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CERTIFICATE COURSE IN BASIC COMPUTER 

Experience the power of learning 
 

 

 
It Does More. It Costs Less. It’s that Simple. 



 

 

Syllabus 

Contact Hours: 60 

1. KNOWING COMPUTER 

1.Introduction 

1.1Objectives 

1.2What is Computer? 

 
1.2Basic Applications of Computer 

1.3Components of Computer System 

1.3.1Central Processing Unit 

1.3.2Keyboard, mouse 

1.3.3Other Input devices 

1.3.4Other Output devices 

1.3.5Computer Memory 

1.4 Concept of Hardware and Software 

1.4.1Hardware 

1.4.2Software 

1.4.2.1Application Software 

1.4.2.2Systems software 

1.5Concept of computing, data and information 

1.6Entertainment 

1.7 Bringing computer to life 

 
1.7.1Connecting keyboard, mouse, monitor and printer to CPU 

1.7.2Checking power supply 



1.8 Summary 

 
2. Operating Computer Using GuiDbased Operating System 

 
2. Introduction 

2.1Objectives 

2.2Basics of Operating System 

2.2.1Operating system 

2.3.3Menu 

2.4.1Changing System Date And Time 

2.4.2Changing Display Properties 

2.4.5Adding and removing Printers 

2.5File and Directory Management 

2.5.1Creating and renaming of files and directories 

 
3. UNDERSTANDING WORD PROCESSING 

 
3. Introduction 

3.1Objectives 

3.2Word Processing Basics 

3.2.1Opening Word Processing Package 

3.3Opening and closing Documents 

3.3.1Opening Documents 

3.3.2Save and Save as 

3.3.3Page Setup 

3.3.4Print Preview 

3.3.5Printing of Documents 

3.4Text Creation and manipulation 



3.4.1Document Creation 

3.4.2Editing Text 

3.4.3Text Selection 

3.4.4Cut, Copy and Paste 

3.4.5Spell check 

3.4.6Thesaurus 

3.5Formatting the Text 

3.5.1Font and Size selection 

3.5.2Alignment of Text 

3.5.3Paragraph Indenting 

3.5.4Bullets and Numbering 

3.5.5Changing case 

3.6Table Manipulation 

3.6.1Draw Table 

3.6.2Changing cell width and height 

3.6.3Alignment of Text in cell 

3.6.4Delete / Insertion of row and column 

3.6.5Border and shading 

3.7Summary 

3.8Model Answers 

3 .9 Manipulation of Cells 

 
4. CHAPTER-4 

 
4.1Entering Text, Numbers and Dates 

4.2Creating Text, Number and Date Series 



4.3 Editing Worksheet Data 

 
4.4 Inserting and Deleting Rows, Column 

4.5Changing Cell Height and Width 

4.6Formulas and Function 

5. INTRODUCTION TO INTERNET, WWW AND WEB BROWSERS 

 
5. Introduction 

5.1Objectives 

5.2Basic of Computer Networks 

5.2.1Local Area Network (LAN) 

5.2.2Wide Area Network (WAN) 

5.3Internet 

5.3.1Concept of Internet 

5.3.2Applications of Internet 

5.3.3Connecting to the Internet 

5.3.4Troubleshooting 

5.4World Wide Web (WWW) 

5.6.5Printing Web Pages 

6. COMMUNICATIONS AND COLLABORATION 

 
6. Introduction 

6.1Objectives 

6.2Basics of E-mail 

6.2.1What is an Electronic Mail 

6.2.2Email Addressing 

6.3Using E-mails 



6.3.1Opening Email account 

6.3.2Mailbox: Inbox and Outbox 

6.3.3Creating and Sending a new E-mail 

6.3.4Replying to an E-mail message 

6.3.5Forwarding an E-mail message 

6.3.6Sorting and Searching emails 

6.4Document collaboration 

6.5 Instant Messaging and Collaboration 

6.5.1Using Instant messaging 

6.5.2Instant messaging providers 

6.5.3Netiquettes 

6.6 Summary 

6.7Model Answers 

7. Making Small Presentations 

 
7.Introduction 

71 Objectives 

7.2Basics 

7.2.1 Using PowerPoint 

 
7.2.2 Opening A PowerPoint Presentation 

7.2.3Saving A Presentation 

7.3 Creation of Presentation 

 
7.3.1 Creating a Presentation Using a Template 

7.3.2Creating a Blank Presentation 

7.3.3Entering and Editing Text 



7.3.4Inserting And Deleting Slides in a Presentation 

7.4Preparation of Slides 

7.4.1Inserting Word Table or An Excel Worksheet 

7.4.2Adding Clip Art Pictures 

7.4.3Inserting Other Objects 

7.4.4Resizing and Scaling an Object 

7.5Presentation of Slides 

7.5.1Viewing A Presentation 

7.5.2Choosing a Set Up for Presentation 

7.5.3Printing Slides And Handouts 

7.6Slide Show 

7.6.1 Running a Slide Show 

7.6.2Transition and Slide Timings 

7.6.3Automating a Slide Show 
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Short Term Courses 
 

Certificate Course in Beauty Parlour 

 
Because skill development is our motto……………………….. 

 

 

 
 

 

 

 

 

Revitalize your beauty. Revitalize your soul. 



 
 
 
 
 

 
 
 

 
Course Content:- 

SYLLABUS(BasicLevel) 

Contact Hours: 120 Hours 

 

A: Personality Development, Health and Hygiene, Nutrition 

B: Physical Education, Business Administration 

C: Physiology and Anatomy, Skin Care (dermatology), Sterilization, Natural Science 

 
Syllabus 

1. Eyebrows and types 

a. Oval 

b. Long 

c. Round 

d. Square 

e. Heart 

f. Diamond 

2. Waxing and types 

a. Full Hands 

b. Full Legs 

c. Thighs 

d. Neck 

e. Face 

f. Full body 

3. Manicure 

a. For the fingernails and hands 

4. Pedicure 

a. For feet and the nails 

5. Bleaching 

a. Full Hands 

b. Full Legs 

c. Neck 

d. Face 

e. Hair 

f. Full body 

6. Facial massage 

http://en.wikipedia.org/wiki/Fingernail
http://en.wikipedia.org/wiki/Hand
http://en.wikipedia.org/wiki/Nail_(anatomy)


7. Make-up 

a. Day make Up 

b. Evening Make Up 

c. Party make Up 

d. Bridal Make Up 

8. Head Massage 

9. Hair treatments 
a. Mehendi dye 

b. Shampoo and hair conditioning 

c. Hair colour 

10. Hair style 

a. Bun for long hair 

b. Curly hair style 

c. French braid, French twist 

d. Layered 

e. Ponytail etc. 

11. Hair cuts 

a. ‘U’ hair cut 

b. Bob cut 

c. Straight cut 

d. Step cut 

e. Layered 

f. Sadhana cut etc. 

12. Saree Draping 

a. Simple 

b. Gujarati 

c. Bengoli 

d. Maharashtrian ( Nauwari) 

e. Ghagrasaree 

13. Communicate in the workplace 

14. Apply safe working practices 

15. Sell products and services 
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Short Term Course 

Certificate Course 

in 

Dairy 

Sciences 
 



Syllabus 

Duration: 60 hours 
 
 

Sr. 

No. 
Name of the Topic 

 
Description 

Duration 

in Hrs. 

Theory 

 
 
 
 
 
 
 
 
 
 

1 

 
 
 
 
 
 
 
 
 
 

Introduction to Dairy 

Sciences 

1.1 
Introduction of Market Milk and Dairy 

Science 
(02) 

1.2 
Scope and limitation for dairy forming in 

India 
(02) 

1.3 Nutritive value and Composition of Milk (02) 

1.4 
Chemical Composition of Milk of different 

species of animal 
(02) 

1.5 Microbiology of the Milk (02) 

1.6 Milk protein and their role for human body (02) 

1.7 
Milk Carbohydrates and their role for 

human body 
(02) 

1.8 Milk Vitamin and their role for human body (02) 

1.9 
Dried Milk Products, their composition, 

manufacture and Uses 
(02) 

1.10 
Milk Products, their composition, 

manufacture and Uses 
(02) 

Practical 

 
 
 

2 

 
 
 

Platform Test 

2.1 Principle and methods (02) 

2.2 Milk Testing: Platform Test  
 
 

(02) 

2.3 Odor /Smell 

2.4 Appearance 

2.5 Color 

2.6 Consistency 



  2.7 Temperature  

2.8 
Determine of specific gravity and Density of 

Milk 

 
 
 

 
3 

 
 
 

Detection of 

Adulteration 

3.1 Detection addition of Starch in Milk 
(02) 

3.2 Detection addition of cane sugar in Milk 

3.3 Detection adulteration in Khoa 
(02) 

3.4 Detection adulteration in Ghee 

3.5 Detection adulteration in Butter  
(02) 

3.6 
Detection of cellulosic material added in Ice 

cream 

 

 
4 

 
Detection of 

Preservatives 

4.1 Detection of Formalin (Hebner test) (03) 

4.2 Detection of Hydrogen peroxide (H2O2) (03) 

4.3 
Detection of Boric acid (Turmeric paper 

test) 
(03) 

 
 
 

 
5 

 
 
 

Preparation of Dairy 

products 

5.1 Preparation of Paneer (03) 

5.2 Preparation of Chakka and Shrikhand (03) 

5.3 Preparation of Aamrakhand (03) 

5.4 Preparation of Ice-Cream (03) 

5.5 Preparation of Kulfi (03) 

5.6 Preparation of Khoa (03) 

5.7 Preparation of Basundi (03) 
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Certificate Course in Fashion Designing 

 

 

 

 
 

Fashion is life ! 

Enhancing and like everything that gives pleasure, it is worth doing well… 



 An introduction to the fashion design course 

 What skills do you need? 

 Career paths 

 Your strengths and weaknesses 

 Getting inspiration 

 Fusing Technology 

 Safety 

 Safety during work 

 First Aid 

 First Aid Box 

 Information on Sewing Machines 

 Different types of sewing machine 

 Single needle, double needle, Button holder and tackar, over lock etc 

 Maintenance of Sewing Machines 

 Uses and care of these machines 

 Oiling and cleaning 

Unit 3 – Introduction to Sewing Machines 

Unit 2– Technical Terms & their use in the trade “Cutting & Tailoring” 

Unit 1 – Welcome to the course 

 

SYLLABUS 

Contact hours: 120 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Main parts and their function. 

 Minor adjustment while operating sewing machine 

 Special attachments and their uses. 

 Repairs and corrections in Machine and stitches 

 Useful materials for sewing 



 Trimming materials for dress 

 Different fastener used in dress making trade, 

 Various parts of making. Hook Zips, Buckle, and Buttons. 

 Correct method of taking measurements 

 How to record measurements 

Paper cutting 

 Purpose of making paper pattern, 

 principles and techniques of making of paper pattern 

 Their uses in dress & cutting i.e. layout etc. 

Cutting Technology 

 Estimation of cloth for 

 Different width 

 Different Size 

 Different Fabric Pattern 

Unit 7 –Basic stitches and operations 

Unit 6–Measurements and Cuttings 

Unit 5 – Trimming Material 

 
 

 Different sewing threads used for different making material 

 Sewing needles. 16,18 
 
 

 

 Stitches for making and decoration of dress, 

 seams, pleats, for dress making. 

 Darts, tucks, smocking, sheering and different types of Buttonholes. 

Unit 4 – Sewing thread for dress 



 Use of accessories like buttons, Elastic, zips in sewing 

 Drafting simple hand bag 

 Variety of necks, strips, facing and lining 

Round neck U neck 

Square neck V neck 

Leaf neck 

Kids Apparel 

 New born essentials 

Cloth Diapers 

Simple baby suit 

 Kids Daily wear 

Night Suit 

Sun – frock 

A-Shape Frocks 

School Uniform (Skirt and Blouse) 

Girls Apparels 

Unit 9 – Drafting, pattern making lying, cutting stitching and finishing. 

Unit 8 – Sewing 

Types of stitches: 

 
Plain seams, French seams, Flat or abutted seams, Lapped seams 

 

 

 

 

 

 Petticoat 

4 kali Petticoat 

Plated Petticoat 

8/6 kali Petticoat 



 Tunics and tops 

Tops with variety of collars 

Short tops 

Simple tops 

 Kurta 
 

average shape, construction aliens and fitting. 

Simple Kurta 

Apple cut Kurta 

Short Kurta 

Anarkali 

 Salwar 

Normal salwar 

Chudidar 

Patiyala 

Semi patiyala 

Dhoti Kurta 

Women Apparels 

 Blouse 

Simple Blouse 

Blouse with variety of collars and necks 

 Alteration of Pattern in respect of individual figure, 

For individual height and girth proportion / disproportion normal/abnormal /Development 

Unit 10 – Adjustment of cutting method 



 

 
 

 The proportions, 

 The medium 

 The painting technique 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Entrepreneur Skills, Planning, Finance and Control, Fashion 

Designs and role of obsolesce 

 

Skills, techniques and Strategies to present yourself-A Fashion Designer and your Designs. 

Unit 11 –Fashion drawing and collection collages 

Unit 15-Presenting yourself 

 Perspective and movement 

 The colors 

 The pattern 

 The collage 

 Marketing your fashion design business 

 How to look for work 

 Printed materials 

 Printed advertisements 

 Using PR to get business 

 Creating a website 

 Networking 

Poise for the successful Fashion Designer. Development of efficiency and work style. Custom 

Designing Market. Know your clients. Positioning of your product. Developing your charisma. 

Unit 14-Planning 

Unit 13-Fashion Designer’s Strategies For Success 

Unit 12 – Marketing 



 
 

Organizing and participation. Its role in Modern Fashion trade and industry.Auditorium Fashion 

Terms and Expressions. It is mandatory to complete final design project which comprises of 

illustration, research, photoshoot and final show - a separate amount shall be paid for the same. 

 

 
organizing and participation in an exhibition. Strategies for successful publicity. Getting best out 

of the exhibitions. 

 

Practical job operations and skills : 

1.Correct handling of: 

 Measuring Equipments in the workshop 

 Drafting Tools and Equipments 

 Cutting Tools and Equipments 

 Pressing Equipments and the related safety precautions. 

 
2. Correct operation of different sewing machines (e.g. Hand, Treadle and Power 

along with attachments) Using paper and cloth. 

 

3. Identification of different types of fabrics and correct handling of the sewing machine. 

 
4. Pressing (use of heat, damp- and special Equipments e.g. needle board, cushion etc.) 

 
5. Threading of and tension adjustment of sewing machines. 

 
6. Making of stitches e.g. basting, Run stitch, diagonal, cross, fine etc. 

 
7. Making different kind of seams, pleats, darts, tucks. 

 
8. Making different smocking and worked and Bound button holes. 

 
9. Making of tailored trimmings e.g. Flower, appliqué , kliting, smoke piece, cords etc. 

 
10. Making of A saree, petticoat - (4 and 6 panels, 8/6 kali Petticoat) 

 

11. Making of saree blouses of different style. 
 

 

 

 

 

 

 

 

 

Unit 16-Fashion show 

Unit 14-Planning 
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Certificate Course in 

Flower Making 
 

 

 

 
 
 

 

 



Syllabus 

Contact Hours: 60 

 
• Aster 

 

• Tulip 

 

• Hibiscus 

 
• Marigold 

 
• Rose 

 

• Calla Lily 

 
• Mogara and its Buds 

 
• Leaves 

 
• Preparation of Garlands, Bouquet and Gajara 

 

 
 General Requirements: 

 

 Paper, scissors, glue, a pen or marker for drawing lines, a few clamps etc. 

 

 The paper choices are unlimited, but watercolor paper, cardstock, regular and 

colored bond paper, craft paper, tissue paper etc. 
 

 

 
 



1. To make the little red tulip flower here’s what you need: 

 Step 1: To make the little red tulip, cut out 5 petals in the shape of a tear with the grain 

of the crepe going vertically. 

 Step 2: Cut out grass by folding the paper in half a few times and cutting into it like 

chards. The grain of the crepe should go vertically. 

 Step 3: Fold the bottom of the grass in about 1/4″ inch. You will glue this onto the top 

of the box. 

 Step 4: To make the flower, dab some glue onto the bottom of the first petal and quickly 

add the wire onto it. 

 Step 5: Add the second petal on around the first one. 

 Step 6: Add the third petal on. 

 Step 7: Overlap the 4th and 5th petals onto the outside of the inner three. 

 Step 8: Cut about 1/2″strip of green crepe paper measuring about 6″ for a 4″ flower stem. 

 Step 9: Glue a dab of glue at the base of the flower and wrap it down the stem. 

 Step 10: Add in a leaf then continue wrapping. 

 Step 11: Make however many flowers you’d like to to complete your garden. 

 Step 12: Glue the grass strips onto the top of the box.Step 13: Either poke holes into the 

top of your box or glue the flowers in place. 

 

 

 

 
 



2. To make the marigold flower here’s what you need: 

Paper, scissors, glue, a pen or marker for drawing lines, a few clamps etc. 
 



3. To make the rose flower here’s what you need: 

Paper, scissors, glue, a pen or marker for drawing lines, a few clamps etc. 
 

 

 



4. To make the calla lily flower here’s what you need: 

Doublets crepe paper, orange or ivory, Stem wire 18 gauge, Air drying clay in yellow, 

Tacky Glue, Scissors etc. 

 
1. Cut a doublets crepe paper of choice into half and place the half sheets one on top of 

other. Using a template cut a pair out. 

2. Apply tacky glue and paste the 2 layers together. 

3. Make a ball out of air drying clay. Roll onto a cheese grater to form 3 inch long roll. 

4. Place the centre onto the calla lily shape. 
 

 

 
 

 

 

 

 



5. To make mogara flower here’s what you need: Solawood, , thread, scissors etc. 
 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

2 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

4 

1 

3 



6. To make leaves here’s what you need: paper, scissors, wire, thread, glue etc. 
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Certificate course in 

Graphics 
 

 

 
 

Ideas are transformative 
 

 
 
 
 



 
 
 

1. Software 

1.1) What is software? 

1.2) Software Installation 

1.3) Software Version 

2. Hardware 

2.1) What is hardware? 

Syllabus 

Contact hours:60 

2.2) Various types of hardware parts 

 
3. Printer 

3.1) Printer types 

3.2) Printer paper types 

 
4. MS-Paint 

4.1) Save images in different types 

4.2) Resize the images 

4.3) Change the images 

4.4) Adjust the image on cutting and joining 

 
5. Adobe Photoshop 

5.1) Create different types of images 

5.2) Arrange the sizes of images 

5.3) Give special effects of the images 

5.4) Mixing of special effects on images 

5.5) Add special symbol on images 

5.6) Different formats of the images 

6. Windows Movie Maker 

6.1) Creating video files using images 
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Certificate Course in Imitation Jewellery 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Accelerating beauty… 



Syllabus 
 

 

Contact Hours – 120 Hours 

 

 
CHAPTER - I 

 

 
 Concept of Imitation Jewellery-Introduction, Definition

 
 Origin of Jewellery-Purpose and designs of Jewellery

 
1) Practical - Demonstration 

 
2) Jewellery history-Traditional and modern 

 
 Introduction of Metals and stones-

 
1. Gold 

 
2. Red Gold 

 
3. White Gold 

 
4. Rolex 

 
5. Bentex 

 
6. Kundan 

 
7. Polki Stone 

 
8. Pearl 

 
3) Practical-Demonstration of various type of stone and metals 



CHAPTER - II 

 

 
 Basic knowledge of required tools

 
 Beading and wire working

 
 Practical-Beading

 
 Practical-Wire Work

 
 How to make Jewellery

 
1. Necklaces 

 
2. Ear rings 

 
3. Bangles 

 
4. Anklets 

 
 How to make Stone Jewellery

 
1. Kundan 

 
2. Polki sets 

 
3. Pearl Jewellery 

 
 Practical -Preparation of necklaces and ear rings

 
 Practical -Bangles, Anklets, Kundan, Perl Jewellery



CHAPTER - III 

 

 
 Introduction

 
 Basics of Computers

 
 Information System

 
 Software and Data Management

 
 Designing Jewellery on computer

 
 

CHAPTER - IV 

 

 
 Imitation Jewellery and institute

 
 How to sale your Jewellery

 
 Marketing and selling of Jewellery

 
 

EXAMINATION 

 

 
 Practical

 
 Projects
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Certificate Course in Mehendi 
 

 

 

 



SYLLABUS 

 (Basic Level) 

 

Contact Hours: 60 
 

 

 

 

     

 
This course will give an introductory look at the decoration technique 

used for Asian weddings and religious festivals. This henna  method is  also  

used for body decoration such as temporary tattoos. There may be a small 

charge for any materials used. The course is ideal for beginners. 



You will be required to complete an Individual Initial Assessment form at 

the start of your course. Your tutor will provide induction and guidance at the 

beginning of your course. 

 
1. Aims and Objectives:- 

 
 Reinforcing and expanding the knowledge level of students. 

 Perform and present their hidden talents, skill or art at the college 

platform. 

 Students will understand the cultural and historical significance of 

Mehendi. 

 
2. Course Content: 

 
 Origin, history and tradition 

 Medicinal importance of Mehendi 

 Preparing Mehendi cone. 

 Application / practical use of the design 

 Basic course with various designs and types of Mehendi: 

 
1) Rajasthani Mehendi 

 
2) Gujrathi Mehendi 

 
3) Dulhan Mehendi 

 
4) Arabian Mehendi 

 
5) Block Mehendi 

 
6) Sparkel Mehendi 

 
7) Fevicol Mehendi 

 
8) Original dulhan Mehendi 

 
9) Block brown shaded Mehendi 



Origin, history and tradition 
 

The practice of henna body decoration dates back to Islam. Henna is 

thought to have first come into use in Egypt for coloring fingertips and 

finger nails, palms of hands, and soles of feet. In Middle East, the leaves  

of the henna plant have been used for centuries as a beautification of the 

hands and feet. This has been done particularly as religious ritual or 

during some ceremony. In India, the women utilize it to beautify 

themselves before big occasions such as wedding and holidays. The 

traditional patterns mimic a lacy look, like gloves on the  hands  and  

arms, and very intricate and ravishing. 

Medicinal importance of Mehendi 

 Henna is considered as an ancient herb of grace and healing. 

 When Henna is applied to the skin, its active elements provide cooling 

and astringent action along with protection against many  surface  

fungi and bacteria. 

 Henna can help to lower body temperature to soothe headaches, 

fevers, burning feet (which may be a B- Vitamin deficiency), and even 

hysteria or a violent temper. 

Preparing Mehendi cone 



Application / practical use of the design 

Basic course with various designs and types of Mehendi: 

1) Basic shapes: 
 

 
Rajasthani Mehandi Dulhan Mehandi 

 



Arabian Mehandi Sparkel Mehandi 
 

 
Intake capacity: 30 seats per batch 

 
Eligibility: Passed student of any Discipline having interest in Mehendi course. 

 
 

Selection mode: Candidates those who are interested. 

 
 

Fees:Rs. 600/- 

 
 

Fees assistance (if necessary):1 Installments 

 
 

Evaluation: Tests, Project, Assignment on individual choice 



Grading System: 
 
 

Letter 

Grade 

Notional 

Correlates 

Corresponding percentage 

in numerical marks 

A 

B 

C 

D 

E 

Excellent 

Very good 

Good 

Satisfactory 

Unsatisfactory 

70% and above 

55% and above but less than 70% 

45% and above but less than 55% 

35% and above but less than 45% 

below 35% 

 
Skills Acquired: 

Enhancing artistic attitude 

Various designs of Mehendi 

Artistic Tattoos 

Career Opportunities: 

 Trainer 

 Own business 

 Wedding orders 

 
How to apply: Forms are available at office of the college 

 
Contact details: Office- 0241-2430318 
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CERTIFICATE COURSE IN MICRON 
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CERTIFICATE COURSE IN MICRON 

 

Contact Hours: 60 
 

MIRROR 

 
Step 1: Cut 20 pieces of Para cord at 4.2 feet each. Each pack of Para cord yields five of these 

pieces so you need four packs. 

 
Step 2: Secure the pieces of Para cord to the wooden dowel. Loop the Para cord in half, place 

over the dowel and then pull the loose ends of the cord over the dowel and through the loop. 

Repeat for each piece of Para cord. 

 

Step 3: Create a row of square knots. For a square knot, you need four pieces of Para cord (see 

them numbered in photo). Place cord 1 over 2 and 3 and then under cord 4. Take cord 4 under 2 

and 3, then over cord 1. Tighten the knot. Repeat this all the way across the dowel. 

 

Step 4: We will do another square knot but this time we will come from the other direction, the 

right side. The steps are exactly the same, just reversed. Take cord 4 over 2 and 3, then under 

cord 1. Now place cord 1 under 2 and 3, then over cord 4. Do this all the way across the row. 

 

MATERIAL- 
 

- Mirror 
 

- Metal ring 
 

- Beads 
 

- 4 Packs of Para cord 

 
- 12 inch Wooden Dowel 

 
- Scissors 



Step 5: Make another square knot following the directions in Step 3. But before you start the 

knot, move down the cord a bit so your knot will be lower. This just creates a slightly different 

look because there will be some space between your last two rows and this one. 

 

Step 6: Now we are going to use the double half hitch knot. Take the first cord on the left and 

place it horizontally across all the other vertical cords. This is called the holding cord and your 

knots will wrap around this. 

 

Please excuse my wonky diagram; I didn’t get a good photo of this step. Take the next cord (the 

first vertical cord now), go over the holding cord, then under the holding cord. Finish the row by 

tying a knot at the end (just using the holding cord, knotted on itself). This sort of slips into the 

last half hitch knot so it appears seamless. Leave the excess cord for later. 

 

Step 7: We’re going back to the square knot but this time we are adding a twist – it’s called the 

alternating square knot. First, move down the cords a little to create some distance from the row 

of double half hitch knots. Begin with eight pieces of cord, which creates two square knots. Now 

here is the difference – use the middle four cords to create a square knot, leaving the outside 

cords dangling. Then go back to making the regular two square knots and then end on a square 

knot in the middle four cords. You can do this as many times as you’d like but you can see I 

created a sort of heart shape with just six knots 

 

.Step 8: Create another row of double half hitch knots, following Step 6. 

 
Step 9: Create a little distance from the last row of knots by moving down the cords to start 

knotting again. We’re just doing the square knot again from the left and then from the right (just 

like Steps 3 & 4). I started doing these straight across and then decided to make them in a V 

pattern. You can achieve this look just by creating the knots lower down on the vertical cords 

 

Step 10: Optional – you can trim the cords in any shape you’d like. I also frayed the ends a little 

bit.That’s it! I know there seem to be many steps and if you’ve never done macrame, it might 

seem like a lot. But seriously, once you get that square knot down, you can whip a row of knots 

out in no time. And I’ll tell you a secret – I practiced a little,  but  this  is  my  first  DIY  

macrame piece ever (unless you count those weird corded bracelets that kids made in the 90s). I 

think if I practice more, my double half hitch rows will tighten up and be even prettier. But I’m 

thrilled with this DIY macrame project! The pop of pink is perfect for summer. What do you 

think – will you tackle this project? 



KEY HOLDER- 
 

Metal hook 

Metal ring 

Beads 

4 Packs of different colour macramé 

12 inch Wooden Stick 

Scissors 
 

Step 1: Cut 20 pieces of Para cord at 4.2 feet each. Each pack of Para cord yields five of these 

pieces so you need four packs. 

 

Step 2: Secure the pieces of Para cord to the wooden dowel. Loop the Para cord in half, place 

over the dowel and then pull the loose ends of the cord over the dowel and through the loop. 

Repeat for each piece of Para cord. 

 

Step 3: Create a row of square knots. For a square knot, you need four pieces of Para cord (see 

them numbered in photo). Place cord 1 over 2 and 3 and then under cord 4. Take cord 4 under 2 

and 3, then over cord 1. Tighten the knot. Repeat this all the way across the dowel. 

 

Step 4: We will do another square knot but this time we will come from the other direction, the 

right side. The steps are exactly the same, just reversed. Take cord 4 over 2 and 3, then under 

cord 1. Now place cord 1 under 2 and 3, then over cord 4. Do this all the way across the row. 

 

Step 5: Make another square knot following the directions in Step 3. But before you start the 

knot, move down the cord a bit so your knot will be lower. This just creates a slightly different 

look because there will be some space between your last two rows and this one. 

 

Step 6: Now we are going to use the double half hitch knot. Take the first cord on the left and 

place it horizontally across all the other vertical cords. This is called the holding cord and your 

knots will wrap around this. 

 

Please excuse my wonky diagram; I didn’t get a good photo of this step. Take the next cord (the 

first vertical cord now), go over the holding cord, then under the holding cord.Finish the row by 

tying a knot at the end (just using the holding cord, knotted on itself). This sort of slips into the 

last half hitch knot so it appears seamless. Leave the excess cord for later. 

http://www.consumercrafts.com/store/details/catalog/basics-cutting-tools/1149-17


Step 7: We’re going back to the square knot but this time we are adding a twist – it’s called the 

alternating square knot. First, move down the cords a little to create some distance from the row 

of double half hitch knots. Begin with eight pieces of cord, which creates two square knots. Now 

here is the difference – use the middle four cords to create a square knot, leaving the outside 

cords dangling. Then go back to making the regular two square knots and then end on a square 

knot in the middle four cords. You can do this as many times as you’d like but you can see I 

created a sort of heart shape with just six knots 

 

.Step 8: Create another row of double half hitch knots, following Step 6. 

 
Step 9: Create a little distance from the last row of knots by moving down the cords to start 

knotting again. We’re just doing the square knot again from the left and then from the right (just 

like Steps 3 & 4). I started doing these straight across and then decided to make them in a V 

pattern. You can achieve this look just by creating the knots lower down on the vertical cords 

 

Step 10: Optional – you can trim the cords in any shape you’d like. I also frayed the ends a little 

bit.That’s it! I know there seem to be many steps and if you’ve never done macrame, it might 

seem like a lot. But seriously, once you get that square knot down, you can whip a row of knots 

out in no time. And I’ll tell you a secret – I practiced a little,  but  this  is  my  first  DIY  

macrame piece ever (unless you count those weird corded bracelets that kids made in the 90s). I 

think if I practice more, my double half hitch rows will tighten up and be even prettier. But I’m 

thrilled with this DIY macrame project! The pop of pink is perfect for summer. What do you 

think – will you tackle this project? 

 

SWING- 

 

-Metal ring  

-Beads 
 

-4 Packs of different colour macramé 

 
-12 inch Wooden Stick 

 
-Scissors 



 

Step 1: Cut 20 pieces of Para cord at 4.2 feet each. Each pack of Para cord yields five of these 

pieces so you need four packs. 

 

Step 2: Secure the pieces of Para cord to the wooden dowel. Loop the Para cord in half, place 

over the dowel and then pull the loose ends of the cord over the dowel and through the loop. 

Repeat for each piece of Para cord. 

 

Step 3: Create a row of square knots. For a square knot, you need four pieces of Para cord (see 

them numbered in photo). Place cord 1 over 2 and 3 and then under cord 4. Take cord 4 under 2 

and 3, then over cord 1. Tighten the knot. Repeat this all the way across the dowel. 

 

Step 4: We will do another square knot but this time we will come from the other direction, the 

right side. The steps are exactly the same, just reversed. Take cord 4 over 2 and 3, then under 

cord 1. Now place cord 1 under 2 and 3, then over cord 4. Do this all the way across the row. 

 

Step 5: Make another square knot following the directions in Step 3. But before you start the 

knot, move down the cord a bit so your knot will be lower. This just creates a slightly different 

look because there will be some space between your last two rows and this one. 

 

Step 6: Now we are going to use the double half hitch knot. Take the first cord on the left and 

place it horizontally across all the other vertical cords. This is called the holding cord and your 

knots will wrap around this. 

 

Please excuse my wonky diagram; I didn’t get a good photo of this step. Take the next cord (the 

first vertical cord now), go over the holding cord, then under the holding cord. Finish the row by 

tying a knot at the end (just using the holding cord, knotted on itself). This sort of slips into the 

last half hitch knot so it appears seamless. Leave the excess cord for later. 

 

Step 7: We’re going back to the square knot but this time we are adding a twist – it’s called the 

alternating square knot. First, move down the cords a little to create some distance from the row 

of double half hitch knots. Begin with eight pieces of cord, which creates two square knots. Now 

here is the difference – use the middle four cords to create a square knot, leaving the outside 

cords dangling. Then go back to making the regular two square knots and then end on a square 

knot in the middle four cords. You can do this as many times as you’d like but you can see I 

created a sort of heart shape with just six knots 

 

.Step 8: Create another row of double half hitch knots, following Step 6. 

 
Step 9: Create a little distance from the last row of knots by moving down the cords to start 

knotting again. We’re just doing the square knot again from the left and then from the right (just 



like Steps 3 & 4). I started doing these straight across and then decided to make them in a V 

pattern. You can achieve this look just by creating the knots lower down on the vertical cords 

 

Step 10: Optional – you can trim the cords in any shape you’d like. I also frayed the ends a little 

bit.That’s it! I know there seem to be many steps and if you’ve never done macrame, it might 

seem like a lot. But seriously, once you get that square knot down, you can whip a row of knots 

out in no time. And I’ll tell you a secret – I practiced a little,  but  this  is  my  first  DIY  

macrame piece ever (unless you count those weird corded bracelets that kids made in the 90s). I 

think if I practice more, my double half hitch rows will tighten up and be even prettier. But I’m 

thrilled with this DIY macrame project! The pop of pink is perfect for summer. What do you 

think – will you tackle this project. 
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SYLLABUS 

 

 
TEDDY BEER 

 

 

 

 

 

 

 

 

 

 

MATERIAL: 
 

 1 yard of fabric for the body ( I used cream color fleece)

 1/2 yard of fabric for the color details ( I used light brown)

 1 set of animal eyes 18mm

 small piece of felt for the nose

 

Instructions: 

 
Get some two pieces of fairly big pieces of felt. Draw a simple template of the 

teddy and then cut it out! Put the pieces of felt together when you cut so size of the 

teddy is identical on either side. 
 

Get a fabric marker and draw eyes, a nose, a mouth. etc. If you with a mission 

then 

 

Sew some buttons on for eyes and nose or you could even cut out felt things to 

sew or glue on. 
 

Get a needle and thread and sew the side of the teddy together. Remember to 

leave a space to put in the stuffing! 
 

Stuff your teddy! A teddy isn't a teddy without stuffing- that's why they are 

sometimes called 'Stuffed Animals'! Don't worry if you don't have proper stuffing, 

you can use anything; bits of material or even a pair of old socks! 

 

Put the stuffing in and then sew up the gap. 
 

 Give your teddy a name. It could be anything- Bubblegum, Cookie, Pinky, Blue, 

Pebbles or a made up word.



MONKEY 

 

 

 

 

 

 

 

 

 

MATERIAL- 
 

 Black marker

 2 pieces of paper

 Pins
 Old machine washable sweater

 Scissors

 Thread

 Needle

 Sewing matching (optional)

 Pack of squeaks from your local pet store

 Stuffing

 

Instructions: 

 
Cut the first sock to create the body and legs of the monkey. Lay out the sock so that the 

heel is face down on the table and the top of the foot is facing you. The sock should be 

long and flat, forming one uniform tube from the cuff down to the toes. The piece of 

fabric from the cuff down to the start of the foot — just above the ankle — will form the 

legs. Make one long cut down the center of the fabric to separate the fabric into two 

"legs." Round off the edges at the top of each leg, along the cuff, to create the feet. 
 

Thread the needle with heavy thread. Turn the sock inside out; pin the legs with the right 

sides together. Starting on one leg, make one stitch on the outside of the foot and tie off 

the thread. 
 

Stitch along the foot and leg to within an inch of the crotch: Make a stitch, then insert the 

needle behind the end of the first stitch and pull the needle and thread up and through 

fabric beyond first stitch's end. This technique creates a little flexibility in the seam while 

giving it stability. Repeat the entire process on the other leg. 



Carefully turn the body and legs right side out, pulling the right side of the sock through 

the opening. Stuff the body and legs with fiberfill until they are full and firm, yet still soft 

to the touch and cuddly. Use a dowel or the long handle of a wooden spoon to help push 

the fiberfill into the legs. When you're finished stuffing, secure the thread inside the 

opening and use a few overcast stitches to close the hole. 
 

Make tiny stitches around the sock body, pulling the thread lightly as you go, until you 

meet the first stitch you made. Pull the thread tight enough to create the look of a neck; 

make a tie-off stitch but do not cut the thread. Stitch around the neck again, this time 

tying off and cutting the thread, leaving another 2-inch end. Pull both ends of thread 

through to the inside of body. 
 

Note that the original sock monkey design doesn't bother with creating a neck. You can 

skip this step if you like. 
 

Cut up the other sock to create the arms, tail, ears and mouth of the monkey. Lay the sock 

on its side so you can see its full profile. To make the arms, cut off the leg of the sock, 

from the cuff to just above the ankle. Cut the piece of fabric straight down the middle so 

that you end up with two skinny pieces of fabric. Round off the edges of the cuff as you 

did with the legs. 
 

Cut the foot of the sock in two down the center. Follow the natural contours of the sock 

and make the strip along the top of the foot a bit skinnier than the strip that contains the 

heel. The skinny strip will be the tail. From the thicker strip, cut out the mouth and ears. 

For the mouth, simply cut out the red heel with a little bit of a brown border around the 

red. Cut out two equally sized semicircles from the remaining piece of fabric to create the 

ears.6 
 

Sew the arms, tail and ears. For each piece, use the same stitching method you used to 

sew the legs, first turning the fabric inside out and pinning it with the right sides together. 

Stitch around the openings, leaving a hole large enough to pull the fabric through and add 

the stuffing. Stuff each piece with fiberfill and sew closed. 
 

Position and pin the arms on body's sides, tucking in the raw edges of the fabric. Sew the 

arms into place using very small overcast stitches — pull the thread tight after each stitch. 

Be sure all raw edges are stitched inside 
 

Repeat this sewing method for the tail, placing it just above the red mark on the monkey's 

bottom. Sew the ears onto the sides of the head using same method. If desired, stitch 

around the inside of each ear about 1/4 inch in to make the ears appear more lifelike. 
 

Attach the sock monkey's mouth. Turn under the raw edge of the piece and make 

temporary running stitches around it to keep the edge in place while you're sewing it onto 



the body. Overstuff with fiberfill and pin the piece in place — this may be challenging. 

Stitch the mouth in place with short overcast stitches. Try to keep the stitches as invisible 

as possible, especially around the upper nose. When finished, remove the temporary 

stitches. 
 

To make eyes for the monkey, sew on buttons or embroider eyes onto the face 

 

Dog 
 

 

 
MATERIAL- 

 

 Black marker

 2 pieces of paper

 Pins

 Old machine washable sweater

 Scissors

 Thread

 Needle

 Sewing matching (optional)

 Pack of squeaks from your local pet store

 Stuffing

 
 

Instructions: 
 

Draw a bone shape on a piece of paper with a black marker. Make the bone drawing 

twice as large as you want the toy to be. Cover the drawing with the second piece of 

paper and trace an identical bone shape on the second paper. 



Pin the dog bone papers to the sleeves so that the whole bone shape fits on the sleeve. 

Place your pins along the inside of the bone outline shape. Align the pins to almost be 

touching to ensure a clean cutout. 
 

Pin the fabric pieces together, placing your pins as far to the outer edge as possible. 

Leave one end of the bone unpinned. You have to stuff the bone from the open end of 

the bone. 
 

Sew the fabric together using a sewing machine or stitch by hand. To stitch by hand, 

make one stitch through both pieces of fabric and let the end of the thread dangle by 

an inch. Put the needle back through the fabric and tie the thread securely. Making a 

knot at the end of the thread would simply go through the sweater fabric and not 

catch. 
 

Use small stitches as you sew all along the insides of the pins on the bone shape. 

Leave 1/2 inch between stitches and the outside edges of the bone. Do not sew the 

open end of the bone, because you need this hole to stuff the bone. 
 

Turn your bone right side out. Place a small amount of stuffing in the bottom. Place 

more stuffing on either side of one of the squeakers, and put this in the bottom end of 

the bone. 
 

Stuff the length of the bone next. When you get to the other end of the bone, place 

stuffing on either side of another squeaker and place it inside the bone. Fill your bone 

with stuffing the rest of the way. 
 

To stitch the bone closed, first fold the opened edges of the fabric inside the bone. Pin 

this end of the bone closed. Stitch the end closed as far to the outside edges of the 

fabric as possible. 



Pillow 
 

 

 

 Fabric

 Scissors

 Needle

 Matching thread

 Premium-grade fiberfill

 

Instructions: 
 

Cut out two rectangles of fabric. Place the two rectangles of fabric together, pattern 

sides facing each other and wrong side out Sew around three edges of the two 

rectangles Sew up the remaining edge but leave a gap of at least 6 inches. Turn the 

pillow cover right side out. The pattern side should now be facing out. 
 

Stuff the pillow using premium-grade fiberfill. Fiberfill is a stuffing material, and it 

comes in different grades. While economy fiberfill produces a very firm pillow, 

premium-grade fiberfill is significantly softer and makes a softer pillow. 
 

Turn the raw edges of the gap in the pillow inside and stitch the pillow. 
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Contact Hours: 120 

I) Grammar: 

i) Use of am/is/are ii) Use of was/were iii) Use of this and that 

 
iv) Use of these and those v) Use of shall be and will be vi) Use of have/has/had 

 
vii) Use of will have viii) Possessive Objectives ix) Possessive pronouns 

 
x) Possessive case of Nouns xi) Exclamation xii) Use of get 

 
xiii) Use of make xiv) Use of it xv) Use of there 

 
xvi) Use of let xvii) Modal Auxiliaries xviii) Sentence Structures 

 
xix) Vocabulary building xx) Proverbs xxi) Famous idioms 

 
xxii) Famous synonyms xxii) Famous antonyms 

 
ii) Tenses 

 
iii) Prepositions 

 
iv) Making negative, yes- no type question & interrogative sentences 

 

II) Conversational English (Formal and Informal Style) : 

- Greetings and responses to greetings 
 

- Introducing oneself and others 

 
- Joining and leaving conversation 

 
- Taking leave 

 
- Requesting 

 
- Inviting 

 
- Accepting/ declining invitation 

 
- Asking/ giving/refusing information 

 
- Asking for information 

 
- Agreeing and disagreeing 

 
- Complimenting 

Syllabus 



- Responding to compliments 
 

- Complaining and apologizing 
 

III) Situational English/ Situational dialogues 

IV) Standard English Pronunciation (British R.P. ) 

V) Practical use of English: 

1. Interview Techniques 

 

2. Public Speaking 
 

3. Presentation Skills (Power Point Presentations) 
 

4. Telephone Etiquettes 
 

VI) Computer Assisted Language Learning: (CALL) 
 

1. Use of online lessons on www.brainpopesl.com 
 

2. Video clips downloaded from www.youtube.com 
 

VII) Web Sources: 
1. www.livemocha.com 

 

2. www.speakenglish.co.uk 
 

3. www.englishcentral.com 
 

4. www.usingenglish.com 
 

5. www.englishbee.net (English Video Lessons) 
 

6. www.eagetutor.com 
 

7. www.englishclub.com 
 

8. www.englishclip.com 

http://www.brainpopesl.com/
http://www.youtube.com/
http://www.livemocha.com/
http://www.speakenglish.co.uk/
http://www.englishcentral.com/
http://www.usingenglish.com/
http://www.eagetutor.com/
http://www.englishclub.com/
http://www.englishclip.com/
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Certificate Course in Tally 



SYLLABUS 

Duration = 90 hours 

 
CONTENTS:- 

 

 

Fundamentals of Accounting and Tally.ERP9 
 

Creating Masters in Tally.ERP9 
 

Voucher Entry and Generation of Reports 
 

Tally Vault and Security Controls 
 

Export, Import and Splitting of Data 
 

ODBCC connectivity 
 

Printing Reports 
 

Advanced Accounting and Inventory in Tally.ERP9 
 

Job Costing and Job Order Processing 
 

Installing & Activating Tally.ERP9 
 

Value Added Tax (VAT) 
 

Central Sales Tax (CST) 
 

Tax Deducted at Source (TDS) 
 

Service Tax 
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Short Term Course (2018-19) 

Certificate Course In 

 

Tools and 

Techniques 

in Life 

Sciences 



 
Duration = 90 hours 

SYLLABUS 
 

Part I (Zoology) 
1) Introduction to heamatology and collection of blood sample (05) 

2) Estimation of blood heamoglobin( Hb) (05) 

 Principle 

 Procedure 

 Clinical Significance 

3) Estimation of differential leucocyte count (04) 

 Principle and morphology of leucocyte 

 Procedure 

 Clinical significance 

4) Estimation of Total leucocyte count (05) 

 Principle and methods of WBCs count 

 Procedure 

 Clinical Significance 

5) Estimation of Erythrocyte count (05) 

 Principle 

 Procedure of erythrocyte count 

 Clinical Significance 

6) Measurement of blood pressure (04) 

 Principle and methods of measurement of B.P. 

 Procedure and Demonstration 

 Clinical Significance 

7) Detection of blood groups (04) 

 Principle and method of detection of blood groups 

 Procedure 

8) Coagulation tests (06) 

 Process of coagulation 

 Factors of coagulation 

9) Urine analysis (07) 

 Normal constituents 

 Physical Examination 

 Chemical Examination 

 Microscopic Examination 



Part II (Botany) 

1) Introduction to tools and techniques used in life sciences- Concept, Introduction, 

Definition, Methods of study – whole mount, sections, smear and squash (05) 

2) Disciplines of Botany and zoology. (03) 

3) Research methodology in Life sciences. (02) 

4) Basic requirements for studying life sciences – Collection/ observation of specimen / 

classwork material. (04) 

5) Study of preparation of solutions, fixatives, Chemicals. (05) 

6) Study of preparation of stainsand demonstration of staining of specimen. (06) 

7) Study of instruments with respect to principle and their working. (12) 

 Autoclave, water bath, types of microscopes, Stage and Ocular micrometer 

 Centrifuge, Magnetic stirrer, Micro pipette, laminar air flow. 

 pH meter, Spectrophotometer, Electrophoresis kit, Soil and water analysis kit. 

 Camera LucidaMicrotome, Micro photographic unit. 

8) Study of microtechnique – Fixation, Block preparation, Streaming, Cutting, Slide 

preparation, staining and mounting (08) 

 
Practical Course 

1) Estimation of Haemoglobin by Sahli’s method 

 
2) Counting of Differential leucocyte 

 

3) Counting of Total Leucocyte and Erythrocyte count 

 

4) Measurement of blood pressure by Sphygmomanometer 

 

5) Detection of blood groups 

 

6) Test of coagulation 

 

Bleeding Time 

Clotting Time 

7) Urine Analysis by physical, chemical and microscopic methods 
 

8) Serial dilution method, media preparation, tissue culture technique 

 

9) To study the working of the instruments 

 

10) Use of computers in analyzing statistical data. 



11) Methods of Plant propagation – Cutting, Budding, Layering, Grafting, and Nursery 

development 

12) Visit to botanical garden and Biodiversity Park 

 

13) Preparation of permanent slide 


