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Semester Course Code Course Name Category L T P Credits 

 

Preamble 

This course has been designed for students to learn and understand  

• The fundamental of computer 

• The basic operations of word processing and excel 

• The techniques in powerpoint presentation and access 
Prerequisite Knowledge on MS office  

 

Course Outcomes (COs) 

CO 
Number 

Course Outcomes (COs) Statement 
Bloom’s 

Taxonomy 
Knowledge Level 

CO1 Understand the fundamentals of computer K1 

CO2 
Describe different formatting techniques of Word 

documents 
K3 

CO3 Illustrate formulas for different calculations using Excel K2 

CO4 Apply design presentations using PowerPoint K3 

CO5 Create and format tables, forms by using Access K3 

 

Mapping with Program Outcomes: 

Cos / POs PO1 PO2 PO3 PO4 PO5 

CO1 
✓   ✓    

CO2 
✓      

CO3 
✓  ✓   ✓  ✓  

CO4 
✓   ✓  ✓   

CO5 
✓  ✓   ✓  ✓  
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Unit Contents Hrs Resources 

I 

Introduction to computers 

Introduction to Computers: Characteristics, History, 

Generations, Classifications, Applications - Hardware and 

Software, Operating Systems, Computer Languages. Office 

tools: Introduction- Word, Excel, Power Point, Access. 

Managing Document Files-Saving Document file, Opening 

Document File, Creating New Document file, Printing 

Document File, Controlling Page Setup in Office Programs, 

Closing and Quitting the Document. 

Practical Contents: 

1. Creating new document file,Usage of short cut keys 

11 Text books 

II 

Word Processing: 

Introduction to Word: Editing a Document, Move and Copy Text, 

Formatting Text and Paragraph, Finding and Replacing Text, All about 

Borders, Shading and Color, Wrapping a Text around Graphics and Text 

Boxes, Arranging Text in Newspaper-Style Columns. Working with 

Table: Creating Table, Entering and Editing Table Data, Formatting a 

Table, Mail Merge. 

Practical Contents: 

2. Text manipulation, changing the font size, font type, 
and font style, making the text bold, underlining the 

text, aligning the text (Centre, justify, left, right), cut, 

copy, paste. 

3. Paragraph indenting   and   spacing,   bullets   and   
numbering,   spelling   and Grammar check, inserting a 

picture from clip art, auto shapes, and word art. 

4. Table manipulation- creating tables, inserting, deleting 

rows and columns, changing width, height and table 

borders. Mail merge concept, printing format. 

15 Text books 

III 

Excel 

Excel basics: Entering Data into cells, Editing and Erasing 

Data, Working with Ranges, Excel Formulas and Functions- 

Formula Basics, Using Functions. Inserting and Deleting 

rows and columns, Graphically representing data: Charts and 
Graphs-Picking a Chart Type, Reviewing the Chart Type , 

Printing and Saving Charts, Customizing Charts: Adding and 

Editing Titles, Legends, and Data Labels. 

Practical Contents: 

16 Text books 
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