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1' CERTIFICATE COURSE IN OFFICE AUTOMATION
4aoer-r: computer Fundamentar & MS office iroo utarts_ 06 credits,a Fundarnentals of Cornputers

b. MgWindowVLinux
c. M9Office

paoer-lt: DTp & Internet (100 Marks_ 06 Credits)c. Desktop publishing
d. Internet and Muftimedia

Theory - O5 Credits ( gO Marks)'Practical - 01 Credft i zo rquir.r>

Fundamentals of Computerso What is a Computer?o Geherations of Computerso Types of Computer iystemso Hardurare- VO devices, CpU, Storage Devices. o Software
o Memory

MS-Windows/Unux
o Turnlng on the coniputer .o Exploring the besktopo. Working with Windowso U_sinE My Computero Shutting down Windows '

o Working with Folderso Working with fileso Using Notepad
o. Using Shortcuts
o Using Wordpado Creating a graphic using paint

Arlnglure: -l

( O1 Credit - 20 Marks)

o Ms Word

I

(ilS- Office included packages) a

( 0l Credit _.1s Marfs)
What is Word r-no:!?l, rntr.oduction, Creating rVi*Loru^"ntr,
Ey::n: 9::j : s a n d. ggeiin s iid- - -' - "'
Fo,ttng a Document. Formatting a Do,cument, WoTking with graphics,'Previewing and priiting a oocime;;-''
Moving and copvino saecttons, iiiairg and Reptacing text, Insertingthe Current Date -

Aodfuing Page Layout!.Cre?ti!1g Lists, using AutoShapes, Sp,e,ing andLrrammar, Creating a Simpte Tible

*;f;n\7r\?F;nari{tei,-J'i,gwordAft ,rnserrns.svmbots,
Using Mail Merry) printing Mailing t:ab,els n __.__." 
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. Creating a new workbook.
and opening u *or*6ii '. C-enteriftg aN Merging
lotm.aft i n g me w o r Xs-tre Jt. 
T.?!:yi.ng. and printini,
t-ustornizing print settirSs

o Ms powerpoint

: {tt;1;:1,p27:E!iif!,r.is:I:;f!::":ii;;;;G ::::. De t ete, M ov e, u h a r ise rt s i j 
" 
ri iii, ;;r;:::;E:rZlL., J:i,. R|! 

" 
stide show, n;a:ry_grlei1i, iAfiir,and create a text boxc!_an si ns .!t!e pres,eita ti on Desi s n iij -circr 

scnem e

o Ms Access
' Brief..rntroduction, rntroduction to Databa* Jr:sjr:fili,r rli.ff 

*r,r creating a new c"t"uL", creatin! a-ffi Entering ana eoiting oata
. preview and print a tibte, close aiJoj"ri'u tabre and database. . cusromizins and,r".":lijJi;,;;gff,lno,."ptu.ins 

dara' sorting records, using form wizard, Fo.i']qreries and Report
PRACTTCAL WORK. : 2O Marks (Ot Credit)

W

o Ms Excel
-,i , grief Introduction, Features ofworksheet spreadstte"l'i,Slil|:]:#"#],

Entering and editittg data, *ving , closing
cells, l)sing formula, Using functions,

Learning about charts, Creailng a chart,
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Theory - Os !re{!ts ( BO Marks)Practicaf - o1 CreJ,i- ( td rqu'irsl

Desktoo Publishina

o Pagel,lakdr.
( Ol Credit - 2O Marks)

. pageMakerEnvironment

. .lvooOr-aghtr pF rvp" eiitins
Graphics and tmaoiJ --'."

_. ._ 
fageMakerAOvanieAo Photoshop 

(' Photoshop-History & introduction, 1 o1 credit - 15 Marks). Fite menu, the toots, t;;;l;g tines & shapes.' Inserting picture ani rr,"p"r, firh;g;or;;;,;xt erfects,working wth tayers, fitteis ''!""':rLv'v'!r, Lexr
. Creating designpatierni,-' r photoshop presentationi'-static & dynamic presentation. . Creating animations usingimage ready,. CreatinganimationialiEr""tations.

Tips and tricks in photosnop.o Corel drawI corel !31.-An overview, menus and tools. 
( o1 credit - 15 Marks)

Drawin g -riles, sr'a per inrer.tino-niciui"t,-ou:p+rr 
ta-br gr, tem plates,I fl',11'd'#L:["flr5T#;; [ii.il"i;,'JJ'i,in,nn & ri'ing o6iuii,,

Hliifrl t" coret draw presentation - Adjustins rhe position,
' 

$:$:ning' 
merging;'coror shades & shadows working.with advanced

Special interactive effects.

?0":,{:f; 
businqss car.ds, pamphtets, banners, n"ri, papers, bootks. Keys fn,Corel draw.

Internet and Muttlmedla

t Internet Basics, ' Navlgating the Web .-
FtrnCing InformEtion on th? Web

: - ' Communication Using e-I,lailr ptaying/Downloading 
Songs & Videos

( 01 Credit - 15 Marks)

. PRACTTCAL WORK : ZO. Marks (O1 Credit)
Refere4ce aogks:.

Professbnd Otra,tdgr-lysg1 U!*e"q"r, eyWlrn, nfanaywt fecnAqyenncipAs , prorin", 
"nd

@pertunities bv Jarnes A yni Vi ..tftF. 
ttai) F*ir|,i",,a, * aiint"i: W i F4arcman e.e .8. F\tbric:athns ,I ntenet: tn mWte rebre,:r;i Oy if4l',d' t ;;; ;;;,rg
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