knowledge skills
and attitude to environment. The third and forth is based on subject related environmental
studies which will be covered in 20 lecture hours and would provide student a
multidisciplinary knowledge on environmental issues in relation with the core subject.
Human rights is also included in the fifth module and 8 lectures are set apart for that. Field
study is one of the most effective learning tools for environmental concerns and is purely
for internal evaluation. This moves out of the scope of the text book mode of teaching into
the realm of real learning in the field, where the teacher merely acts as a catalyst to interpret
what the student observes or discovers in his/her own environment. Field studies are as
essential as class work and form an irreplaceable synergistic tool in the entire learning
process.

e  Course material provided by UGC for class room teaching and field activities be utilized.

e The universities/colleges can also draw upon expertise of outside resource persons for
teaching purpose.

e Environmental Core Module shall be integrated into the teaching programmes of all
undergraduate courses.
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