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SYLLABUS

MS WORD:
¢ Edit Files menus

¢ Create aresume

o

% Letter typing/ Letter head

3

% Table Manipulation

MS EXCEL:

%+ Aligning editing data in cell

2
oo

Excel function (Data, time, mathematical & financial function)
<+ Changing column width & rows height

¢ Moving, copying, insert, delete rows & columns

MS POWERPOINT:
¢ Creation of slides
% Slide Show

% Working with Fonts & Bullets

Ky

** Applying transition & Animation effects.




ATTENDED STUDENTS STRENGTH

S.NO CLASS TOTAL
1 1l B.ATAMIL 57
2 11l B.A ENGLISH 72
3 1l B.COM 62
4 11 B.SC MATHS 7d
5 11l B.SC CHEM 53
6 1l BBA 55
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