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unit 1

Ms Windows -operating system- definition & functions, basics of windows. Basic
components of windows, icons, types of icons, taskbar, activating windows, using
desktop, title bar, running applications, exploring computer, managing files and folders,
copying and moving files and folders. Control panel — displaying properties, adding and
removing software and hardware, setting date and time, screen saver and appearance.
Using windows accessories.

unit 2

Introduction to MS word. Creating a new document-Editing documents- working with
margins, pages, and line spacing-adding headers, footers, and page numbering-printing
documents-faxing and E-mailing documents-adding graphics to documents-mail merge.

unit 3

Introduction to ms excel-creating a new workbook-entering data into the worksheets-
editing worksheets-adding cell borders and shading-working with ranges-maintaining
worksheets-printing your workbooks- performing simple calculations-copying formulas-
creating charts.

unit 3

Introduction to ms excel-creating a new workbook-entering data into the worksheets-
editing worksheets-adding cell borders and shading-working with ranges-maintaining
worksheets-printing your workbooks- performing simple calculations-copying formulas-
creating charts



unit 4

Introduction to ms-Access-creating a new database-creating a table-editing tables-
entering data into a table-editing data into a table-creating relationship between tables-
creating a simple form-modifying a form-sorting, filtering and indexing data-creating a
simple query-creating a simple report-customizing a report-connecting access to the
outside world-integrating access with other office products..

unit 5

Introduction to PowerPoint - creating a new presentation-working with slide in different
views-printing presentations- inserting, deleting and copying slides-rearranging slides-
adding and moving slide text-adding graphics to slide-conclusion.

LITL_[BITEV&6IT
1. Learn Microsoft office-Russell A .Stultz —-BPB publication

2. PC software for office Automation (MS-OFFICE)-T. Karthikeyan, for private
circulation-july-2002.

LITJenal  [BHIT6VEH6IT:

1. Microsoft office-complete reference-BPB Publications

2. Microsoft office2000-courter, G Marquis(1999),professional edition-BPB
3. PC software-shreesaiprakashan, Meerut.

4. MS office-c.nellai kannan.
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ESE -60 (Experiments - 50 + Record — 10)
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