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SAINTGITS COLLEGE OF APPLIED SCIENCES
Value Added Course

INFORMATION TECHNOLOGY FOR OFFICE
Course Code - VSITO003

ABOUT THE PROGRAM
The add on program "INFORMATION TECHNOLOGY FOR OFFICE" is designed especially
for the first year B.Com students who chose Taxation as their main subject. This program

develops computer related skills and encourages the development of analytical and design skills
which are applicable in all areas of their career.

OBJECTIVE

The objective of this course is to make the students capable of managing the office activities
with the help of information technology.

EXPECTED OUTCOME

Students will get the basic knowledge about computer systems as well as the practical
knowledge of various computer related activities.

DURATION OF THE COURSE
The add on course is provided for a period of six months.

FEATURES
e Prepare students to function effectively in a dynamic technological era
e Promote the development of computer related skills for immediate application in other
curricular areas.
Facilitate the development of analysing skills in students
Improve the data management & designing skills of students
Improve the students knowledge in formatting documents.

RELEVANCE

Information Technology (IT) has flexed its extent to almost every aspect of our day to day life.
From mabile apps, computer interface, to ATMs, we see the magic of IT in every walk of life.
The financial and commercial domain has not remained untouched by this magic of
IT.Information technology and software tools are extensively used by auditors, traders, tax
departments etc to carry on their day to day business activities. This has now fueled the
demand for professionals who have good knowledge of commerce as a subject as well as a
good command over |T-related skills.
This add on course aims at delivering to this newly emerged demand of the industry by churning
out qualified and skilled professionals out of graduate students with a background in commerce.
The course attains its aim through structured and organized curriculum.



SYLLABUS

MODULE - 1 Word Processing package: MS- Word

Introduction; Features - Word User Interface Elements; Creating new Documents; Basic Editing,
Document; Printing a Document; Print Preview, Page Orientation- Viewing Documents; Setting
tabs- Page Margins; Indents; Ruler, Formatting Techniques; Font Formatting, Paragraph
Formatting; Page Setup; Headers & Footers; Bullets and Numbered List; Borders and shading:
Find and Replace; Page Break & Page Numbers; Mail Merging-Spelling and Grammar
Checking; Thesaurus; Automating Documents; macros; Tables; Side-by- side and Nested
Tables; Formatting Tables; Drawing; Word Art- Paint brush - document templates- E mail editor

MODULE - 2 Spreadsheet package: Ms- Excel 2007 Introduction, Excel User interface,
Working with cell and cell addresses, Selecting a range, Moving, Cutting, Copying with paste,
Inserting and Deleting cells, Freezing cells, Adding, Deleting and Copying Worksheet within
workbook, Renaming a Worksheet. Cell Formatting Options, Formatting fonts, Aligning,
Wrapping Borders, Boxes and Colors, Centering a heading, Changing row/ column height/
width, Formatting a Worksheet Automatically, Insert Comments, Clear contents in a cell. Using
print Preview, Preparing Worksheet for the printer, Selecting Print Area. Margin and Orientation,
Centering a Worksheet, Using header and footer, Inserting page breaks, Creating list, Sorting
Data. text, Using and Rotating

MODULE - 3 Advanced Features Using Logical Functions, Statistical functions, Mathematical
etc. Linking Data between Worksheet, Elements of Excel Charts, Categories, Create a Chart,
Choosing Chart type, Edit chart axis-Titles, Labels, Data series and legend, Adding a text box,
Rotate text in a chart, Converting a chart on a web page, Saving a chart. Use of Pivot tables-
Excel. of Excel: All Functions in excel, Designing of Templates in

MODULE - 4 Presentation Package: Ms. Power Point 2007 Advantages of Presentation- Screen
layout - creating presentation - inserting slides- adding sounds & videos- formatting slides- slide
layout- views in presentation - color scheme background- action buttons slide transition Master
slides - Managing slideshow - using pen - Setting slide intervals

ADVANTAGES

o Students will get the ability to collate the data together, darft letters and other formal
documents.

e The students will learn to create charts and tables which helps in improving the
analytical skills of students.
Students will be able to handle PowerPoint presentations more effectively.
Improves the data management skills in students
Familiarisation of Excel wll help students to do analysis and research activities related
to their curriculum.
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