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SADAKATHULLAH APPA COLLEGE, TIRUNELVELI - 627 011 
LESSON PLAN & RECORD OF CLASSES ENGAGED 

Course M.Com. Academic year :2017-18 Semester 

Title of the paper : OFFICE AUTOMATION 

Theory/Praetiead Subject Code: 15 Pco CB 
S1. Date & 
No. Order Unit Topics Planned Topics Covered with date 

1. ll Syllabus Briefing 6l617 

2. alln Introduction to MS Office 

3. olt I Introducing Word 2007 olb l1 

4. l1 Creating and Saving Documents 24617 

5. Typing and Editing Text 

6. ltl Using Spelling Grammar and 24 611 

7. I Research Tools l6l17 

8. Printing and Faxing Documents 
Qhn 

Formatting a Document: Applying 
Character Formatting 9. Dl1 

10. m 

11. oshh 

12. ounll 

Formatting Paragraphs and Lists 

Creating and Applying Styles and 
Themes 

Formatting Documents and 
Sections 

Using and Creating Project 

Templates 13. oghln 

Working with Nonstandard 
Document Layouts. 14 

15. II Tables and Graphics: 



SADAKATHULLAH APPA COLLEGE, TIRUNELVELI -627 O11

LESSON PLAN& RECORD OF CLASSES ENGAGED 
Course M.Com. Semester Academic year 2017-18 

Title of the paper OFFICE AUTOMATION I5 pcoc32 
Theory/Praetiead Subject Code: F 
Sl. Date & 
No. Order Unit Topics Planned Topics Covered with date 

16. 12a1 II Creating and Formatting Tables 

17. ili II Working with Photos 15l17 

18. IWorking with Clip Art and the Clip

Organizer uhli 

19. Creating and Formatting Tables 

20. Working with Photos 

Working with Clip Art and the Clip 
Organizer 

21. 

22. Creating and Formatting Tables 
lal7 

Working with Clip Art and the Clip| 
Organizer 

23. d11 

24. II 
Working with Drawings and 

WordArt 

Working with Charts , Working 
with Smart Art and 

25. II 
2ul}n 

26. II Math Formulas -
shl 

27. II Using Header and Footer 

28. II Performing Mail Merge 

29. Copying Linking and Embedding 
II 

Data 

30. citing sources and references 

Using Microsoft Office 2007, Ed Bott and Woody Leonard, Que Publishing, Indiana (USA) 
Microsoft Office 2007 All in One, Greg Perry, SAMS Publishing, Indiana (USA) 



SADAKATHULLAH APPA COL.JBG, TIRUNELVELI - 627LESSON PLAN & RECORD OF CLASSES ENGAG 
Gourse M.Com. Academie yeur 
Title of the paper : 

2017-18 Semester

OFFICE AUTOMATION 
Thery /Preetieal 

I5PeOC3

Sl. Date&& 

Subject Code: 

No. Order Unit Toplos Planned Topics Covered with date 

31. Protecting and Securing 
Documents 

217 

32. 
olBIl1 

33. 08 

II Macros. 

Case Study: Preparation of Job 
application letter 

II 

34. 01&li II Preparation of business letter using 
mail merge 

lsl17 

35. II Preparation of Sales Report using 
Tables graphs or charts 

ouln 

36. 
preparing Labels and Application 

II o18ll7 

of Macros (simple macros only). 

37. 
0sl8l1 

II Excel- Introducing Excel 2007 

38. III 
Working with Worksheets and 

Workbooks 

Controlling Data Entry with 

AutoComplete Options 39. III Aelell) 
ols 

40. 
|Automatically Filling in a Seriesof 

II Data 

41. a1Y 
Finding Replacing and 

Transforming Data 

Customizing the Worksheet 

Window 42. 
III 

Hiding Rows and Columnslsing 
the Zoom Controls 

43. 
III slelh 

Locking Row and Column Ladels 

for Onscreen Viewin 
al1 

III 
44. 

III Splitting the Worksheet W indow 

2l87 

Tfsine Mierosoft Offlce 2007, Ed Bott and Woody Leonard, Que Publishing 

Indiana (USA) 

Microsoft Office 2007 All in One, Greg Perry, SAMS PAdlishing, Indiana (tre 
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LESSON PLAN & RECORD OF CLASSES ENGAGED 

Course M.Com. Academic year 2017-188 Semester 
Title of the paper OFFICE AUTOMATION 

Theory/Praetiea! ISP O3 
Subject Code: 

S1. Date & 
No. Order Unit Topics Planned Topics Covered with date 

46. V Data- Validation 
2218 

47. Entering Data in an Excel IV 238l1 

Worksheet 218 

Changing Formatting for a Cell or 
Range 

Designing and Formatting a 
Worksheet for maximum 

48. IV 

49 28lsl] 2stsll 

Readability 
Using Conditional Formatting to 

identify key values 
50. 2 I1 IV 

51. 8I17 IV Entering and Editing Formulas 
Aa 

Using Range Names and Labels in 

3olrll 

52. IV 
Formulas 

53. | Manipulating Data with Worksheet IV 
Functions 0seli 

54. Organizing Data with Tables and IV 
PivotTables 

55. IV Creating and Editing Charts 

56. Case Study: Preparation of Sales IV 
report 

57. &A IV production report pay bill ereation 
58. IV 

tl9l7 

Tax calculation and 

Preparation of final accounts using formula functions and Charts.
59 

Vv PowerPointlntroducing PowerPoint 60. 

2007 

Using Microsoft Oflce 2007, Ed Bott and Woody Leonard, Que Publishing, 
Indiana (USA) 
Microsoft Office 2007 All in One, Greg Perry, SAMS Publishing, Indiana (USA) 
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urse M.Com. Academic year 2017-18 Semester 

Title of the paper OFFICE AUTOMATION 
Theory/Praetieat 

(5PcoC3 

S1. Date & 
Subject Code: 

No. Order Unit Topics Planned Topics Covered with date 

61. Mlh V Creating a Presentation 

62. V Editing the Presentation Outline Jslall7 

63. V Changing a Slide Layout 

64. V Editing Slides 

65. o V Viewing a Presentation olal12 

Ql9lIy 

67. 

66. V Managing Slide Shows 

V Advanced Presentation Formatting 

Adding Graphics Multimedia and 

Special Effects 
Planning and Delivering a 

Presentation. 
Case Study: Creation of 

PowerPoint presentations on 

product 
PowerPoint presentations on 

production 
PowerPoint presentations on 

marketing and 
PowerPoint presentations on 

human resource management 
using animation and slide transition| 

methods. 

68. V 1 

69. V 

70. T 

71. 

72. 
Q3ol 11 

sul17 

isl11 

oslol 

73. 
oulol17 

74. V 

75. 
DlLoli 

6. m 

Unit I & II Revision 

Unit I & II Revision 

Using Microsoft Offlce 2007, Ed Bott and Woody Leonard, Que Publishing, 

Indiana (USA) 
Microsoft Office 2007 All in One, Greg Perry, SAMS Publishing, Indiana (USA) 



SADAKATHULLAH APPA COLLEGE, TIRUNELVELI - 627011 
LESSON PLAN & RECORD OF CLASSES ENGAGED 

Course M.Com. 
Academic year 2017-18 SemesterT

Title of the paper OFFICE AUTOMATION 
Theory/Preetieal 15PCOC3 

Subject Code: SI. Date 8 
No. Order Unit Topics Planned Topics Covered with date 

77.. Unit I & II Revision 
78. ultoll 

Unit I& II Revisiona 

79. 
lol1 

Unit II & IV Revision 
80. 3ll 

81. 
Unit II & IV Revision bla 
Unit II & IV Revision 

82 
Glol11 

Unit II & IV Revision 
83. 

3plelh 

Unit V Revision 

Unit V Revision 

85. 
Unit V Revision 

86. Unit V Revision 

87 
ooln 

Unit V Revision 

88 Unit V Revision 

89. Unit V Revision 

90. Unit V Revision 

Using Microsoft Office 2007, Ed Bott and Woody Leonard, Que Publishing, Indiana (USA) 
Microsoft Office 2007 All in One, Greg Perry, SAMS Publishing, Indiana (USA) 
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LESSON PLAN & RECORD OF CLASSES ENGAGEDD 
Course 3.ComAcademic year 2017-18 Class T Semester: 

tie of the paper BusINESS oRG ANISATIoubject CodeISUoc Theory/ Practical 
S. Date& Unit 

No. Topics Planned Topics Covered with date 
Order 

L6.6-1 TIntroduchoA 
2 0-b12 

3 
28.6 
s5.6 

l6 b.12 

Meains - ECoSNoh CO AchvhU 

21 61 

612 
Meani ot oAsion 
Characheris bes 

EymunE@ ischerechen'shes 29b.12 
Businss ik characknsh 30 b2 

2 3-2 
&2 

Mcani O Co mmure 3:212 
Di bl Pekssin, E yeun 

Typus oF Busines S_ 
Tupi oE Industns 

cepe & objechves oF Bs 
Imporance oE Bs 

2.12 
S2.12 

o67 
8:2 
I2 l2 
13 12-2 
14 13-2 
's 4-2 
tIS-2 Foms of Bsor 

6.2.1 
2.122 

Qualihs o SuccesJul Businasnni ?.12 

Funchons Of Beusinnss 13 2.1 
So ia es |ponsibi uhes o B 42.12 

Prescribed Books: Sam sahonk msl 

CC13 qcapl 
Reference Books: Pandla aaa o 

Total 
Activity Number 

Topic 1 Topic 2 Planned Date Actual Date 

Fomso S ohI pubue ErknisS-12 IS.2-t2 
|2to1223-1o1 

Assignment 

1s Test Portion: 2nd Test Portion 
Internal Test 

Note: Add separate sheets, if Guest Lectures, Seminars etc., are planned 

Teacher's Sign HOD Sign 
FM3/Rev 01, 26/11/2007 



SADAKATHULLAH APPA COLLEGE, TIRUNELVELI 627 011 
Paqe 

Theory/Practical 
SI. Date & 

Unit Topics Planned Topics Covered with da 
No. Order 

7 & 2 Meaning of SolapropnutoyshP &2 
Menis8dumans I5:2 
JHFSis haroLcCeishy lo 

20 212 Pas thers hip Deja Ccharac 212 

2 2 24-2 Tpes oF Pashr 

22 2-2 menk8 demerib 

23 2-2 Tse k characrvshs 
25:2 

THP.DJt- bluw pubuc, PVE u 2f? 

mins duums 2s2-
2Bt7 

2 2-8 
2&38 
25 48 
30 2-8 

Co-opuaahve or 
dacho v IAFlunc ha Selcho 

Di j bluw Solepropiehoyhirg| 
-8 

38 
HNC 4 8 
M 8 dunne ns 

31 88 meani ot plan Locahon 

32lo& 

33 It8 

peJinion lo & 
acho Intluun u 

Secbrolauy jackos 36 

3s12 Selechoh of a Sik 

Ad v Dis adv. o PlarFLocaho lt 8 

12-& 
3 18-& 

32 24-& Dekmi hghoh oh mum 
Lecahon 2 

Teacher's Sign HOD Sign 
FM 3/Rev 01, 26/11/20 



SADAKATHULLAH APPA COLLEGE, TIRUNELVELI- 627 011 Theory/ Practical 
S1. Date & 
No. 

Page 4 of 4 

Order Unit 
Topics Planned 

Topics Covered with date 38 228 plan Lagout is objt ch vus 228 39 23 Skps in vovleol ih dusini 
aqdu cah ns o wod Layou 

23.8 

2p & 
Typs oF LayouE 

423o- Produ Laou 308 

ProcessSuncho nal Layou 5 
S Stahc Skauhon 

Adv & Disady. 6.S 
mcani° BS combinahon :5 

Lause3 

Dirin Jorus 

12-9 

o13 
Buekorin Jorcs 

Impelli Joru 
dv. o+ Combi hahon 

L 5 Tp oF Co mbi ha hoA 

53 19-1 
S2 

Joms of Com bineh o 

undion S oF Vauious p 

Carkls C215 
Pols Uaous peso} |Pool s| 22 
belvpisadv. foms 2S 

25 
52 26-9 

S6 27-9 Roqh onalisaho 

HOD Sign Teacher's Sign 
FM3/Rev 01, 26/11/2007 

p. 
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heory/Practical 
SLDate Ulnit Topics Plamned Topics Conened with dan 

Ordier 

SS285 
3-to 3-to SFapes o RahohalisahD 3-1o 

6-to 

ncai Cayy 

mesa udiee -1o 
626-to 

63 9-1o 
Tps OF 6-Io 
pa SecoT Cnitrpnss5 S-1o 
Publ 6lo-to 

6tt-to 
[o-lo 

Join 
bL Il2-to 
62 16-to Dbatunn undurae | 16-10 

Pubuc LoTpr brto 

65 2-to 
Do 23 Io 

2-10 

Chosashi Shes megin/ 210 
Ccov-Compa 

durniuk 
23-10 

ChaTacem sh 
Di S- w Govg NonGovto -[o 2 2-1o 

23 2-70 
2 Be1o Componns o 3 foms 30-Io 

25-31-10 RSion 31-10 

Teacher's Sign HOD Sign 
FM3 Re . 2611/2007 
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LESSON PLAN& RECORD OF CLASSEA ENGAGED 2017- 2. 018 

:N Cen. Academic year :2o17-18-Class TMn Semester: Couse 

Titl of the pnper e puenemahp Sma.Subject Code 
Theey/Pactical 
SL Date &Unit 
No. Order 

Tun7 

bus 

Topics Planned Topics Covered with date 

A nbpuntuua hieCahaelu16h1 
196 17 219 R MccLbt-

32o Contap 2 velh 20 12 

4 D fac intnkas 2nbapm 21b7-
Axaudh Sac huch 

Lcanomic 
512 1 281 17 

3 AT cllay1cal dnad 
akas an Eahspu 

31 TClaifiah. d £nhapsn 17 
oh12-

lo D Rale n lakogai - 12 

My ahautEnbapuen 5217 

12 F 1MSMs 
13 MsMC 

eneluti 7--
&717 

14n B|LMS ME 
J C 
12D T2.hbepar nc1ana 

Sualah nhe(LCuen Lo717 

L717 
Prescribed Books: Reference Books 

Total 
Activity Topic Topic 2 Planned Date Actual Date 

Number 

A Ssignment 

1 Test Portion: 2nd Test Portion 
Internal Test 

Note: Add separate sheets, if Guest Lectures, Seminars etc., are planned 

Teacher's Sigy HOD Sign 
FM3/Rev 01,26/11/200 



SADAKATHULLAH APPA COLLEGE, TIRUNELVELI - 627 011 

Tkoty/Practical 
.Date & |Unit Topics Planned Topics Covered with date .Order 

178F apitneu 21bo pua12111 
1& 4 F iab pnhp inScanaai Deu 13711 11ISA Shuuhrqa Ne bua 147 12 
2e 7 

2 Tdnhk aShbla L 1 712 

N2 busutddLdka IS212 

2219 D aaR 
I7.1 

232 eye lai 
221 FT Hssesied paelaelfae2 2o7 17 

19. 1 11 

2 24 AT aase Repark patatnbt2111 22 R Sach dh Right paayad 1-17 2112 CT ppar hung blgu 24 7-n 
2 27 D eps fa eppshana 2617 242T eetCdall 2717 

3op f est 
3 AT e 
32 Pajectdacdat 
322 ehandk Lcanigt 

343 T Lepat ClaLalsuh iseml_L 

27 7 17 Hpplaias 
d ta 7 12 

2 7-n 
31 7 

3 pac GILalaeitlL 7 
2 2 17-

317 
Ke uaia 

37 A neahiue 
Meca 

Teacher's Sjgn HOD Sign FM3/Rev 01, 26/11/2007 

¥aVS 
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y / Practical 

a Date& Topics Covered with date 
Topics Planned 

OrderUnit 

L 17 

3410 eunb- 7 

L D uesbtge nccnh 

L6g Vauba hcenhue Salsles 

4217 
43IA VaubwlaCauhe 2Subsidu I: 17 

byCnbal ledlo 7 

BTu 16 12 

Les 2 C 2Cenkizu fDuelepr 1 

L22 D 
42 23 s|luSakapsencuil eualopna paec22-2 

Lel244 T abezhue 23 & 12 

49l28 A nbepscnes Deuelepoeat Cy 24- n 

24 B l hauehusy£nhepencuia 

Dewelapsufa 51 30 
Sap 52DTlses e Saboe puenautisd La 5-9. 12-

69 7 53 SE uShaiey-fex nepucus Dee 7 

57A M beduch s Tabhh 
7 
117 

11917 5&I D 
HOD Sign Teacher's Sign FM 3/Rev 01, 26/11/2007 
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Theory/Practical 
S. Date &Unit Topics Planned Topics Covered with d 

NoOrdernit 

ST po 12.9. 17 
STDo 
NSTC 

NST C 
SST C IS-2 17 

D SsTC 

STDco 2 9n 

S DCo 2o 9 2 
222 A SST T1(0T | 25-9 12-

STST SLeco1 26 
1TD.co 26 9 7 

e 27 D V 28-9. 2 
ST DC 

723 Revia c lo7 

23 hlamea nAALta 
LNamen 

75 Aalth emen lnbepu lo 
7 py 1opacbnte LuceAanhe pii 11o17 

1o Khbeaal Spo Lo Lo12 
Wo e 

a benacnctss Dauelap LoL 
2 y P.ablen LondaSabepsche 12lo7 

Teacher HOD Sign 
FM3/Rev 01, 26/11/200 



SADAKATHULLAH APPA COLLEGE, TIRUNELVELI 627 011 Page 3 
Practical 

Date & 

Order 
Unit Topics Planned Topics Covered with date 

vseBA |omen S Hele 4rap SH 
Spe.caal SeLeed 

S220 D S2ecc hem 
SB2 SHG 22conon auel 
sa2 FV uctsn L fnkapus 

2 RI SuCess aainabap. 

S22 c ALCA 

Rewsin 
Revaaa 
Rawal 

HOD Sign FM3/Rev 01, 26/11/2007 

Teacher's Sign 


