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E Part A . Introduction
m RTIFICATE

AT

T =

élvp)_ { CIJSSS UG | Year: Iyear | session 2021-2022

|~ Course Code | ubject : M. S, Office ;
" Fourse Title ‘ S1-COAP2G 'f
A X

[:/ Colllbe T\ pe M. S. Office

3 ' =+ Elective

|~ pre-requisite(If any)

i Students should have a basic understanding of Computer peripherals like

mouse,
|l Keyboard. monitor, screen, etc. and their basic operations.

Lc;u‘ning On the completion of this course student will be able — i

| ¥ :
?CuIig))n . : T\Z Cr.eat‘e and manage professional d.ocumems using word. '

§ Analyze, manage and present data using excel. .

| * Create and manage presentation using power point. ‘
| ¢ Toinsert a table, picture, or drawing into the document.
: * To prepare the document to be sent as a circular letter.
|
|
|
i/‘ Credit Value 2 '\,
77| Total Marks Max. Marks: 25+75 | Min. Passing Marks: 33 |
t {

Part B: Content Of the Course

M. S. Office
Total No. of Lectures =30 ( 1 howr/lecture per week) :1-0-0
Unit Topics No. of Lectures
I MS Word: Introduction, Features & area of use. Working with MS 6

Word: Ribbon tabs-Home, Insert, Page Layout, References, Mailings,
Review and View, Using word to create a new document, open, save and,
print a document, edit and format text, change the page layout|
background and borders, insert headers and footers, insert and edit tables,
insert clip art and pictures to documents. Formatting Fonts in word, Drop
, Cap in word, Applying Text effects, Using Character Spacing, Borders
and Colors, Inserting Header and Footer, Using Date and Time option in
| Word. Creating project abstract Features to be covered:-Formatting

' Styles, Inserting table, Bullets and Numbering, Changing Text Dnecuon.

'Cnll alignment, Footnote, Hyperlink. Symbols, Spell Check | Tl‘“—l\
(Changes

I ‘Crealing 2 Nowsletter @ Features lo be covered:- Table of Content, 6

Newspaper columns, Images from files and clipart, Drawing toolbar and
Word Art, Formatting Images, Textboxes and Paragraphs

Creating a Feedback form - Features to be covered- Forms, Text Fields,
Inserting objects

Mail Merge : creating custom document, creating main document,
creating  data source , editing data sourcc, OPU““" a data source, sorting
. j‘\,_thc data source, imdmn a record in data sourc dmn“ main documentx

a w e
D 5 ? ( D i S b




cuments, meroip o
d'o sle main d ‘lglng onto letteyy docume TR
single main documepy Mead, using dify; uts, printing _merged
: crent d aa s ) .
lata sources with @

corting merged docy,;
nents, filtering

I/MS EXCCIK: h“.lr()dllcli()n 10 Excel j

I olumns, Naming Qeljg =) .-\b.Cel nterfacs Trgeeor

[Iom“a“f“g excel \\-’Ork’ b Ofkmg with excel \\{Qli_tandmg rows and

rormatting Text: Fony Size 0191‘\= New, Open Clool. Kbook and sheets

| nd Underline Wrap (ext. 1 Font Style, Font ¢ ose, Save, Save As

a P text, Merge and Cenre C0101, Use the Bold, Italic,
urrency, Accounting and

other formats, Modity;
Ying Columns, Rows & Cells. Perform C
€lls, Perform Calculations

\yith Functions, Creating Simple F
. Time F To ¢ Formulc :
Date ﬂﬂf} dIII{mF 1 unctions, Financial d[:g SCI.““% up your own formula,
o mgy A & (4 o ~ . .
Lookup and Reference, Functions unctions  Logical Functions,
Calculations - Features to be S
N _ "y ‘ered:- g .
oxcel — average, standard deviation © Cell Referencing, Formulae in|
worksheets, Hyper linking 1, harts, Renaming and Inserling
et T Tyt mg, Count function, | . .
siatistical Functions, Text Functio Ction, Mathematical Functions,
gort and filtering data Using numt ns:gon ‘and Filter Data with Excel
removing filters from Colm; el _1"1161', Text filter, Custom filtering,
/ e Effective Charts 1o P ns, Conditional formatting.
" dle : i O 1‘C T e f e N e A "
i chart ete.  Create an effectiv-sm]] t Dd“} Visually Inserting Column, Pie
1d Layout Optionq Adds e chart with Chart Tool, Design, Format,
%‘1,1111“' Clﬁrt 'd'ltéh, Adding chart title, Changing layouts, Chart styles,
Laiting Clidl ata ranee Edit X " . . :
ook Protectin:e Editing data series, Protecting and Sharing the
\ ’ ¢ N1l ~1- N A .
o’ ot e ga \xo,x}\pool\ with a password, Allow user to edit
ranges, Track changes, Working with Comments
P ::x e ’ '). & Al . s | . p
Insut. L‘ cel [OI;]LCtS gnd Charts in Word, Use Macros to Automate Tasks
Crcr:mng anc ecm_dmg Macros, Assigning Macros to the work sheets,
Saving Macro enabled workbook.
performance Analysis - Features to
panes, group and outline, Sorting,
Conditional formatting Cricket Score Card creation
covered:-Pivot  Tables, Interactive Buttons, [mporting Data, Data

Proteciion, Data Validation

be covered:- Split cells, freez
Boolean and logical operators,
- Features to be

Presentations: Making presentation which

V Creating PowerPoint
Images, Clip Art, Audio,

demonstrate use of Hyperlinks, Inserting —
Video, Objects, Tables and Charts .
Create Master Layouts (slide, template, and notes), Types of views
(basic, presentation, slide slotler, notes ctc), Inserting — Backgrom.qd,
textures, Design Templates, Hidden s ‘ lid
Transition, Custom Animation, Auto Rehearsing

lides. Auto content wizard, S
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. Subject ; C m_ Year: 2021 | session:2021-2022
LT cmlrsc CO_(!_C_____ + L0m Jufer A plicati : t 10n: =
: . | ation
L+ Course Tit | L? 5
I Tvpe COAP2R
<[ pre-r¢ uisite(If any) ' Generic Elective
4,
'/‘
)

Course Learning On t}
e R
outcomes (CLO) completion of this course student will be able -

° Touse keyboard sh

orteuts to perform tasks.
]

TO Create
cate a new documen, open, save and print a document.

* To edit and form C
{ nat text, change the page layout, backeround
and borders. : PSS TP :

° 1 ;
To modify power point custom template presentation.
¢ Toinsert clip art and pictures to documents.
s To 1}3\& gate the start menu to locate programs, files, and
settings & create files and folders.
To create a word document with customized template.
6. | Credit Value 2
7 | Total Marks Max. Marks: 25+75 | Min. Passing Marks: 33

Part- B Content Of the Course
M S Office (Practical)
Total No. of Labs =30 labs each of 2 hours duration (1 lab per week)
Practical Lab will be conducted based on the theory Syllabus

List of Practical

1. Create a document and apply different formatting options.

[\

Design a Greeting Card using Word Art for different festivals.

Create vour Bio-data and use page borders and shading. ZoHES

(8]

4. Create a document and insert header and footer, page litle etc.

5. To creatc a document, set the margins, orientation, size, column, water
. . “ C 4

mark, page color and page borders.

6. Insert a table into the document.

sheet of your class subjects.

~J

\Qrepare a mark

‘ (LR DN GESWATE)
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10. Work on the follow;
fe ‘N exerc;
Cise on g

orkbook:
a. ' |
a. Copy an CXisting Sheet

b. Rename the old Sheet

lllt - 5t

d. Delete the renamed Sheet.

I1. Prepare an Attendance sheet of 10 students for any

syllabus. \ . |
ylle Calculate their total attendance, total percentage of attendance

of each student & average of attendance

6 subjects of your

12. Create a worksheet on Students list of any 4 faculties and perform

following database functions on it.
a. Sort data by Name
b. TFilter data by Class

c. Subtotal of no. of students by Class.

Apply themes and layouts to power point slides and insert pictures,

apes, and tables into presentations.

—
(S ]

l4 . 7 b =) al f (1(] IIO t

Working with master slides. o
orm €0 ' ing ble date
d : utations using avatia
perform comp
cel worksheet an

. Create a
ctions chosen fro

m menus.
hematical fun

and using mat

n PN
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A
After studying this Course the Student will be able to

Understand basics of computer and its related terminology.

.
e Write, Edit & Print documents using MS-WORD & EXCEL. E
 Understand various software used for Desktop publishing and |

nts with text and

would be able to create and design docume
graphics like newspaper ad, wedding cards,
greeting cards etc.

e Using PageMaker, CorelDraw &
concept in Printing

Photoshop. Understand Colour

visiting cards,

I

{peced Job Rale /
Joureer opportunities

 Credit Value

e

After studying this Course the Student will be able to

career asa/an:
o Graphic designer
« Multimedia Editor
o Logo Designer
o Office Assistant
Desktop Publishing Operator

pursue his/her

R v S e
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11

Use of various t :
ools such as Pick tools, Zoom tools, Free hand tool, square tool,

=Q
=

ey t=it
o

i i‘:‘: v'“i!,};‘,

b Hr
hrs/P-30hrs

5 eiealid
e L-1Hr/ p-q La
0. of LQCIUI‘es/ Practical: 1.-30

H:i ”a‘-l"'if.'»‘ ”‘! '

§

LT T
{ t Topic

omputer Fundamentals -

. Generz{i-i-..\.m ] ¢ ihis
of Computer, Block Diagram of aoéls of Computer,- Advantage and disadvanta
omputer, Description of Different parts of a

computer. System Softw
MS Office, Word Proces;;e aSnd Application Software MS Office Introduction to
PageMaker Introdu Cﬁm%ﬁ‘_vare, Electronic Spreadsheet, MS Paint
PageMak i , arious  versio - |
Fsir s s Do i oni,
shapes. Photo ediglg ,/i:;:ct)-d uction,.the file menu; the t.ools, Drawing lines &
Understanding Design princilr)ll:sgaﬁm?g v&}/ith Setting Up, introduction of layers,
Coral Draw - Drawing —li 0 or theory -

wing —lines, shapes .inserting-pictures, objects, tables, templates,

rectangle ;

logos %} osttce):cr)i, ;?xli tool, Fill tool etc. and all fonts used in designing of monograms,

Dt ,n Princ,' , ckers, greeting cards, wedding cards, visiting cards, €tc
g iples & Color Harmony Introduction to colors — Primary and

B3

Secyo.ndary in both RGB & CMYK schemes/modes.’
. 5

28 T

12

. —

10

19,  Adding various sym

. - . SuRtEEe UErE K
Usmg windows explorer and other windows elements
Creating and opening a document in page maker

Formatting and editing a document

Saving and printing a given document

Insertion of text and graphicsina given document from external source

Using columns utility, to give the document column look ‘

Using various fonts and styles to make a document more beautiful

Use of page maker to make transparencies

Saving and printing a file that has been created

Formatting a given file by using undo/redo, repeat, cut, copy,

duplicate and clone utilities :

11. Inserting objects in the drawing, aligning, ordering, grouping and ungrouping
of those objects . =

{2, Use of combine, break apart, weld, intersection, trim and separate tools in a
given drawing

13. Use of mode edi :

14. Creating special effects 1.6,

perspective, extrude roll up, €0

: effects

15. To insert character an

~indents, bullets and s

16. Filling of textto 2 giv
text _

17. Using tools such as

18, Using find and repl

paste, delete,

=N 00 NN R W

b

t tools i.e., t0 line, to curve, to stretch, and rotate
transform roll-up, envelop roll up, add
ntour roll up, power line, power clip, clear

«t in a drawing and frame, setting of tabs,

d paragraph t€
DaC graph text

pacing in para,
en path,»ahgm

| checker, and thesaurus

tility and type assist |
ing and creating different pattern

spel
ace textu
bols to a draw

ng it to base line, straighten text and edit |




