NALLAMUTHU GOUNDER MAHALINGAM COLLEGE
(AUTONOMOUS) - POLLACHI

DEPARTMENT OF COMPUTER SCIENCE (AIDED)

CIRCULAR

Date: 07.02.2023
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We the Department of Computer Science(Aided) conducting a Value Added Co
“Microsoft Automation Office Suite” for D1- computer science . HOD is requested to inform
their students about this course and inform your students to register their names in the

Department of Computer Science (Aided) on or before 10.02.2023.
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POLLACHI-642001

DEPARTMENT OF COMPUTER SCIENCE(AIDED)

VALUE ADDED COURSE

2022-2023
ON

MICROSOFT OFFICE

COURSE OVERVIEW

THIS COURSE COVERS BASIC TO
ADVANCED TOPICS OF

e MS WORD

MS EXCEL

MS POWERPOINT
MS ACCESS

MS OUTLOOK




AIM OF THE COURSE

ENABLE STUDENTS TO THROUGHOUT THE WORLD TO REALIZE THEIR
FULL POTENTIAL BY CREATING TECHNOLOGY THAT TRANSFORMS THE
PEOPLE WORK, PLAY, AND COMMUNICATION

COURSE OBJECTIVE

* TO STUDY HOW TO USE THE MS-OFFICE APPLICATION

TO STUDY HOW TO UTILIZE THE FEATURES OF MS-OFFIC FOR

RESEARCH PERSPECTIVE

COURSE OUTCOMES

After completing the course,the students enable
e Student gain decipline knowledge

e Skill development
e modern tool usage

COURSE CO-ORDINATOR

DR. ARUCHAMY RAIJINI
DR. M. MALATHI

o COURSE CODE : 22UCS2VA

« COURSE NAME :MICROSOFT OFFICE AUTOMATION SUITE

« DURATION :30 HOURS

MODULE-1
MS WORD

TEXT BASICSTEXT FORMATTINGHEADER & FOOTER ,

WORKING WITH BULLETS AND NUMBER LIST, TABLES,
MERGING DOCUMENT, PRINTING

MS EXCEL
FORMATTING ~ EXCEL ~ WORKBOOK,  PERFORM
CALCULATION WITH FORMULA, OFFICE  BUTTON,

WORKING WITH CELLS, FORMATTING TEXXT, TO INSERT
ROWS & COLOUMS, SORTING, SHORTCUT KEYS

MODULE-3
MS POWERPOINT

SLIDE  LAYOUT, INSERTING  CHART, ANIMATIONS,
TRANSITION, INSERTING TEXTBOX, INSERTING SLIDES,
PREPARING TEXT, DRAWING AND GRAPHICS

MODULE-4
MS ACCESS

CREATING DATABASE TABLE, DATA TYPES, INSERT
RECORDS INTO TABLE, RETRIEVING DATA, MODIFY TABLE,
UPDATING TABLE, DELETING TABLE

MODULE-5
MS OUTLOOK
CALENDARING, TASK MANAGING, CONTACT MANAGING,

NOTE TAKING, SCHEDULE AND APPOINTMENT,SEND AND
RECEIVE EMAILS
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An Autonomous Institution, Affilioted to Bharathiar University. An ISO 9001;2015 Certified Institution Pollachi-642001, Tamilnadu, India

VALUE ADDED COURSE

This is to certify that Mr/Ms. KIRRNKUMAR -U)

Register no:—2 A=CR= 01{— has participated and successfully completed the course
Microsoft Office Automation Suite with the grade A+ , Organized by the

Department of Computer Science (Aided), Nallamuthu Gounder Mahalingam College( Autonomous), Pollachi

held during the academic year 2022-2023.

A e (B

Ms. M. Latha Dr. anickachezian Dr. R. Muthukumaran
Assistant prof Assistant Professor Assoclate Professor &Head NGM College, Pollachi
Dep. Of Computer Sclence (Alded) Dep. Of Computer Sclence (Alded) Dep. Of Computer Sclence (Alded) Tamil Nadu India

NGM College, Pollachl NGM College, Pollachi NGM College, Pollachl

STAFF INCHARGE VALUE ADDED COURSE COORDINATOR HOD PRINCIPAL
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VALUE ADDED COURSE

This is to certify that Mr/M:s. NIkl ESH.-S

Register no:—22-CS-06  phas participated and successfully completed the course b
Microsoft Office Automation Suite with the grade A+ , Organized by the R

held during the academic year 2022-2023.

o W g A

Ms. M. Latha Dr. Aruchamy Rajini Dr R. Manickachezian Dr. R. Muthukumaran

Assistant professor Assistant Professor Associate Professor &Head NGM College, Pollachi
Dep. Of Computer Science (Alded) Dep. Of Computer Science (Aided) Dep. Of Computer Science (Aided) Tamil Nadu India
NGM College, Pollachl NGM College, Pollachi NGM College, Pollachi

STAFF INCHARGE VALUE ADDED COURSE COORDINATOR HOD PRINCIPAL
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institution, Affiliated to Bharathiar University. An ISO 8001:2015 Certified Institution Pollachi-642001, Tamiinadu, India

VALUE ADDED COURSE

An

This is to certify that Mr/Ms. RUTHRAM OORT BT

Registerno:— 22~ CS =10 paq participated and successfully completed the course

Microsoft Office Automation Suite with the grade A+ , Organized by the
Department of Computer Science (Aided), Nallamuthu Gounder Mahalingam College( Autonomous), Pollachi

held during the academic year 2022-2023.

Lo N,

Ms. M. Latha Di. R. Manickachezian Dr. R. Mithukumaran
Assistant professor Assistant Professor A late Prof: EHead NGM College, Pollachi
Dep. Of Computer Science (Alded) Dep. Of Computer Sclence (Alded) Dep. Of Computer Science (Aided) Tamil Nadu India
NGM College, Pollachl NGM College, Pollachi NGM College, Pollachi t
STAFF INCHARGE VALUE ADDED COURSE COORDINATOR HOD PRINCIPAL .
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An Autonomous Institution, Affiliated to Bharathiar University. An 1SO 8001:2015 Certified institution Pollachi-842001, Tamiinaduy, india

VALUE ADDED COURSE

42

This is to certify that Mr/Ms. — DARKATH NISHAN

Register no: 22-Cs-18 has participated and successfully completed the course

Microsoft Office Automation Suite with the grade A+ , Organized by the
‘ Department of Computer Science (Aided), Nallamuthu Gounder Mahalingam College( Autonomous), Pollachli

held during the academic year 2022-2023.
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Ms. M. Latha Dr. R. Muthukumaran

Assistant professor Assistant Professor e Professor SHead NGM College, Pollachl
Dep. Of Computer Science (Alded) Dep. Of Computer Sclence (Alded) Dep. Of Computer Sclence (Aided)  Tamil Nadu India
NGM College, Pollachl NGM College, Pollachl NGM College, Pollachl

STAFF INCHARGE VALUE ADDED COURSE COORDINATOR HOD PRINCIPAL
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VALUE ADDED COURSE

Cotcate

Me/Ms. — KIRUBASHINIM

has participated and successfully completed the course

| A+ , Organized by the
u Gounder Mahalingam College( Autonomou .

cademic year 2022-2023.
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VALUE ADDED COURSE

Cotificate <3

This is to certify that Mr/Ms. KIRUBAVATHI- ™M
u.gimrm._llﬁs—“lﬁ— has participated and successfully completed the course

Microseft Office Automation Suite with the grade At , Organized by the
Department of Computer science (Aided), Nallamuthu Gounder Mahalingam College( Autonomous), Pollachi
held during e ~ “wic year 2022-2023.

S R S

Professor GHead NGM College, Pollachi

/ Assistant professor Assistant Professor
memm Dep. Of Computer Sclence (Aided) Mﬂwmtm Tamil Nadu India
mmm NGM College, Poliachl NGM College, Pollachl

PRINCIPAL

VALUE ADDED COURSE COORDINATOR HOD
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STAFF INCHARGE
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An Autonomous Institution, Affiliated to Bharathiar University. An ISO 8001:2016 Certified Institution Poliachi-842001, Tamilnadu, india

VALUE ADDED COURSE

Catficate (g

This is to certify that Mr/Ms. _ -AKSHANA-S

Register no:—22-CS5-27  pg participated and successfully completed the course
Microsoft Office Automation Suite with the grade A+t , Organized by the
Department of Computer Sclence (Alded), Nallamuthu Gounder Mahalingam College( Autonomous), Pollachi

held during the academic year 2022-2023.

f:i. 2 Pl 7S

" Assistant professor Assistant Professor late Professor GHead  NGM College, Pollachi
Dep. Of Computer Sclence (Aided) Dep. Of Computer Sclence (Alded) Dep. Of Computer Science (Alded) Tamil Nadu Indla
NGM College, Pollachi NGM College, Pollachi NGM College, Pollachl

STAFF INCHARGE VALUE ADDED COURSE COORDINATOR HOD PRINCIPAL

At ¥R ) aa

a2 -—
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Institution, Affiliated to Bharathlar University. An ISO 9001:2016 Certified Institution Pollachi-642001, Tamiinady, India

VALUE ADDED COURSE |
4 N
This is to certify that Mr/Ms. MOoN ISA-K
Register no: 22-C5-22  has participated and successfully completed the course
" Microsoft Office Automation Suite with the grade A+ , Organized by the

Department of Computer Science (Aided), Nallamuthu Gounder Mahalingam College( Autonomous), Pollachi
held during the academic year 2022-2023.
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Ma. M. Latha Dr. Aruchamy Rajini . R. Manickachezlan Dr. R. Muthukumaran

Assistant prof Assistant Professor Professor GHead NGM College, Pollachi

Dep. Of Computer Science (Alded) Dep. Of Computer Science (Alded) Dap. Of Computer Sclence (Alded) Tamil Nadu Indla
NGM College, Pollach! NGM College, Pollachi NGM College, Pollachi

STAFF INCHARGE VALUE ADDED COURSE COORDINATOR HOD PRINCIPAL
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An Autonomous Institution, Affiliated to Bharathiar University. An ISO 9001:2016 Certifled Institution Pollachi-642001, Tamilnadu, India

VALUE ADDED COURSE

This is to certify that Mr/Ms. NANDH INIPRIYA-M

Register no:—22-C8-33 g participated and successfully completed the course
Microsoft Office Automation Suite with the grade A , Organized by the
Department of Computer Science (Alded), Nallamuthu Gounder Mahalingam College( Autonomous), Pollachi

held during the academic year 2022-2023.
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Ms. M. Latha ajini Dr.|R. Manickachezian
Assistant professor Assistant Professor Professor GHead NGM College, Pollachi
Dep. Of Computer Sclence (Alded) Dep. Of Computer Science (Alded) Dep. Of Computer Sclence (Alded)
NGM College, Pollachl NGM College, Pollachi NGM College, Pollachi

VALUE ADDED COURSE COORDINATOR HOD
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STAFF INCHARGE
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An Autonomous Institution, Affillated to Bharathiar University. An ISO 9001:2015 Certified Institution Pollachi-842001, Tamilnadu, India

VALUE ADDED COURSE

This is to certify that Mr/M:s. PREETHI-V

Register no: 22-¢5-385 has participated and successfully completed the course

Microsoft Office Automation Suite with the grade A+ , Organized by the
Department of Computer Science (Aided), Nallamuthu Gounder Mahalingam College( Autonomous), Pollachi

held during the academic year 2022-2023.
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Ms. M. Latha Dr. Aruchamy Rajini Dr./R. Manickachezian Dr. R. Muthukumaran
Assistant professor Assistant Professor Associate Professor GHead NGM College, Pollachi

Dep. Of Computer Science (Alded) Dep. Of Computer Sclence (Alded) Dep. Of Computer Science (Aided) Tamil Nadu India
NGM College, Pollachi NGM College, Pollachi NGM College, Pollachi

STAFF INCHARGE VALUE ADDED COURSE COORDINATOR HOD PRINCIPAL
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An Autonomous Institution, Affiliated to Bharathiar University. An ISO 9001:2016 Certlfied Institution Pollachi-642001, Tamilnadu, lndic ‘#
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This is to certify that Mr/Ms. PUSHPALATHA-M
Register no: 22=-CS -5 has participated and successfully completed the coure
Microsoft Office Automation Suite with the grade A , Organized by th

Department of Computer Science (Aided), Nallamuthu Gounder Mahalingam College( Autonomou ), Pofiachi

held during the academic year 2022-2023.
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Dr. Aruc Dr. R. Manickachezian Dr. R. Muthulumaran

Ms. M. Latha hamy Rajini

Assistant professor Assistant Professor Assoclate Professor &Head NGM College, Poilachi

Dep. Of Computer Science (Alded) Dep. Of Computer Gejence (Aided) Dep. Of Computer Sclence (Aided) Tamil Nadu India
NGM College, Pollachi NGM Coliege, Poiizchi NGM College, Pollachi

STAFF INCHARGE

PRINCIPAL

YNATOR HOD
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Institution, Affiliated to Bharathiar University. An ISO 9001:2015 Certified Institution Pollachi-842001, Tamilnadu, India

VALUE ADDED COURSE

im Dr. R. Muthulcumarah
. Professor GHead NGM College, Pallacil
ﬂmm (Alded)  Tamll Nadu indio
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An Autonomous Institution, Affiliated to Bharathiar University. An 1SO 9001:2015 Certified Institution Pollachi-642001, Tamilnadu, India

VALUE ADDED COURSE
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This is to certify that Mr/Ms. SELVANANDHINL. kM

Register no:__ZD.-‘_(_:_S:A;J_ has participated and successfully completed the course
Microsoft Office Automation Suite with the grade A+ , Organized by the

Department of Computer Science (Alded), Nallamuthu Gounder Mahalingam College( Autonomous), Pollachi

held during the academic year 2022-2023.
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Ms. M. Latha Dr. Aruchamy Rajini Dr.\R. Manickachezlan Dr. R. Muthukumaran

Assistant professor Assistant Professor Associate Professor &Head NGM College, Pollachi

Dep. Of Computer Science (Aided) Dep. Of Computer Science (Aided) Dep. Of Computer Sclence (Aided)  Tamil Nadu India
NGM cCollege, Pollachi NGM College, Pollachi NGM College, Pollachi

STAFF INCHARGE VALUE ADDED COURSE COORDINATOR HOD PRINCIPAL
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An aulonomoul Institution, Affillated to Bharathlar University. An 1SO 8001:2016 Certified Institution Pollachi=-842001, Tamlinadu, India

VALUE ADDED COURSE

This is to certify that Mr/Ms. SOWMIYA:- T

Register no:—22-C S-45 has participated and successfully completed the course
Microsoft Office Automation Suite with the grade At , Organized by the
Department of Computer Sclence (Alded), Nallamuthu Gounder Mahallngam College( Autonomous), Pollachl

held during the academic year 2022-2023.
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Ms. M. Latha Dr. Aruchamy Rajinl . R. Manlckachezlan Dr. R. Mdthukumaran
# or Assistant Professor Associate Protessor 8Head NGM College, Poliachl
y m ﬂ Computer Sclance (Alded) Dep. Of Computer Sclence (Alded) Dep. Of Computer Solence (Alded)  Tamil Nadu India

ll“ College, Pollachi NGM College, Pollachl NGM College, Pollachl
STAFF INCI VALUE ADDED COURSE COORDINATOR HOD PRINCIPAL
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VALUE ADDED COURSE
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This is to certify that Mr/Ms. SUMITHIRA. K
Register no: 22-CS-47 has participated and successfully completed the course

Microsoft Office Automation Suite with the grade A

y Organized by the
Department of Computer Science (Aided), Nallamuthu Gounder Mahalingam College( Autonomous), Pollachi

held during the academic year 2022-2023.
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Ms. M. Latha Dr. Aruchamy Rajinl R. Manickachezian Dr. R. Huﬂmkummn
Assistant professor Assistant Professor Assoclate Professor GHead NGM College, Pollachl
Dep. Of Computer Science (Alded) Dep. Of Computer Sclence (Aided) Dep. Of Computer Science (Alded) Tamil Nadu India ' o
NGM College, Pollachi NGM College, Pollachi NGM College, Pollachl

STAFF INCHARGE VALUE ADDED COURSE COORDINATOR HOD PRINCIPAL
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An Autenemous institution, Aifillated te Bharathiar University. An SO 8001:2015 Certified institution Pollochi-842001. Tamiinadu, india

VALUE ADDED COURSE
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This is to certify that Mr/Ms. — YALARMATHI. L

mm_u:&ﬁ:ﬁ_g___ has participated and successfully completed the course
Microsoft Office Automation Suite with the grade A+ , Organized by the
Department of Computer Sclence (Alded), Nallamuthu Gounder Mahalingam College( Autonomous), Pollachi

held during the academic year 2022-2023.

S e O V{f

Ms. M. Latha Dr. R. Muthukumaran
Assistant professor Associate Professor GHead NGM Coliege, Pollachi
Dep. Of Computer Sclence (Alded) Mﬁmmm Dep. Of Computer Science (Alded) m“- '

NGM College, Pollach! NGM College, Pollachi MNGM Collage, Pollachl!
STAFF INCHARGE VALUE ADDED COURSE COORDINATOR HOD PRINCIPAL
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VALUE ADDED COURSE

Coltficate 53

This is to certify that Mr/Ms. VINUSRI- B

Register no: 22-CS-50 has participated and successfully completed the course
Microsoft Office Automation Suite with the grade A , Organized by the
Department of Computer Sclence (Alded), Nallamuthu Gounder Mahalingam College( Autonomous), Pollachi
held during the academic year 2022-2023.

R ,M ....;.'Q...;L.:.. . '

Professor BHead  NGM College, Poliach!
Assivtunt gretes : Deop. Of Computer Science (Alded)  Tamil Nadu Indla
(Alded) Dap. Of Computer Bcience (Alded)
"""".m-,....“,” NGM Collegs, Pollach! NGM College, Poliachi

PRINCIPAL
STAFF INCHARGE VALUE ADDED COURSE COORDINATOR HOD




