Type of Course : Value Added Course
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Course Overview is VAC(Value Added Course) is offered by the Faculty of Computer Applications. |t has
nd
olla

les to complete this course, upon completion you will be awarded a Certificate. In this val
course you will leam how to use M5 Office applications in office work such as creati
fessional-quality documents, store, organize and analyze information, arithmetic operats
functions and create dynamic slide presentations with animation, narration, images, and
re. This course is for all the students studying in the Faculty of Computer Applications.

wing are the details.
Course Prerequisites  [Interest to leam Laptop
Objectives
e Leam how to use MS office applications in office work
e  Creating professional quality documents, storing, organizing
»  Analyzing information, performing Arithmetic operations and functions
. Cmﬁngdyumi:ﬂid:.pmmﬁmuithuﬂmﬁwmmﬁmuﬂinugﬁ
s To be able to create documents for printing and sharing
Course Outcome
»  Master in MS office applications
. B:hglﬂtNﬁ:mtﬂhmplplﬁﬂddmmﬂthmminwrd
+  Generate productivity-related images like chans and graphs
s Students will be able to claim proficiency in Word and PowerPoint
«  Students will understand how to use Word and PowerPoint in a variety of
pmﬁminul.ad:mtimll.mdpmmlﬁhlﬁm
«  Students will able to independently create professional-looking documents and
presentations
#  Evaluate and interpret the results from the data
Module Neo. Module Title Mo. of hours
{per module)
[Module] — MSwordl )
Text Basics, Text Formatting and saving file , Working with Objects , Header & Footers , Working with bullets and
pumbered lists
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slide Master , Slide show option , Proofing and Printing |

Leam Microsoft Office 201%: ﬁw guide to getting started with world, po-er
Pﬂlnl.uaﬂmmdnuﬁm‘:wumﬂmuku

“Microsoft office 365 and 2019 introductory” by Shelly Cashman Series .
Quizzes,




Department of Computer Applications
02 Nov 2020
CIRCULAR

VALUE ADDED COURSE (Office Automation)- BCA , B.Sc.(H)CS

Students of BCA and B.Sc.(H) CS " year are hereby informed that value added
course “Office Automation " is scheduled from 18" November 2020 in your
respective classroom, Academic Block-111.

Schedule:

e Time Slot: 03:00 PM to 05:00 PM
o Key Speaker: Mr. Kushal Johari
e Duration: 2 hrs

Program Overview:

The objective of this course is to develop automation skills of students who are
mdytudﬂmthmpl:xh‘ﬂm@ﬂuhﬂumpuﬂngwoﬂdmdmnblnw

maintain automation as per the
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DATE
18 Nov 2020 to 16 Dec 2020

TIME

03 PM TO W
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SPEAKER
MR. KUSHAL JOHARI

HOD

MR. JITENDRA CHOUDHARY
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COURSE OVERVIEW

The objective of this course is
to use MS Office application in
Office work such as
professional quality
documents, store,
organise & analyze
information & create
dynamic slide
presentation with

animationtes.
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