SYLLABUS
CERTIFICATE COURSE IN MS OFFICE

Instructional hours: 15
Aim of the course: To update and expand skills in electronic data processing and computer applications in office automation.
Course objectives:
1. To familiarise the students with the basics of MS Office.
2. To equip the students to meet the demands of the industry in office automation.
3. To develop practical skills in office automation. 

Module I: Word Processing - Introduction, Word Adjusting, adding or deleting text, selecting blocks of text, copying text, moving text, search and replace, Saving, editing and designing a document, character formatting and style, page formatting – headers, footers, page numbers, bullets, margin settings and column, justifying of text, line spacing, tab settings, automating tasks, creating tables – entering text into tables, inserting rows and columns in the table, deleting a row and column from the table formatting the text in the table.

Module II: Microsoft PowerPoint - Introduction, creating presentations – using auto content wizard, using templates, using blank presentation, formatting background, adding sounds, slide show, slide sorter, setting animation, slide transaction, setting intervals, saving and printing, presentations, adding and playing audio clips in presentations, creating hyperlinks in presentations

Module III: Microsoft Excel - Microsoft Excel - Excel user interface, starting with Excel, working with cell and cell addresses, entering and editing data, finding and replacing data, selecting a range, moving, cutting, copying with paste, inserting and deleting cells, freezing cells, cell formatting options, adding, deleting and copying worksheet within a workbook, renaming a worksheet, Cell reference – relative, absolute - Elements of excel charts – categories, create a chart, choosing chart type, edit chart axis, titles, labels, data series and legend, adding a text box, rotate text in a chart, converting a chart on a web page, saving a chart.

Recommended reading:
1. Cox et.al, 2007. MS Office step by step, PHI, New Delhi.
