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4 Ref. books —

1. T.N.Chhabra, Business Communication, Himalaya Publishing House, New Delhi.
K.K. Sihna, Essentials of Business Communications, VK Global Publications, Faridabad

2.
Dr.Ramesh Mangal, Business Communications, Universal Publication Agra.
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Unit- 1

Unit- 2

KASTURBAGRA M
, RURAL INSTITUTE KASTURBAGRAM INDORE

SYLLABUS 2022-
New Educat .

ion Policy System — 2022-23
CLASS - B. A/B.Sc/B.1Lsc. Ist Year

SUBJECT . Computer Application
Paper Code-SICOAP2T
PAPER NAME - Data Processing Software

Topic

versions of Wi Introduction to MS Windows: Feature of windows, Various

indows & their use; Working with Windows: My Computer &
ReCyf:le bin: Desktop Icons and Windows Explorer; Screen description &
working styles of Windows: Dialog Boxes & Toolbars; Working with Files &
Folders; Shortcuts & Auto starts; Accessories and Windows Setting using

Control Panel; Start button & program lists; Installing new Hardware &
Software’s.

MS. Windows -

Basics Of MS Word ; Creating Word documents; The word windows,
Entering Texts Editing Document text; Selecting Texts, Copying and Moving
Texts, Applying Text Enhancements, Applying Fonts and Font Styles in word,
Highlighting Text For distinctive Look. Aligning and Formatting, Aligning .
Text using identification options, Setting Lines Spacing Options using Tabs,
Creating Lists, Numbers and symbols, Numbering and Bullets, Creating
special characters. Replacing and checking Text, Creating and Applying
Frequently used Texts. Finding and Replacing Texts, More about Spelling and
Grammar using the Thesaurus Command, Getting print using print preview,
changing page Orientation and paper size, Aligning Text vertically, setting
margins, printing options.

Advanced Formatting Techniques in Words — Formatting pages, Formatting
Sections, Creating and Modifying page Numbers, creating Headers and
footers, taking care of loose ends, working with columns. working with new
paper Columns, Revising column structure. Constructing High Quality
Tables, Creating and Revising Tables, Modifying Table structure. Formatting

table, creating outlines in word using templates, Use of Mail Merge in-
Microsoft Word.

Unit-3

MS Access — Concepts & terms : database tables relational database, records,
fields. controls & objects, queries, forms, reports, properties wizards, macros,
MS Access requirements, starting & quitting MS Access, MS Access
workspace, tool & views.

Creating database & table with & without wizard, field name, data types &
properties, adding & deleting fields, renaming fields & their caption, resizing
fields, freezing columns, primary key field & indexing fields.

MS Access Forms: Form wizard, saving & modifying forms Entering &
editing data, finding, sorting & displaying data creating queries, using select
queries and wild cards.

MS Reports: Creating reports, previewing reports, printing reports, modifying
& saving reports relational databases. definition. purpose, creation, viewing
deleting Expressions, create pivot Table or pivot chart views in an Access

“Contd=2 ©

desktop database.
bl
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Creating Ey
cel
Entering and Editing cell entries: Excel

Application Wwindow
Entering Text anq nlufn:)‘;or;kboo'k§ B il - orig it s,
Creating Nl e A re'vlsmg text and numbers, working with numbers.
Adjusting ol ,Wid“ natting  numbers, Changing worksheet Layout,
columns, Inserting and ]D?:rl]dt' 8 Eel, g o g e
.naming WorkSheets’ Selectine ,?Vg ;0:115, movmg. and copyin%; cell contents,
Inserting and Deleting workfhe ftJF ther mttn P ~mowng'wqu5heets’
border and colure, Printing in CES; Olther .formam.ng optlons’. Aliening 1o
torer and ol iting cel, print preview, changing page setup,
?uizzzcl:;dETecl}mques i'n Excel .: Using functions and reference: use of
func , Entering functions, relative and absolute cell reference.
c ;::e Namf:d ranges, crea.ting e:a§y to understand charts, pie charts, series
S, .creatmg charts, moving, sizing and printing chart objects, Editing and
formattfng charts, adding a data series, deleting a data series, modifying and
formatting charts, macros. creation of pivot table to analyze worksheet data.

Unit- 5

Creating power point presentations : Creating a Basic presentation, Building
presentations, modifying visual elements, Formatting and checking text,
adding objects, applying transitions, Animatin effects and linking, preparing

handouts.

D R T S VU SN

4 Suggested Readings —
Microsoft Office 97 : will Train, gini Courter, Annette Marquis, BPB Publication.
Micro§oﬁ Office 2000 -gini Courter & Annette Marquis, BPB Publication.

MS Office 2000 for Everyone: Saxena Sanjay, S.chand/
Writers Guide to Microsoft word Kari Holloway
Access 2016 Bible. Miéhae] Alexander, Richard Kusieika

Excel 2019 Greg. Harvey
Microsoft Power point Made Easy: Chris Smith.
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Y System — 2022-23
/B.H.sc. Ist Year

Application
Paper Code-S1COAP2P

PAPE
RNAME - patq Processing Software (Practical)

CLASS .- B. A./B.Sc
SUBJECT - Computer

- Topic

M.S. Office Practical —

To create a document and insert header and footer, page title, page numbers.
Insert table, picture, clip art and chart into the document.

To create a document for writing mathematical equitation.

To create a document, set the margins, orientation, size, column, water mark,
page color and page borders.

To create a document using mail merge by concocting data base.

To print and invitation letter using mail merge.

To design a table, form and report in Access.

To design queries and macro in Access.

To get external data from elsewhere and move to access.

Access data base, generate report and label.

To encrypt data base with pass word in Access.

Creating editing saving printing, securing & protecting operations of an excel
spreadsheets.

To prepare different types of charts in Excel.

to create students data for identity card along with photo. sign, etc. and print it.
To create bar chart & pie chart in Excel for analysis of five years results of
your institute.

To prepare an attendance sheet of 10 students for any 6 subjects of your
syllabi. To calculate their total attendance, total percentage of attendance of
each student & average of attendance.

To create pivot table using multiple sources of date in Excel. '
Applying themes and layouts to power point slides and inserting pictures,
graphics, shapes and table into presentations. :
To create power point slide make using transitions and animation. Working

with master slides.
To create a professional slide for presentation in Power Point.
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4 Refbooks —
Ted T —
1. T[T, eSS T, THAIS] qfeetaber, ST
4. Magar Dr. Abhilasha, Business Mathematics, Himalaya Publication, Mumbai.
5. Sanehetl & Kapoor, Business Mathematics, Sultan Chand and Sons, New Delhi
6. Sharma, J.K., Business Mathematics, IK International Pvt. Ltd. New Delhi.




