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Office Automation Tools:

MSOFFICE  

MS Word

MS Excel

MS Power point
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Windows OS Fundamentals

Concepts of Files & Folders

Desktop

Recycle Bin

My Documents

Startup folder

Start Menu/Task Bar

Screen saver, Background, Themes

Paint brush

Calculator

Notepad

Word pad

MS WORD

Creating a new document

Opening an existing document

Saving a file

Editing: Cut, Copy, Paste, Select All,

Undo, Redo

Find & Replace

Formatting

Bullets & Numbering

Border & Shading

Change case

Bold, Italic, Underline

Inserting an image in a document, Clip art, Word Art

Autoshapes

Mail Merge

Printing a document

Zoom Feature

Headers & Footers

Page Margin 

Page Orientation

Inserting Table, Chart

Hyperlink

Object Linking & Embedding

Book Mark

Font

Short Cut Keys

Tool bars
Restore, Minimize & Maximize Buttons

Spelling & Grammar Check

Language, Autocorrect Feature

How to make Macro?

How to run a Macro?

Track Changes
Word Count

Different views of the document like Normal, Web, Print, Reading, Outline

Working with Paragraph

 using a table, you can organize your data into rows and columns. In this lesson you learn how to work with tables. 

Creating a Table
Moving Around a Table
Entering Text into a Table
Selecting a Row and Bolding the Text
Right-Aligning Text
Adding a New Row to the End of the Table
Adding a New Row Within the Table
Resizing the Columns
Adding a New Column to a Table
Sorting a Table
The Sum Function
Deleting a Column
Deleting a Row
Recalculate
Merge Cells
Table Headings
Converting Text to a Table
Splitting a Table
Table AutoFormat
Microsoft Excel
Lesson 1: Entering Text and Numbers 

Microsoft Excel is an electronic spreadsheet that runs on a personal computer. You can use it to organize your data into rows and columns. You can also use it to perform mathematical calculations quickly. This tutorial teaches Microsoft Excel basics. Although knowledge of how to navigate in a Windows environment is helpful, this tutorial was created for the computer novice. This lesson will introduce you to the Excel window. You use the window to interact with Excel.

The Microsoft Excel Window
Moving Quickly Around the Microsoft Excel Worksheet
Selecting Cells
Entering Data
Editing a Cell
Changing a Cell Entry
Wrapping Text
Deleting a Cell Entry
Entering Numbers as Labels or Values
Smart Tags
Saving a File
Closing Microsoft Excel
Lesson 2: Formatting Text and Performing Mathematical Calculations
Lesson 1 familiarized you with the Excel 2007 window. A major strength of Excel is that you can perform mathematical calculations and format your data. In this lesson, you learn how to perform basic mathematical calculations and how to format text and numerical data.

Choosing a Default Font
Adjusting the Standard Column Width
Cell Alignment
Adding Bold, Underline, and Italic
Changing the Font, Font Size, and Font Color
Working with Long Text
Changing a Single Column Width
Moving to a New Worksheet
Setting the Enter Key Direction
Making Numeric Entries
Performing Mathematical Calculations
The AutoSum Icon
Automatic Calculation
Formatting Numbers
More Advanced Mathematical Calculations
Cell Addressing
Deleting Columns
Deleting Rows
Inserting Columns
Inserting Rows
Creating Borders
Merge and Center
Adding Background Color
Using Auto Format
Saving Your File
Closing Microsoft Excel
Lesson 3: Numbers and Mathematical Calculations
By using functions, you can quickly and easily make many useful calculations, such as finding an average, the highest number, the lowest number, and a count of the number of items in a list. Microsoft Excel has many functions you can use. This lesson teaches you how to use functions and how to print.

Reference Operators
Functions
Typing a Function
Calculating an Average
Calculating Min
Calculating Max
Calculating Count
Filling Cells Automatically
Printing
Print Preview
Saving Your File
Closing Microsoft Excel
Lesson 4: Creating Charts
In Microsoft Excel, you can represent numbers in a chart. This lesson teaches you how to create a chart in Excel.

Creating a Column Chart
Changing the Size and Position of a Chart
Modify Your Chart
Saving Your File
Closing Microsoft Excel
Microsoft PowerPoint
PowerPoint is a presentation software package. With PowerPoint, you can easily create slide shows. Trainers and other presenters use slide shows to illustrate their presentations. This tutorial teaches PowerPoint basics. This lesson introduces you to the PowerPoint window. You use the window to interact with PowerPoint. 

Microsoft PowerPoint Title Bar
Microsoft PowerPoint Menu Bar
Standard and Formatting Toolbars
Rulers
Placeholders
Status Bar
Outline Tab
Slides Tab
View Buttons
Drawing Toolbar
Common Tasks Buttons
Task Pane
Vertical Splitter Bar
Minimize Button
Maximize/Restore Button
Close Button 

Lesson Two: PowerPoint Overview
You create your PowerPoint presentation on slides. You use layouts to organize the content on each slide. PowerPoint has several slide layouts from which to choose. Themes are sets of colors, fonts, and special effects. Backgrounds add a colored background to your slides. You can add themes and backgrounds to your slides. After you complete your slides, you can run your presentation. In this lesson you learn how to create slides, makes changes to slides, apply a theme and run a slide show.

Create New Slides
Change Your Slides
Apply a Design Template
Correct Spelling
Sorter View
Run Your PowerPoint Slide Show
Print Your Slides
Lessson Three: Creating Your First PowerPoint Presentation
Animations control how objects move onto, off of, and around your slides. Transitions control how your presentation moves from one slide to the next. In this lesson you learn how to create animations and transitions. You also learn how to spell-check your document, how to use the Outline and Slides tabs, how to use Sorter view, and how to print.

Create a Title Slide
Insert a New Slide
Create a Hierarchy
Use Two-Column Text
Apply a Design Template
Outline and Slides Tab
Slide Sorter View
Run Your Slide Show
Print Your Outline
Print Your Slides
Print Your Slides as a Handout

Internet Fundamentals

What is www?
Email: Sending, Receiving

Chatting

Search Engines

Surfing

