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Uppal, A K., Foundation of Physical education Delhi Friends Publication

Walton Flsette, Jennifer, L. & wuest, D.A Foundation of Physical Educatin,
Exercise Science and sports, NY. Mc.Graw Hill

Ziegler, E.F., An Intrtoduction to sports & Phy.Edu. Phxlosophy, Delhi, Sp.
Educational Tehno
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Shukla & Grewal, Financial Accounting, S.Chand & Sons.
Maheshwari. S.N., An Introduction to Accountancy Vikas Publication New delhi.
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4 Ref.books —

1.
2. KJX. Sihna,
3. Dr.Ramesh Mangal, Business Commun

T.N. Chhabra, Business Communication, Himalaya Publishing House, New Delhi.
Essentials of Business Commun

ications, VK Global Publications, Faridabad
ications, Universal Publication Agra.
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Magar Dr. Abhilasha, Business Mathematics, Himalaya Publication, Mumbai.
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KASTURBAGRAM RURAL INSTITUTE KASTURBAGRAM INDORE
SYLLABUS 2021-22

New Education Policy System
CLASS - (U.G.)B. A./B.Sc./B.H.sc. Ist Year
SUBJECT - Computer
PAPER NAME - M. S. Office
Paper Code - COAP2G

Toplec

Working with MS Word:

Mailings, Review and

M.S. Word : Introduction Feature & Area of use,
Ribbon tabs — Home, Insert, Page Layout, References,
View, Using word to create a new document, open, save and print a document,
edit and format text, change the page layout, background and borders, insert
headers and footers, insert and edit tables, insert clip are and pictures to
documents. Formatting Fonts in Word. Drop cap in word, applying text
effects, using character spacing, boarders and colors, inserting header and
footer. using date and time option in word. Creating project abstract features
to be covered: Formatting styles, inserting table, bullets and numbering,

changing text direction, cell alignment, footnote, hyperlink, symbols, spell

check, track changes.

Unit-2 | -

Creating a Newsletter : Features to be covered — table of content, newspaper
columns, Images from files and clipart, drawing toolbar and word art,
formatting images, textboxes and paragraphs. Creating a feedback from —
featuresAto be covered forms, Text fields, inserting objects.

Mail merge — creating custom document, creating main document, creating

" data source, editing data source, opening a data source, sorting the data source,

finding a record in data source, editing main documents, sorting merged
documents, filtering merged documents, printing merged documents, merging

onto letterhead, using different data sources with a single main document.

Unit-3 |-

MS Excel : Introduction to Excel interface Understanding rows and columns,
Naming cells, working with excel workbook and sheets Formatting excel
work book, New, Open, Close, Save, Save As Formatting Text: Font size, font
style, font color, use the bold, italic, and underline wrap text, merge and centre
currency, accounting and other formats, Modifying Columns, Rows & Cells,
perform calculations with functions creating simple formulas setting up you
own formula. Date and Time functions, financial functions logical functions,
Statistical function, Text functions. Sort and Filter Data with excel sort and
filtering data using number filter, text filter, custom filtering, removing filters

from columns, conditional formatting.

Contd---2

-



Unit- 4

/1211

Create Effective Charts to present Data Visually Inserting column, pie chart
etc. create an effective chart with chart tool. design, format and layout options,
Adding chart title, changing layouts, chart styles, editing chart data range
editing data scries, protecting and sharing the work book protecting a
workbook with a pastor, allow user to edit ranges, track changes, working with
comments.

Insert Excel objects and charts in word, Use macros to automate tasks
creating and recording macros, Assigning Macros to the work sheets, saving
macro enabled workbook.

Performance Analysis — Features to be covered — split cels, freeze panes,
group and outline, sorting Boolean and logical operators, conditional
formatting cricket score card creation Features to be covered: Pivot tables,

Interactive Buttons, Importing data, data protection, data Validation.

Unit- 5

Creating Power Point Presentations : Making presentation which demonstrate
use of Hyperlinks, Inserting — Images, Clip Art, Audio, Video, objects, tables
and charts.

Croat Master Layouts (slide, template, and notes), types of views basic,

presentation, slide slitter, notes etc.) Inserting background, textures, Design

Templates, Hidden slides. Auto content wizard. slide transition, custom

animating, auto rehearsing.

O e

4 Suggested Readings —
Microéoft Office 97 : will Train, gini Courter, Annette Marquis, BPB Publication.
Microsoft Office 2000 for everyone. B
Writers Guide to Microsoft word : Kari Holloway

bAccess 2016 Bible. Michael Alexander, Richard Kusieika

Excel 2019 Greg. Harvey
Microsoft Power point Made Easy: Chris Smith.




KASTURBAGRAM RURAL INSTITUTE KASTURBAGRAM INDORE
SYLLABUS 2022-23
New Education Policy System — 2022-23
CLASS - (U.G.) B.A./B.Sc/B.H.sc. Ist Year

SUBJECT - Computer
Paper Code-S1ICOAP2R

PAPER NAME - M.S. Office (Practical)

Toplc

Croat a document and apply different formatting options.

Design a Greeting Card using word art for different festivals.

Create your Bio-data and use page borders and shading.

Create a document and insert header and footer, page title etc.

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

Insert a table into the document.

Prepare a mark sheet of your class subjects.

8 Apply the creating editing saving, printing securing & protecting
operations to an excel spread sheets.

9 Prepare a bar chart & pie chart for analysis of five year results of your
institute. .

10 Work on the following exercise on workbook -

a. Copy an existing sheet.

b. Rename the old sheet .

c. Insert a new sheet into an existing workbook.
d. Delete the renamed sheet.

11 Prepare an Attendance sheet of 10 student for any 6 subjects of your
syllabus calculate their total attendance, total percentage of attendance of
each student & average of attendance.

12 Create a worksheet on students list of any 4 faculties and perform following
database functions on it - '

a. Sort dada by name
b. Sort data by class
c. Subtotal of no of students by class

13 Apply themes and layouts to power point slide and insert pictures, graphics
and tables into presentation.

14 In power point slide make use of adding transactions and animation,
working with master slides.

15 Create a excel worksheet and perform computation using available data and

using mathematical functions chosen from menus.
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KASTURBAGRAM RURAL INSTITUTE KASTURBAGRAM INDORE
SYLLABUS 2021-22

New Education Policy System |
CLASS - B. A./B.Sc./B.H.sc. Ist Year

SUBJECT - Computer Application
Paper Code-SICOAP2P
PAPER NAME - Data Processing Software (Practical)

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,
To create bar chart & pie chart in
your institute.
To prepare an attendance shee

t 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 s
with master slides.

To create a professional slide for presentation in Power Point.

etc. and print it.
Excel for analysis of five years results of

lide make using transitions and animation. Working




