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RATIONAT RS The ann ol computer-aided office maaagement - s 1o provide expert level ‘L)uai'lcmlw th
word processuig and spreadsheet software Packages with special references to MUS. Word and M.S. Exeel.
Hes o Al

COURSE CONTENTS

1. Basics of Microsoft Word

Basics of word Processing., Xt selectuon (with mouse and with keyboard), Opening
documents and creating new documents, Saving Decumentsiclosing Document, cursor
control. Prmung Docaments, Using the Interface (Menu, Toolbars). Editing texi{copy,
Delete, move eten), Finding and Replacing Texy, Spell check Features/Auto correct
features. grammar {acility, Retrieving ofien us@:i Text: AUTO TEXT Character
formatting, page formatting. Document Enhancement,

Adding borders and shadig, Addmg Headers und Footers, Setung up muluple
columns, Sortie Blocks, Adjusting muargis and Hyphenating Documents, Creating
master documents, creating data source, Merging Documents, using mati-merge
leatures tor labels and envelopes. Graphics using templates and wizards Word-

Jprocessimg under DOS, Famihanty in Words-processing under WINDOWS

LWORKSHEET BASICYS

Data by oy ocells, Leary of Numbszrs, Texts and Formulae. \'lovmg data m a
worksheet, Moviig Around m o worksheet, Selecting Data Range, Using the nterface
{Toolbars. Menu). Ldiinyg Basies, Working with Workbooks, Saving and Quitung, Cell
l(cr'crcncmg

FORMATTENG AND CALCULATIONS
Calculanons and worksheets - using Autobill. worng with Formulae, Efficiert Darta
Pisplay with Data Formattung (Number fornatting, DData Formatting, ete). Working
with Ranges. Worksheet Printing.

WORKING WI'TH GRAPHS AND CHARTS
Adding jormatting text Data with Auto Format, Creating BEmipedded chart using
ChartWizard, Szing and moving parts, Updanng charts, Changing Chart Types,
Creating separate chart sheets, Adding tiles, Legends and gridhnes, Printing charts.
DATABASE MANAGEMENT
Finding records with Data forms Adding/Deleung records, Filtering records in a
worksheet,
FUNCTION AND MACROS
Warksheet with worksheet function using function-wizard. Crezling Macros, record
Mucros, Running Macros. Assigning macros to Buttons, Defining magros from scratch,
Multiple worksaeets and scentrios,

NOTES. There will be end of term pracucal
work shiall be of 50 marks consisting ol practical progressive Assessmient Assignments.

REFERENCE BOOKS:

(As suggested by the fuculty)

caminanion only of 2 hours duation carryirg 100 marks, Term
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