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VACI125 MS OFFICE SUITE

Contact Hours 30 Hours

Prerequisite Nil

Course Description

The course on Microsoft Office Suite is designed to empower participants with advanced skills in
using Microsoft Office applications to enhance their productivity and efficiency in various
professional and academic settings. This comprehensive course covers Microsoft Word, Excel,
PowerPoint, and Outlook, providing in-depth knowledge and practical skills that g0 beyond the
basics. Participants will gain a competitive edge by mastering these essential tools and

understanding their valuable applications in the modern workplace.

Course Objectives
Students will be able to:

e Develop proficiency in Microsoft Word, Excel and PowerPoint
e Utilize advanced features and functions of Microsoft Office applications.
e Enhance document creation, data analysis, presentation design, and email management,

Course OQutcomes

On completion of the course, students will be able to:

CO 1: Apply the techniques of Excel for data analysis, visualization and presentation.
CO 2: Apply the techniques of PPT for impactful power point presentations.

Course Content (Hands-On -Learning)

Module I 7 hours

New in Excel 2013 / 2016 & 365 , New Charts — Tree map & Waterfall , Sunburst, Box and
whisker Charts , Combo Charts — Secondary Axis , Adding Slicers Tool in Pivot & Tables , Using
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Power Map and Power View , Forecast Sheet, Sparklines -Line, Column & Win/ Loss , Using 3-
D Map , New Controls in Pivot Table — Field, Items and Sets , Various Time Lines in Pivot Table
, Auto complete a data range and list , Quick Analysis Tool , Smart Lookup and manage Store
Sorting and Filtering , Filtering on Text, Numbers &Colors, Sorting Options , Advanced Filters
on 15-20 different criteria(s) Printing Workbooks , Setting Up Print Area , Customizing Headers

& Footers , Designing the structure of a template , Print Titles —Repeat Rows / Columns.

Module II 8 hours

Data Validation , Number, Date & Time Validation , Text and List Validation , Custom validations
based on formula for a cell , Dynamic Dropdown List Creation using Data Validation —
Dependency List Lookup Functions ,V lookup / HLookup, Index and Match , Creating Smooth
User Interface Using Lookup , Nested V Lookup, Reverse Lookup using Choose Function ,
Worksheet linking using Indirect ,V lookup with Helper Column Pivot Tables , Creating Simple
Pivot Tables , Basic and Advanced Value Field Setting , Classic Pivot table , Choosing Field ,
Filtering PivotTables , Modifying PivotTable Data , Grouping based on numbers and Dates |,
Calculated Field & Calculated Items , Arrays Functions , What are the Array Formulas, Use of the
Array Formulas? , Basic Examples of Arrays (Using ctri+shift+enter). , Array with if, len and mid
functions formulas. , Array with Lookup functions. , Advanced Use of formulas with Array. Charts
and slicers , Various Charts i.e. Bar Charts / Pie Charts / Line Charts , Using SLICERS, Filter data
with Slicers , Manage Primary and Secondary Axis Excel Dashboard , Planning a Dashboard,
Adding Tables and Charts to Dashboard , Adding Dynamic Contents to Dashboard VBA Macro
Introduction to VBA , What Is VBA? , What Can You Do with VBA? , Recording a Macro ,
Procedure and functions in VBA Variables in VBA , What is Variables? , Using Non-Declared
Variables , Variable Data Types , Using Const variables Message Box and Input box Functions ,
Customizing Msgboxes and Inputbox, Reading Cell Values into Messages , Various Button
Groups in VBA If and select statements , Simple If Statements , The Elseif Statements Defining
select case étatements Looping in VBA , Introduction to Loops and its Types , The Basic Do and
For Loop , Exiting from a Loop , Advanced Loop Examples Mail Functions — VBA , Using
Outlook Namespace , Send automated mail , OQutlook Configurations, MAPI , Worksheet /
Workbook Operations, Merge Worksheets using Macro , Merge multiple excel files into one sheet

, Split worksheets using VBA filters , Worksheet copiers.
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Module III 8 hours
MS Office PPT: Creating Shapes, SmartArt and WordArt;Drawing, resizing and formatting shapes

in PowerPoint;Duplicating shapes using shortcuts;Using shortcuts to copy formatting to one or
more shapes;Inserting SmartArt to create cycle diagrams, Venn diagrams and organization
charts;Formatting SmartArt objects;Creating different text effects with WordArt, BONUS
EXTRAS: Applying a spotlight and other tricks to focus on part of an image or slide area by
combining drawing objects and animations, Importing Excel worksheets into a slide as a table or
an object; Visualizing Data using Charts

Inserting a chart on a PowerPoint slide;Changing chart type;Editing a chart's datasheet and
returning to PowerPoint;Understandingcolor in charts;Applying different formats to chart
elements;Using tips and tricks when working with charts;Reusing chart formatting;Animating
Text, Pictures, Shapes, SmartArt and Charts;Adding entrance, exit and emphasis animation effects
to text, pictures and shapes;Adding motion path animations;Setting effect options;Animating
multiple objects and adding multiple animations;Removing animations; Animating charts and
strategies for chart animation issues; BONUS EXTRA: Quickly copying animations from one

object to another.

Module IV 7 hours
Inserting, Formatting and Managing Audio and Video; Inserting video and sound into
presentations; Controlling playback settings of video and audio; Embedding vs linking videos and
audio; Trimming video and audio files; Changing the brightness, contrast and color of videos;
Selecting a starting frame for a video; Adding and removing bookmarks in video and audio objects;
Playing videos and sounds from a bookmarked location; BONUS EXTRA: Inserting text to appear
at specific times over videos during a slide show.

Creating Interactive Presentations Using Hyperlinks; Inserting hyperlinks to other slides,
presentations, web sites or other files such as an Excel worksheet; Using different types of
hyperlinks; Editing and formatting hyperlinks; Adding hyperlinks on masters and layouts;
Creating a main menu slide with hyperlinks; Importing Slides and Content; Importing slides from
other PowerPoint presentations in different ways; Benefits of reusing vs copying slides; Importing

an outline from Microsoft Word and creating presentations automatically; Dealing with formatting
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issues when importing from Microsoft Word; Running Slide Shows Efficiently; Running slide

shows and using tips and tricks to control the show; Jumping to a specific slide during a slide

show; Applying transition effects that appear during a slide show; Controlling timing; Running

Custom Shows; Creating different custom shows for multiple audiences; Running a custom show

using different strategies Updating shows.

Textbooks

Microsoft Office 365 & Office 2019: Introductory by David W. Beskeen, Carol M. Cram, and

Jennifer Duffy.

Microsoft Office 2019 Step by Step by Joan Lambert and Curtis Frye.

Evaluation Component Weightage (%)
1 | Activities and Assignments 20
) Project/Presentation 20
3 | Attendance 10
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30 Hrs.
Employability Skills.] SOMC 30 Hrs.

m Employability Skijs-y

: : {feufons.
Course Code Course Title Coordin_ating Duration
De artment / Schogl
W Leadership Development SOMC

MS Office Suite

Search Engine Optimization

m Digital Marketing Essentials
m Leadership and Management ] :

Maximum 100 sears are available for the coyyse,
Course Start Date: 05 September 2022
Course End Date: 29 December 2022

All Interested students are required to confiry their registr
Management and Commerce Jatest by 26 August, 2022
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