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Course Objectives:

© To introduce the environment of GUI in Ms-Word and its features.

® To introducc the fundamental
useful.

® To provide hands-on usc of Word, Excel and PowerPoint.

Coursc Outcomes (Cos): At the end of the course, student will able to

concepts using Ms-Word and its features to makc it morc

presentations with transitions, animations, custom layouts,
and the use of graphical elements to enhance content
delivery.

CO No Course Outcome Knowledge
Level(K)#
Cco1 Understand the basic components and peripherals of a K2
computer, including the CPU, and perform tasks such as
asscmbling/disassembling a PC and installing opcrating
systems.
co2 Apply knowledge of basic office tools such as Microsoft K3
Word, Excel, and PowerPoint to create and format
professional documents, spreadsheets, and presentations.
CO3 Develop skills in advanced document handling techniques K4
such as mail merge, document formatting, and the use of
tables for various professional purposes.
CO4 Analyze and manage data in spreadsheets using formulas, K4
sorting, filtering, and chart generation for effective data
presentation and decision-making.
CO5 Demonstrate effective presentation skills by creating K3




Proposed

S.No Program Number of’
Labs

Task 1: Identify the peripherals of a computer, components in a CPU
and its functions. Draw the block
diagram of the CPU along with the configuration of each peripheral
and submit to your instructor.
Task 2: Every student should disassemble and assemble the PC back
to working condition.

1 Experience the following: 1
Binary Arithmetic (https://scratch.mit.edu/projects/613350058)
Full adder circuit (https://logic.ly/demo/ and
https://logic.ly/demo/samples)
This app is to test unsigned binary numbers to decimal number
conversion skill of the students.
https://scratch.mit.edu/projects/621571989
Task 3: Installation of MS windows on the personal computer.
Task 4: Search Engines & Netiquette: Students should know what

5 search engines are and how to use the ,
search engines. A few topics would be given to the students for which
they need to search on Google. This
should be demonstrated to the instructors by the student.
Task 5: Creation of Gmail account, accessing Google Drive including
Google Docs

3 1
Task 6: Create a document to write a letter to the DM&HO of the
district complaining about Hygienic conditions in your area. (*Similar
Letters).
Task 7: Create a document to share your experience of your recent
vacation with family.

4 1
Task 8: Create a document to send a holiday intimation to all the
parents at time about Dasara Vacation.( using mail merge).
Task 9: Create a document to create Time Table of you class using
tables.

5
Task 10: Create a table with following columns and display the result l
in separate cells for the following




00 Emp Name, Basic pay, DA, HRA. Total salary.

0 Sort all the employees in ascending order with the name as the key

[J Calculate the total salary of the employee

(1 Calculate the Grand total salary of the employee

Task 11: Create two pages of curriculum vitae of a graduate with the
following specifications

0 Table to show qualifications with proper headings
U Appropriate left and right margins

0 Format zpageusingtwo-columnapproachabout yourself

[0 Name on each page at the top right side

Task 13: Create a worksheet with you class marks displaying total,
average, top marks in the class and least marks in the class.

Task 14: Create a Worksheet with employee no, name, job, salaries
of 10 employees, calculate DA,TA,HRA ,Gross Salary and Net
Salary.

® Find the sum of HRA"s of Total employees.

Task 15: Prepare a chart with height and weights of you class mates
in at least 3 types of charts.

Task 16: Demonstrate the use of Filter with the attendance data of
your class.

Task 17: Prepare a presentation with your achievements and
experiences in College.

Task 18: Create a Presentation of your organization with pictures,
clip arts and animations

Task 19: Create a presentation using templates.

Task 20: Create a Custom layout or Slide Master for professional
presentation.

10

Task 21: Create a presentation with slide transitions and animation
effects.

Task 22: Create a table in PPT and apply graphical representation.




Text Books:

1. Computer Fundamentals— Pradeep .K. Sinha:BPB Publications.

2. Joy of Computing: ABC of bits, trits, qubits, bytes, trytes, qutrits, quids for kids to
Teachers, N BV

Venkateswarlu, 2022

3. Fundamentals of Computers —Reema Thareja, Oxford University Press India
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