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(‘am‘s;.' Code: Course Title: Basics of Microsoft Applications
1
Creditzr ! | Core : Elective
Dot i Min. Passing Marks: -
l'otal No. u{-l_.ccllnﬂ Tutorials-Practical (in Imun per wu.kj L-T-P: 1-0-0
L nit

Subject: Vocational Course

Topics

Basics of Mic-r_usufl off:t.ew

" Introduction to Computer, | History of Computer, Characteristics Of Computer System , Central|

Processing Unit Keyboard, mouse and VDU, ALU, CU, computer memory RAM, ROM, PROM,

| No.of |
| Lectures

1 EPROM. Input devices and Output devices , Number systems, Binary, octal, hexadecimal , 5
Decimal and their Conversions..
Introduction of Ms Words, C Creaung Documents, Editing Text, Selecting Text, Delut:ng Text.|
Inserting Text, Copying, Moving, Finding and replacing, Formatting the Text, Page Layout and |

Il Page Setup, Inserting and Creating Table, Mail Merge. |3

~Introduction of Ms-Excel, Excel Spread Sheet, Menu Bar, Formula Bar, Tool Bar, Active cell, |

Workbook Window, Page setup, Fonts , Alignment Numbers ,Functions and Formula, Charts( Bar 5

11

. Line . Pie).

Introduction of power Point, Opening A PowerPoint Presentation, Saving A Presentation,
Creation of Presentation, Creating a Presentation Using a Template, Creating a Blank Presentation, |
Entering and Editing Text, Inserting And Deleting Slides in a Presentation, Preparation of Slides, |
Slide Show, Running a Slide Show. |
|

Suggested Readings

I Fundamental of Computer by V.Rajaraman

2.Complete Reference BPB Publications( MS Office)

Upen to all

20 Marks for | est / Quiz/ Asagnmeut / Seminar

This course can be opted as an Elective by the students of following subjects

B Continuous Internal Evaluation (CIE) Methods

05 Marks for Class Interaction

Ocationa] Coyrse (UG)



Subject: Vi ational C oy

il Comrse ile Microsafg Applications (Practical)
C oISt

redits 2
Ltediis: 2 Core Flective

: 18, |
Man Marks 2847¢% Min Passing Marks

Fotal No ol 1 ectures Tutonals Practical (i hours per week) | [P 00-4
Topics i
B S "
Microsolt ogy'te (Practical)

lectures

DOSN Internal and Eaternal commands, Windows,
= Wrealetter and cut. copy. paste. save
Formatting the Text. Page Layout and Page Setup. Inserting and Creating fable, Mail 69
Merge
4. Excel Spread Sheet, Menu Bar, Formula Bar, Tool Bar, Active cell, Workbook Window.
Page setup. Fonts . Alignment Numbers Functions and Formula, Charts( Bar , Line . Pie).
5 PowerPoint Presentation, Saving A Presentation, Creation of Presentation, Creating a
Presentation Using a Template.

Some other experiments will be done based on the theory.

Suggested Readings

Fundamental of Computer by V.Rajaraman

- Complete Reference BPB Publications( MS Office)

" This course can be op_u-d as an Elecli\'ﬁ)y the students of follo;wfiilg_gubj_ects

Continuous Internal Evaluation (CIE) Methods

10 Marks for Record File {dcpc_nd_i]l_g upon the no. L_lfe?[—)erimems performed out of the total assigned experiments)

10 Marks for Viva Voce

5 Marks for € lass Interaction
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