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This meeting was conducted to discuss about the Syllabus, Working Hours,

Subject Handling Staff, Examinations and issue of Certificates for the Add-on

Programme (Microsoft Office).
The following things were discussed

e Microsoft Office Course Syllabus was finalized with four units of contents.

e Totally 160 students have registered the course. Department wise enrolment
list must be prepared. According to the enrolment list divide the students
into two batches.

* Decided to conduct the theory as well as the practical session in Saturdays,
Sundays and Government Holidays in order to compensate the 40 working
hours.

e QOutcome of the course must be clearly instructed to the students and the
classes should be handled to achieve the outcomes.

e Mrs.S.Saranya and Dr.S.Sobitha are going to take the classes and the
attendance for the classes must be maintained in Excel format.

e Staff those who are handling the class should be strictly instructed to take the
classes effectively with proper preparation.

e Planned to provide the certificates (Hard Copy) after the Theory and Practical
Assessment. So decided to collect Rs.200/- as the Exam fee. This amount will
be utilized for the preparation of Certificates and the remuneration for the
staff.

¢ Insisted to prepare the report for the conduct of each class and finally all the
reports must be summarized in neat format.

e Decided to give the assignments to the students in order to prepare

themselves.
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DEPARTMENT OF COMPUTER APPLICATIONS
DEPARTMENT OF COMMERCE

Jointly Recommend
ADD-ON PROGRAMME (2021 - 2022)
MS-OFFICE
Instructions
e This Add-on programme is only for our students (Idhayamites).

e No course fee.
Student of any discipline is eligible to register the programme.

®
Total Duration of the course: 40 hours (Theory and practical sessions)

e Attendance is Mandatory.
Certificate will be provided after the completion of Assessment.

& / i Warm Regards P m_,
(L Dr. S. Selvarani

Mrs. S.l;ugigmn:tmyt
Head of the Departmen i
DeppR@ O folRGA Applications, HOD of Commerc
Idhaya College for Women, Head of the Department
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Idhaya Collepe for “Women
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Dr.S.Sobitha:9442319354 i
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Mrs. M. Gayatri : 904767 1178

The Principal
Idhaya College for Women
Arockia Nagar - Sarugani
Sivagangai Dt - 630 411




IDHAYA COLLEGE FOR WOMEN
DEPARTMENT OF COMPUTER APPLICATIONS

&
DEPARTMENT OF COMMERCE
ADD ON PROGRAMME - MICROSOFT OFFICE (SYLLABUS)
2021-2022
UNIT I
MS WORD:

Creating,Editing,Saving and printing text documents-Font and paragraph formatting-Simple
Character Formatting-Inserting tables, Smart Art, Page breaks-Using lists and styles-working with
images-Using spelling and grammar check-Understanding document properties-Mail Merge

UNIT 11

MS EXCEL:

Spreadsheet basics-creating, editing, saving, and printing spreadsheets-Working with
functions and formulas-Modifying worksheets with colour& autoformates-Graphically
representing data: Charts & Graphs-Speeding Data entry: Using data forms-Analyzing data: Data
menuy, Subtotal, filtering data-Formatting worksheets-Securing and protecting worksheets.

UNIT III:
MS POWERPOINT:

Opening, viewing, creating and printing slides-Applying auto layouts-Adding custom
animation-Using slide transitions-Graphically representing data: Charts & graphs-creating
professional slide for presentation.

UNIT IV:

INTERNET:

Understanding how to search /Google-bookmarking and going to a specific website-copy
and paste internet content into your work file and emails-Understanding social media platforms
such as face book-learn with best practices

Mrs.S.Punithamary Dr.S.Selvarani Rev.dl'ir.ﬂ..luthima 9»
Head of the Department Head of the Department Principal

The Principal
Department of Comp. Applications  Department of Commerce Idhaya College for Womgen
Head of the Department Arockia Nagar - SarugraTi
Department of Computer Applications, H?\ad of the Departwmen Sivagangai Dt - 630 41
mﬁwﬂm“n Departamenr ot tommerce
Sarugani-630 411. Idhaya Colkeor far Yo ymen
Arockia . .gar, sarugani.

Sivagangai Dt 630 411



IDHAYA COLLEGE FOR WOMEN

DEPARTMENT OF COMPUTER APPLICATIONS & COMMERCE

ADD-ON PROGRAMME - MICROSOFT DFFICE o

\\‘%m'/’v
2021 - 2022 Sy
X/

Objectives:

e T'o know how to use the most common Microsoft Office programs
e 'T'o be able to create documents for printing and sharing

e To be able to create and share presentations

e To be able to manage and store data in a spreadsheet

e T'o be able to work with internet and search a data.

General outcomes:

e Learners will understand which tasks each of the major Office
programs can perform.

e Learners will be able to independently create professional-looking
documents, presentations, and spreadsheets.

e Learners will be familiar with some advanced Office functions,
including Mail Merge (Word) and formulas (Excel).

e Learners will understand how to use Word, Ixcel, and PowerPoint
in a variety of professional, educational, and personal situations.

e Lecarners will be able to claim Office proficiency.

Nl RLAE -

Mrs.S.Punithamary Dr.S Selvarani ' Rev.Dr.C.Jothimar

Head of the Department Head of the Department [Z i’rincipal

sl -+ The Principa
Department of Comp. Applications Department of Commerce Idhaya College for Wom

Department of Computer Applications,
Idhaya College for Womet:,
Sarugani-630 411,

Department of Commerce
Idhaya Colka~ far*a'ymen
Arockia .« >darugani.
Sivagangai Dt 630411
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Sivaganga, Tamil Nadu, India

Mezhavaaniyangudi, Sivaganga, NH-226, Manamadurai Sivagangai Main .=
| Road, Sivaganga, Melavaniyankudi, Sivaganga, Tamil Nadu 630561, India
| Lat9.836708°
) Long 78.48364°
| 20/01/22 02:48 PM
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Department of Comp. Applications

Head of the Department
Department of Computer Applications,
Idhaya College for Womeill
Sarugani-630 411.
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: o ¥,
Head of the Department Principal &
he Principal

Idhaya‘College for Women
Al:OCkla Nagar - Sarugani
Sivagangai Dt - 630411

Department of Commerce

tHead of the Doy -
Department of (.o
Idhaya Colleer 722" .y
Arockia Nagai, sarugani.
Sivagangai Dt 630 411
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IDHAYA COLLEGE FOR WOMEN

( Accredited by NAAC with "A" Grade (CGPA:3.15) & IS0 9001:2015 Certified Institution)
(Recognized by UGC with 2(f) & 12(B), Affiliated to Alagappa University, Karaikudi)

AROCKIA NAGAR, SARUGANI - 630 411, Sivagangai Dt. - 630 411.

DEPARTMENT OF COMPUTER APPLICATIONS & COMMERCE

ADD-ON PROGRAMME - MICROSOFT OFFICE

SUMMARY REPORT

Add-on Programme - Microsoft Office provides learning of basic Word,
PowerPoint and Excel skills. Today, employers across many organizations and
fields expect candidates to have Microsoft Office skills, as it is the most
universally utilized software in administration. Having these skills, even at a
basic level, will help students with job prospects and increase the chances to be
considered for most roles.

So, the Department of Computer Applications and Department of
Commerce jointly offered an Add-on Programme - Microsoft Office during
January’2022 to May'2022 for all the Students. 244 of our students from
various discipline have enrolled and completed successfully.

The MICROSOFT OFFICE course has a flexible structure which allows the
students to manage simultaneously with their graduation. Initially the

programme was started with the Orientation.
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Nedodai, Tamil Nadu, India
MDR413, Nedodai, Tamil Nadu 630411, India
Lat 9.860178°
Long 78.763124°

o 06/05/22 02:19 PM

Classes have been conducted through online and offline mode. Respective
Class link sent through Whatsapp group by the concern teachers. At the end of

each session, Practical sessions were also conducted.

Sarvanendal, Tamil Nadu, India
VQ562+VM, Sarvanendal, Tamil Nadu 630411, India
Lat 9.860327°
Long 78.753007°
" 25/05/22 12:07 PM




Finally students learned how to use Word, Excel, and PowerPoint in a
variety of professional, educational, and personal situations and also claim
Office  proficiency. Evaluation & Assessment is conducted by

Mr.U.K. Karthikeyan, Proprietor of UK Infotech, Pudukottai. Certificates

provided based on their performance.
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Sarvanendal, Tamil Nadu, India
VQ52+VM, Sarvanendal, Tamil Nadu 630411, India
Lat 9.860327°
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Sarvanendal, Tamil Nadu, India :
VQ52+VM, Sarvanendal, Tamil Nadu 630411, India J
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MORANDUM ‘F NDERST | Albime: B pHTE.

This Memorandum of Understanding (hereinafter referred as *MoU”) is
entered into on 25™ day of April, 2022 by and between Department of :
Computer Applications, Idhaya College for Women, Arockia Nagar,
Sarugani, Sivaganga District - 630411, Tamilnadu, represented by its
authorised representative Rev. Dr. C. Jothimary, Principal, Idhaya College

for Women, Sarugani (hereinafter referred to as First Party)

'- and
UK Info Tech, #1, AMM Complex Second floor, Thilagar Thidal,

Pudukkottai represented by its authorised representative Mr. U. Karthikeyan,

Director, (hereinafter referred to as Second Party).

b

e Principal U.KAR MCA.,M.Phil.,
Idhaya College for Women Dirgctor, UK INFO TECH,
Arockia Nagar - Sarugani PU OTTAI-622001.

Sivagangai Dt - 630 211









