B.Com. (Computer Applications) 

SEMESTER-II - SYLLABUS

OFFICE AUTOMATION TOOLS

Unit 1:	Introduction to MS Office & MS Word: Features of MS-Word, MS-Word Window components, creating, saving and opening documents, Formatting documents: Selecting text, Formatting characters, changing cases, Paragraph formatting, Bullets & numbering, Editing text: Copying & moving data, Finding & replacing text, Reversing actions (undo). Header & footer

Unit 2: MS Word Advanced features: Inserting  pictures from  Computer  –  Insert  Shapes  –  Insert  Equation,  Mail merging, Printing documents, Tables: Definition, Inserting tables, inserting & deleting rows and columns.
Unit 3: Introduction to MS Excel & Its features: Excel Features, MS-Excel window components, Spreadsheets, workbooks, creating, saving &  editing a  workbook,  Renaming  sheet,  cell  entries (numbers, labels, and  formulas), find and replace, Adding and  deleting rows and columns,  Formatting worksheet 

Unit 4: Ms-Excel Advanced Features: Definition, Functions and its parts, Inserting a function in Excel, Types of functions in Excel (Mathematical, Statistical, Logical, Text), Cell referencing (Relative, Absolute, Mixed) in a formula, Introduction to charts: Types of charts, creation of charts, printing a chart, printing worksheet – Sorting – Filtering with AutoFilter

Unit 5: Ms-PowerPoint and its Applications: PowerPoint features, MS-PowerPoint window components, creating a presentation, saving presentation and opening presentation, working with slides: Inserting, deleting, copying slides, Formatting and Modifying Presentations: Applying transition and animation to the slides, inserting music or sound on a slide, viewing slide show

Text Books:
1. Fundamentals of Computers -ReemaThareja, Oxford University Press India
2. Microsoft Office 2007 Fundamentals, 1st Edition By Laura Story, DawnaWalls
3. Computer   Fundamentals–Pradeep.K.Sinha: BPB Publications.

Reference Books:
1. Fundamentals of Computer – V. Rajaraman, Printice Hell of India.
2. Introduction to Computers–Peter Norton McGraw-Hill.
