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NICE NAMITA INSTITUTE OF CAREER EDUCATION

Reg. Ministry of Electronics and Information Technology
Government of India New Delhi.

Established in 2005, NICE is today leading Educational, training and services
network with an unrivaled spread Till date, NICE has transformed the lives
of over 15000students through a host of skill enhancement programs
NICE is primarily engaged in the areas of skill projects for the central and state
governments, and training, development of models and teaching
methodologies to strengthen the non formal education sector, services
dissemination across semi urban and rural India and execution of large training.

MISSION

Organization's MISSION is to reach out to the remotest corner of India and
promote ICT based training and services to empower people, generate employment
for the youth & unfold entrepreneurship based initiatives to create an inclusive society

Office Time 9.00am to 7.00 Pm

www.nicedigitalschool.com
nicebelgaum@gmail.com
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Skill Developement And
Computer Education

Registered Under
Ministry Of Corporate Affaires Govt Of India

National Board Of Computer Education

Your Career Starts with
Our Computer Education

NICE

Training Areas

Consultancy Software
Services Training

Personality Career
Developement Guidence
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1.Diploma In Office Automation

Introduction, Windows Operating System |
Fundamentals of Computers. History Of
Computers. Microsoft Word (Ms Word)
Create A Template | Brochures | Flyers,
Greeting Cards | Invitation Labels | Bio-
Data Margins and Page | Writing, Tables
Saving and Printings, File Management |
Microsoft Excel Worksheet | Function
Reference | Charts | Workbook Manage
ment | Activating Excel | Results Sheet |
Understanding Formula Etc. | Sum, Average
Min, Max, Time, Now, Day, Sum Sheet,
Len, Count, Counta, Roman, Microsoft
PowerPoint Format Slides or Presentatio,

| Using Templates and Masters, Add
Sound Or Movies |Programmer |
Designing | Animations | Transaction
Light Effects |Internet|Downloading,

scaning printing Etc.

(Duration 3 Months Total Classes 60)

] Office

Access  Publisher  Lync

2. CERTIFICATE IN DATA ENTRY OPERATOR

Introduction, Windows Operating System 11
pro Rapid Typing /Note pad/Word Pad/
Microsoft Word (Ms Word 2016 Create A
Template | Brochures | Flyers, Greeting Cards
| Invitation Labels ,Letters | Bio-Data | Conv
erting Documents | Margins and Page | Set
up | Page Numbers | Writing, Tables |Saving
and Printings, File Management |Headers
Footers Uses of Shortcut Keys Microsoft Excel
Worksheet | Function Reference | Charts |
Workbook Management | Activating Excel |
Results Sheet Bank Statements | Sales Bill |
Formula Etc.| Average, Min, Max,
Time, Now Day, Sum Sheet, Result Sheet, L
en, Counta, Large, Left, Right, Salary Sheet,
Voting List/ sales Bill, Bank Statement filter,
data validation, Advance formulas etc.

Microsoft Power Point Format Slides ,Pre
entation | Using Templates and Masters,
Add Sound or Movies | Programmer |
Designing | Animations | Transaction
Sound Effects | Advance Light Effects |
Internet | Downloading, Etc Advance
Training | Antivirus ,Microsoft Publica
tion /Microsoft Office Picture Manag
ement /Scanning Printing / Scanning /
E-Mail. Internet. / OR ADVANCE
EXCEL Advance Word / English Master
One,

Typing Steno level

Duration 6 Months, Total classes

100% JOB ORIENTED COURSES JOB OPPORTUNITIES

All Types of Banking and Society's Insurance, Hospitals, Industries, Real Stores, Govt.Sectores :

India Post office, Army, Railway, Police, all State and Center Govt. Services .

3.Certificate of Industrial Accounting (CIA)

Course of Certificate Data Entry with Tally
Prime GST Microsoft Word ,Microsoft Excel,
Microsoft Power Point. With Advance Train-
ing Accounting and Financial Management
Company Creation | Ledger | Stock Item |
Voucher ,Purchase, Sales ,Receipt ,Payment,
Contra | Credit Note | Debit Note|Receipt
Note | Delivery Note | Stock Journal |
Rejection In | Rejection Out | Bank
Recognition | Batch wise Details | Price List
| Bill of Materials |Zero-Value | Budget and
Control | Security Control | Tally Audit |
Backup And Restore | Actual and Billed Qty

( Duration 6 Months )

Tally to Excel | Jpeg | Pdf | Cheque Printing
| Logo Printing | Email In Tally Prime| Tds &
GST Gst Services Transportation Charges|
Advance Receipts | TDS centers with GST |
Depreciation Account | Old Stock Input C
Item Level Discount

4. ADIT Advance Diploma In Information Technology

introduction, Windows Operating System |

Fundamentals of Computers. History of Comp-
uters. Uses of Shortcut Keys Microsoft Word
(Ms Word) Create A Template Brochures Flyers,
Greeting Cards | Invitation Labels Letters | Bio-
Data | Converting Documents Margins and Page
Setup | Page Numbers | Writing, Tables &
Printings, File Management |Headers and Foot
ers Microsoft Excel Microsoft Excel Worksheet |
Function Reference | Charts | Workbook Mana

POWER OF SIMPLICITY

Tally.ERP 9

gement | Activating Excel | Results Sheet |
Bank Statements | Sales Bill | Understanding
Formula Etc.| Sum, Average, Min, Max, Time,
Now Day, Sum Sheet, Result Sheet, Len,Counta,
Large, Left, Right ,Salary Sheet, Voting List Micr
osoft PowerPoint Format Slides or Presentation
Using Templates and Masters, Add Sound or
Movies | Programmer | Designing |
Animations Transaction Sound Effects | Adva
nce Light Effects Internet | Downloading, Etc
Advance Training | Antivirus | Etc Microsoft
Publication / Microsoft Office Picture Mana
gement /Scanning / ADVANCE EXCEL / word
English Master Typing kannada Nudi Steno
lavel 1 and lavel 2/ Printing / Scanning / E-
Mail. Internet. Photo shop, , Basic Hardware,
software Accounting Software ,

Tally prime Gst.

(Total 250 classes Duration : 1 Year.)



