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Course Objectives: 

• To introduce the environment of GUI in Ms-Word and its features. 

• To introduce the fundamental concepts using Ms-Word and its features to 

make it more useful. 

• To make them comfortable to evaluate, select and use Office Software 

appropriate to specific task 

• To provide hands-on use of Word, Excel and PowerPoint. 

Course Outcomes: 

The students will be able: 

• To understand the concept of Word Processor and use its features. 

• To use the advanced features of Ms-Word to make day to day usage easier. 

• To work comfortably with Ms-Excel Environment. 

• To Create worksheets and use advanced features of Excel. 

• To create presentations and insert multimedia items in them.
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