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DURATION: 2 MONTHS / 72 HOURS

OBJECTIVE

The goal of this course is to introduce software Microsoft Office. The course will discuss topics on
how to create impressive business documents with Microsoft Office Word, attractive presentations
using Microsoft Office PowerPoint and spreadsheets using Microsoft Office Excel.

EXIT PROFILE

v Understanding documents creation using Microsoft Office Word
v Understanding presentations creation using Microsoft Office Presentation
v' Understanding spreadsheets creation using Microsoft Office Excel

CAREER PATH

v’ Office Assistant

v Administrative Assistant
v’ Research Analyst

v Data Analyst

STUDENTS’ PREREQUISITE

v’ Basic computer knowledge

COURSE OUTLINE
COURSE NAME: MS OFFICE DURATION: 72 H/2 M
MODULE ‘ TOPICS ‘ DURATION TOTAL
Microsoft Office Word 24 H/16 D
Module - | Microsoft Office Presentation 24 H/16 D 72H/2M
Microsoft Office Excel 24 H/16 D
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MODULE IN DETAIL

MICROSOFT OFFICE WORD
v’ Creating a Microsoft Word Document

o Starting Microsoft Word

o Saving a Document

o Importing a File

o The Status Bar

o Closing a Document
v’ The Ribbon

o Introduction to Ribbon

o Tabs

o Commands
v The Backstage View

o Introduction to the Backstage View
Opening a Document
New Documents and Word Templates
Configuring Documents to Print
Adding Your Name to Microsoft Word
Adding Values to Document Properties

O O O O O O

Working with AutoSaved Versions of Documents
v The Quick Access Toolbar
o Adding Common Commands
o Adding Additional commands with the Customize Dialog Box
o Adding Ribbon Commands or Groups
o Placement
v Formatting Microsoft Word Documents
o Selecting Text
Selecting Fonts
Working with Fonts
Working with Lists
Inserting a Hyperlink in a Document
Using Styles
Using Themes
Using the Ruler
Setting Margins
Adding a Table of Contents
Updating the Table of Contents

Deleting the Table of Contents

Footnotes and Endnotes

Inserting citations and a Bibliography

Adding an Index

Inserting a Table of Figures

Inserting and Updating a Table of Authorities
Creating an Outline

0O o0 oo oo o o o o o o o o o o o
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v’ Editing Documents
o Find
Find and Replace
Find and Replace Tips
Appending Text to a Document
Using the Clipboard
v Review and Collaborating on Documents

O O O O

o Adding Comments
o Tracking Changes
o Viewing Changes, Additions, and Comments
o Accepting and Rejecting Changes
v' Comparing and Combining Documents
o Comparing Documents
o Combining Documents
v' Managing Mailings
o Creating Envelopes and Labels
o Using Mail Merge
v Protecting Documents
o Making Word Documents Read Only
o Password Protect Word Documents
o Removing Metadata from Files
o Restrict Formatting and Editing
v' Finalizing Microsoft Word Documents
o Adding Page Numbers
o Headers and Footers
o Checking Spelling and Grammar
v' Random Useful Items
Using Bookmarks
Adding Watermarks
Adding Titles to Sections
Inserting Built-in Fields
Using the Go to Feature
Using Macros
Copy Macros from Document to Document
Macro Security
Recording a Macro
Assigning Shortcut Keys

0O O 0O 0O 0O OO0 O O O

Customizing the Ribbon

Preparing a Document for Internationalization and Accessibility
MICROSOFT OFFICE EXCEL

v’ Creating a Microsoft Excel Workbook

O

o Creating a Workbook
o Saving a Workbook
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o

The Status Bar

Adding and Deleting Worksheets
Copying and Moving Worksheets
Changing the Order of Worksheets
Splitting the Worksheet Window
Closing a Workbook

v" The Ribbon

o

O

o

Tabs
Groups
Commands

v The Backstage View (The File Menu)

o

0O O 0O o 40 0O O O O O O O

Introduction to the Backstage View
Opening a Workbook

Open a Workbook

New Workbooks and Excel Templates
Select, Open and Save a Template Agenda
Printing Worksheets

Print a Worksheet

Adding Your Name to Microsoft Excel
Adding a Theme to Microsoft Excel

he Quick Access Toolbar

Adding Common Commands

Adding Additional Commands with the Customize Dialog Box
Adding Ribbon Commands or Groups

Placement

o Customize the Quick Access Toolbar

v’ Entering Data in Microsoft Excel Worksheets

0O O O O O O O

Entering Text

Adding and Deleting Cells

Adding a Hyperlink

Add WordArt to a Worksheet

Using AutoComplete

Entering Text and Using AutoComplete
Entering Numbers and Dates

Using the Fill Handle

Entering Numbers and Dates

v Formatting Microsoft Excel Worksheets
o Selecting Ranges of Cells

0O 0O O O O

Hiding Worksheets

Adding Color to Worksheet Tabs

Adding Themes to Workbooks

Customize a Workbook Using Tab Colors and Themes
Adding a Watermark
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o The Font Group
o Working with Font Group Commands
o The Alignment Group
o Working with Alignment Group Commands
o The Number Group

o Working with Number Group Commands
v’ Using Formulas in Microsoft Excel
Math Operators and the Order of Operations
Entering Formulas
AutoSum (and Other Common Auto-Formulas)
Copying Formulas and Functions
Relative, Absolute, and Mixed Cell References
Working with Formulas
orking with Rows and Columns
Inserting Rows and Columns
Deleting Rows and Columns
Transposing Rows and Columns
Setting Row Height and Column Width
Hiding and unhiding Rows and Columns

<
© 00 0O O0 g0 0 0 0 O

Freezing Panes
o Working with Rows and Columns
v' Editing Worksheets
Find
Find and Replace
Using Find and Replace
Using the Clipboard

O O O O

Using Format Painter
Managing Comments
v’ Using Pivot Tables

o Creating Pivot Tables
More PivotTable Functionality
Inserting Slicers
Multi-Select Option in Slicers
PivotTable Enhancements
Working with Pivot Tables
Inserting Pivot Charts

O 0O O O O O O

More Pivot Table Functionality
o Working with Pivot Tables
v' Finalizing Microsoft Excel Worksheets
o Setting Margins
o Setting Page Orientation
o Setting the Print Area
o Print Scaling (Fit Sheet on One Page)
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o Printing Headings on Each Page/Repeating Headers and Footers
o Headers and Footers
o Preparing to Print

MICROSOFT OFFICE POWERPOINT
v’ Creating a PowerPoint Presentation
o Starting Microsoft PowerPoint

Normal View

Creating a Presentation
Saving a Document
Importing a File
The Status Bar

o Closing a Presentation
v The Ribbon
Introduction to Ribbon
Tabs
Groups

o O O O

o O

Commands
o The Tell Me Tab
v The Quick Access Toolbar
o Adding Common Commands

O

o Adding More Commands with the Customize Dialog Box
o Adding Ribbon Commands or Groups
o Placement
v The Backstage View (The File Menu)
o Introduction to the Backstage View
o Opening a Presentation
o New Presentations and Presentation Templates
o Presentation Properties
o Adding Your Name to Microsoft PowerPoint
v Formatting Microsoft PowerPoint Presentations
Selecting a Slide Layout
Adding Text
Adding Text from a Text File or Word Outline
Editing Text
Formatting Text
Formatting Text as WordArt
Creating Bulleted and Numbered Lists
Ink Equation
Formatting Text Placeholders

0O 0O O O 0O O O O O O

Adding Slides to a Presentations
o Arranging Slides

v Working with Images
o Adding Images to a Slide
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Inserting a Picture

Inserting lcons

Inserting Clip Art

Capturing and Inserting a Screenshot
Editing an Image

Formatting Images

Creating Custom Color with the Eyedropper
Applying a Style and Cropping an Image
Arranging Images

Adding Shapes

Using Digital Ink

Creating a Photo Album

Adding Captions

Applying a Theme to Your Album
Customizing an Album

Inserting Sounds and Video

Editing Media Clips
orking with Tables and Charts

Inserting a Table

Formatting Tables

Importing Tables from External Sources
Inserting a Chart

OOOOOEOOOOOOOOOOOOOOOOO

Formatting a Chart
o Importing Charts from External Sources
v’ Customizing Presentations
o Applying a Theme
o Applying a Background Style
o Adding a Footer
o Arranging and Printing Sections
v’ Presentation Masters
Working with the Slide Master
Formatting Slide Masters and Layouts
Adding a Watermark to Your Presentation
Adding Slide numbers Using the Slide Master
Preserving a Slide Master
Modifying the Handout Master
Adding a Header and Footer to Notes and Handouts
orking with Special Effects
Animating Text and Objects
Motion Paths
Working with the Animation Painter
Setting Animation Timing

<
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Animating a Chart
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v Using SmartArt

o Inserting SmartArt Graphics
Modifying SmartArt Graphics
Resizing/Repositioning a SmartArt Object
Formatting Text in a SmartArt Object
Adding Shapes to a SmartArt Object
Ungrouping SmartArt Objects
etting Up the Slide Show
Set up a custom slide show.

w o O O O

<

Create a hyperlink.

Add an action button.

Jump to another presentation.

Rehearse the timing of your presentation.
Navigate within a slide show.

Annotate a presentation.

O O O 0O 0O O O O

Create a presenter-independent slide show.
o Set up a slide show to repeat automatically.
v’ Outlines and Slides
o Exporting Notes and Handouts to Word
o Exporting an Outline to Word
o Saving a Presentation as an Outline
o Saving a Slide as an Graphic
v/ Managing Multiple Presentations
o Merging Multiple Presentations
o Reusing Slides from Other Presentations
o Viewing Multiple Presentations
o Tracking Changes in PowerPoint
v’ Sharing and Securing and Presentation
o Sharing a Presentation with Remote Audience
Embedding the Fonts in a Presentation
Inspecting the Presentation
Using Comments
Packaging a Presentation for CD
Using the PowerPoint Viewer
Encrypting a Presentation
Adding a Digital Signature
Marking a Presentation as Final
Sending a Presentation in PDF Format

0O 0 0O 0O 0 0O o0 0O O O

Compressing Pictures
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Duration: 72 Hrs

List of Students

SI. No | Name of the Student Class Class No Grade
1 Arya Binu 111 B Com 20CP221 A+
2 Akash Raj III B A English 20EN302 A+
3 Angel Thomas 111 B Com 20CP213 A
4 Archana K S III B Com 20CP218 A
5 George C Mathew I1I B A English 20EN314 A
6 Mariya Johnson 111 B A English 20EN321 A
7 Rintumol EM III B Com 20CP240 S
8 Aswin Baburaj III B Com 20CP225 S
A
Jithin Thomas Abraham Principal

Coordinator

PRINCIPAL

HENRY BAKER COLLEGE

MELU

KAVU
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Jithin Thomas Abraham

Coordinator

PRWE?Z:L”

HENRY BAKER
COLLE|
MELUKavy GE



e e -

e s

B e i e e e e . e Tl o B

A E RIS RS B S S N S B R S M B N R L B e S N T e T e S B S A B B

" G-TEC COMPUTER EDUCATION

ISO 9001:2015 CERTIFIED

Admn. Office: House of G-TEC, Calicut - 673 002, India
Corp. Office: Peace Centre, Singapore-228149

COMPUTER www.gteceducation.com G-TEC EDUCATION
—G-TEC Group of Institutions —
VR AR 0L

wuw, gteceducation,con

Registration No. : 1555804

Certificate No. : 324013

sl.No.: 1159864

Certificate @f Merit

This is to certify that Pr / s
ARYABINU

bas successfully completed a course entifled

MS OFFICE
with a duration of £ MONTHS
ﬁom ERATTUPETTA , KOTTAYAM okl b A+ ora o
Course completed in the month of FEBRUARY “lfear 2023
i 19.05.2023

Controller of Examination Date of issue

Training & Testing Partners

G Gﬁct um AP Dudert ]nsﬂfu!eof - Oft INEORMATION ‘
l @ "“"”e”;g’;‘;*' Mlcr_os 5 U TECHNOLOGY
g |ou=.n||e- —— tan Office Specialist SPECIALIST
EC-Councl

UNITED KINGOOM (\ BL ‘M. A

e M gmcm:am {\ AUTODESK. oo E§B oY Adebe ot

Grade: 40% - 49% =D, 50% 59% =C, BD% 69% =B, ?D% 79% = B+, 80% 89% A, 90% - 94% = A+,>95% =8

M TME MR MY TP

T IITTER TP eNTY e

TeMTeTTeT

*rMTTMTTTEerTYT MYt R S T




"
|
1
o
i
e
i
i
i
I
i
it
"
s
i

B BT o B el s e S s

e S

A R N R N N F R W

FR R R A M R & ]

Bl Bl

FREEE TS SRE Sb & A R e e N L e ot et i o "o T B Tl Tl e T B

" G-TEC COMPUTER EDUCATION

ISO 9001:2015 CERTIFIED

Admn. Office: House of G-TEC, Calicut - 673 002, India
TEC Corp. Office: Peace Centre, Singapore-228149

COMPUTER . T
www.gteceducation.com G-TEC EDUCATION

—G-TEC Group of Institutions —
Il|1l||l|||||||||||||||l||||1IIII|IlI|ﬂ1IIII1III H R T

wuu gte ceducation,con

Registration No. : 1555809

Certificate No. : 324015

sl.No.: 1159862

Cectificate ©f Merit &U/

"u;m oW

This is fo certify that r / s
AKASH RAJ

bas successfully completed a course entitled

MS OFFICE

with a duration of 2 BN THG
]6’0??2 ERATTUPETTA , KOTTAYAM chabie mith A+ ora o
Course completed in the month of FEBRUARY Uear 2023

w2t

Conlrol[er of Examination

19.05.2023

Date of issue

Training & Testing Partners

G-TEC ((JAIN 5 tant Fragrm Institute of . ATHON
Hieeti®@ Iy @@= Microsoft s isisise
L 2 g ® e Specialist

UNITED KINGOOM A B M A

0 Bgy I3 Aok Soe ESE 1S N

Grade: 40% - 49% D, 50% 59% =C, 60% 69% B 70% 79% = B+ 80% - 88% =A, 90% -94% = A+, >95% =8

TEpCEP

L2 e n s & oobuy

TEETTITOS R MITe.

TeMetTTTMe TNt

Tt eTe et




G-TEC COMPUTER EDUCATION

ISO 9001:2015 CERTIFIED .

Admn. Office: House of G-TEC, Calicut - 673 002, India i

Corp. Office: Peace Centre, Singapore-228149 :

COMPUTER www.gteceducation.com G-TEC EDUCATION E

—G-TEC Group of Institutions — :

1 T OO O OO A ;

wuu, gteceducation.con A

#  Registration No. : 1555798 E

'.‘ h

]

i Certificate No. : 324011

s s.No.: 1159866 g

" =t =1 Bt
i 2 /<

ertificate Mevit o/ |

éi
This is to cerlify that Pr /N

ANGEL THOMAS

has successfully completed a course entitled

T —————————
|
|
|

T TNt T T T e T T e e

MS OFFICE
with a duration of EHONTHG
]
B o ERATTUPETTA , KOTTAYAM centre with ®  grade ¥
§  Course completed in the month of FEBRUARY _ Year 2023
~ 19.05.2023 |
i Controller of Examination e Do stassis

COMPUTER
EDUCATION

Training & Testing Partners

Institute of
accountants &
bookkeepers

LINITED KINGDOM A) BMA

OLUIOPESK s

% - 59% =C, 60% - 69% = B, 70% - 79% = B+, 80% - 89% = A, 90% - 94% = A+, >95% =S

Sk » = e

T == by il o P



G-TEC COMPUTER EDUCATION

3 ISO 9001:2015 CERTIFIED :
i Admn. Office: House of G-TEC, Calicut - 673 002, India 5
3 TEC Corp. Office: Peace Centre, Singapore -228149 :
COMPUTER i 4
i www.gteceducation.com (_:-‘-;I:ccsri?ol;lliﬁ:!i l'i :
; (LT AT |I|II1 [l lIItIIHIII MR '
H HUd, s B‘CB ucation.con A
i ;
% Registration No. : 1555812 E
i
3 Certificate No. : 324016
3
4 ]
S.No.: 1159861 | ]
Certificate Of Merit

This is fo certify that Py / Dls

1

:

;

% _ ARCHANAKS
i bas successfully completed a course entitled
i MS OFFICE :
|
with a duration of 2 RRNTHY |
ﬁ’Oﬂ’l ERATTUPETTA , KOTTAYAM s, SEES A gra o :
i Course completed in the month of FEBRUARY Uear 2023

' . 19.05.2023

3 Controller of Examination Date of issue .
l Training & Testing Partners :
' G-TEC ({JJAIN S0 S, Institute of . ) I.'
{ Ekeer i ® @ P oot Microsoft )tz siciicicor @ §
: abiosd™ NTED ivcoon ABMA peesies b4

e M IC3 A AuTODESK Gckooks|
MR coedlon T

Grade: 40% - 49% =

D, 50% - 59% =C, 60% - 69% = B, 70% - 79% = B+, 80% - 89% = A, 90% - 94% = A+, >95% =S



o S B A A B A R B S A S O B R B B S T B e S N e e R S T B S e e e e B

" G-TEC COMPUTER EDUCATION

ISO 9001:2015 CERTIFIED
Admn. Office: House of G-TEC, Calicut - 673 002, India

TRPMITHMETT R MEMTMeRTTE

TEC Corp. Office: Peace Centre, Singapore -228149

s e A=

N OO T Y0 0

i wwu, gteceducation,.con

; E
i Registration No. : 1555803 g
| CeriicateNo.: 324012
1 1
s.No.: 1159865 ::
Certificate ©f Merit
: This is fo certify that Py / Ms
~ GEORGE C MATHEW
bas successfully completed a course enfitled _

MS OFFICE

PRSI IR e

with a duration of 2 MONTHI

C AL A AR AT M RN W R e

from ERATTUPETTA , KOTTAYAM conka with A gra do

T E—————
R R S

Course completed in the month of- FEBRUARY “Ufear 2023

.- 19.05.2023 '

- » TSR e T e ] H

inati TEC : b

Controller of Examination Date of issue i
EDUCATION 1

A

3 b
i Training & Testing Partners 4
;u G-TEC ({JAINE »- by Inshtu?e of . - ]
i Keertl @ w uc:oun?anfsa. Mlcmsoft IU Tnséﬂﬁofc;'ﬁv |
.'r BSHE] L W E AT DN mmrm— Office Specialist ECiaL) 4
b £l 8.1 bR UNITED KINGDOM ABMA EC-Councd {

it | J
@ 7By 53 awroos< g ESB AN N |

Grﬂde 40% - 49% =D, 50% 59% =C, 60% 69% B 70% - 79% = B+, 80% 89% = A, 90% 94% A+, >95%=8



T

A R R S R N R RS BT S A S W A I B R S N S R S B B SR RN R R A R R LS R R FE R R Y R WA RS B

" G-TEC COMPUTER EDUCATION

b

o

ISO 9001:2015 CERTIFIED E

Admn. Office: House of G-TEC, Calicut - 673 002, India E

TEC Corp. Office: Peace Centre, Singapore-228149 f
www.gteceducation.com ?;I::G :u?:;',iﬁﬂﬁhi E
I O AT DO 0 L ]

wuu, gteceducation,con :

Registration No. : 1555797
Certificate No. : 324010 ‘
s..No.: 1159867 | §

[f I = :

£ e o g i

Certificate Of Merit \ |

‘qo'm ';n 0“\(,2' E

This is to certify that P / s 1

LR __ MARIYA JOHNSON f.

:
has successfully complefed a course entitled E

MS OFFICE

?g

with a duration of EWONTHE

ﬁom ERATTUPETTA , KOTTAYAM centve with A gra do i
]

Course completed in the month of  FEBRUARY “Ufoar 2023 '
.- _ ot 19.05.2023 :

Contoller of Examination TEC o : Date of issue |

: :

Training & Testing Partners E

]

G-TEC ((JAINY o- O it Acdory v Institute of
eerti o
=0 O MW e s epsrs
e 1 i M ®

i
Microsoft & ¢ reciiisider @
Office Specialist SPECIALIST

UNITED KINGOOM A Bl M A EC-Councll

Zady IE3 ovropes< oo ESB e SR

UEATI

Grade: 40% - 49% = D, 50% - 59% =C, 60% - 69% = B, 70% - 79% = B+, 80% - 89% = A, 90% - 94% = A+,>95% =S

LR % 7

=%



e R e e

e

TM

TEC

COMPUTER
EDUCATION

Registration No. :

Certificate No. :

SI. No. :

A S B S T R R A BN R B S R S B T S B R A R L A L B R N R W A - S SN R R R A IR S L

G-TEC COMPUTER EDUCATION

ISO 9001:2015 CERTIFIED

Admn. Office: House of G-TEC, Calicut - 673 002, India
Corp. Office: Peace Centre, Singapore -228149

www.gteceducation.com

0000 O 0 OO O

wuu, gteceducation,.con

G-TEC EDUCATION

—G-TEC Group of Institutions —

1555806

324014

1159863

Certificate Of Mevit ay

This is to certify that Pr / s
RINTU MOL EM

bas successfully completed a course entitled

MS OFFICE

from

ERATTUPETTA , KOTTAYAM

with a duration of 2 MONTHS

centre with S grade

Course completed in the month of — FEBRUARY UYear 2023

” | 19.05.2023
Controller of Examination TEC : Date of issue

COMPUTER
EDUCATION

Training & Testing Partners

Merner R
AP Stinkent sy Progra Institute of .
accountants & Mlcrosoft INEORMATION @
Pl TECHNOLOGY
bo i Office Specialist ' SPECIALIST
® LINITED KINGDOM A B M A e "
bl Al
IC3 A AUTODESK. @cies] ESB Adobe R TiFORT
DAL LITERACY Certified User [ Cortfet e | i e 1 ’\ Certified Professional

]
-
3
"
P.
k
-
I
o
o
]
o4
A
£
i
B

MR

PereTMYTMYTEMeeTeEM M T IR

reeMerTteTet MYt

o £ = o = o

49% = D, 50% - 59% =C, 60% - 69% =B, 70% - 79% = B+, 80% - 89% = A, 90% - 94% = A+, > 95% =S

x e MRS



i..,

mu.wm&mmuwxn:tmxmmwmmxwa Wlﬂlwrdltltﬁﬂim-._—-lv’"‘@
E%/

G-TEC COMPUTER EDUCATION e

ISO 9001:2015 CERTIFIED

Admn. Office: House of G- TEC, Calicut - 673 002, India
Corp. Office: Peace Centre, Singapore - 228149

H

COMPUTER . www.gteceducation.com G-TEC EDUCATION
EDUCATION — G-TEC Group of Institutions —~
0 IR IlIIIIJIIIIIiIIIIlIIIIIII |||IIIIIII|II|||IIII1
wuu.gteceducation.c

T S e e W by Y R o

Registration No. : 1576904

Certificate No. : 331530

¢ e &

SLNo.: 1155423

Certificate ©f Merit

This is fo certify that Plr / Pls
ASWIN BABURAJ

|
‘vl

g \D - s

. A

= « P

3 f

A ‘

O

\703 '
e e e Y P B gy o s

bas successfully completed a course enfitled

iy ey e e R e e R S

MS OFFICE
2 MONTHS
with a durafion of
‘ ERATTUPETTA , KOTTAYAM S
L from centre with grade
Course completed in the month of MAY Year 292

O30

G

W 14.07.2023
Controller of E inati TEC T i
xamination COMPUTER 1 E Date of |ssge

Training & Testing Partners
Institute of
accountants & H
bl é Microsoft k¢ fidisisar

® UNITED KINGOGM Office Specialist SPECIALIST

IC3 N\ AUTODESK.  (@8isss] ESB?  p,yadese

(REITAL LITERACY
L LCLUCIR Cartilad Uzer J(Cortified Usar Erepreeu s Certified Professional

Grae 40% -49% = D 50% - 59% C 60% - 69% =B, 70% 79% = B+, 80% - 89% A 90% 94% = A+ > 95% -S



