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SADAKATHULLAH APPA COLLEGE, TIRUNELVELI - 627 011 

LESSON PLAN & RECORD OF CLASSES ENGAGED 
Course M.Com. Academic year 2018-19 Semester 

Title of the paper OFFICE AUTOMATION 15PCOC3 

Theory/Praetieal Subject Code: . 

sl. Date & 

Order Unit Topics Planned Topics Covered with date 
No. 

1. Syllabus Briefing 

2. Lbhue 1 Introduction to MS Office 

I Introducing Word 2007 

4 2 G13 I Creating and Saving Documents 241 lls 
5. Typing and Editing Text 

6. s1 Lsbh Using Spelling Grammar and 

7. 31 2e611s Research Tools 

8. 28b I Printing and Faxing Documents 

Formatting a Document: Applying | 
Character Formatting 9 

al6}l 

I Formatting Paragraphs and Lists 10. 1 

11. 81 Creating and Applying Styles and h|lr Themes 

12.1 
Formatting Documents and 

Sections 47/1 
13. 11 

Using and Creating Project 

Templates slll 

6 
Working with Nonstandard /T 6/1 14. Document Layouts. 

15. 17 9/lls II Tables and Graphics: 



SADAKATHULLAH APPA COLLEGE, TIRUNELVELI - 627 011

LESSON PLAN & REcORD OF CLASSES ENGAGED 
ot8-tg Course M.Com. Academic year Semester M 

Tiie of the paper OFFICE AUTOMATION 
SPcoc3 Theory/PraetieaB 

Date 8& 
Order 

S1. 
Unit Topics Planned Topics Covered with date No. 

16. tol 

17. 7 

II Creating and Formatting Tables 
ol718 

II Working with Photos 

18. l7 Working with Clip Art and the Clip 
Organizer 

II 

19 137 Creating and Formatting Tables 
34))5 

20 6l7 Working with Photos /71 
21.7 |Working with Clip Art and the Clip 

Organizer 1alT)ls 
22. t& Creating and Formatting Tables l1|E 

Working with Clip Art and the Clip 
Organizer 

23. 19 1 

24. |2ol7 

25 91 

26. 24 7 

Working with Drawings and 
WordArt 

II 

1o111 
Working with Charts , Working 

with Smart Art and 
II 

71l 
II Math Formulas -

27. 1 Using Header and Footer II 

|11l18 
30/-418 

28. 211 II Performing Mail Merge 

29 37 Copying Linking and Embedding 
Data 

II 

30 1 31/71 II 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 cOLLEGE, TIRUNELVELI - 627 011LESSON PLAN & RECORD OF CLASSES ENGAGED ourse M.Com. Academic year Semester Title of the paper OFFICEAUTOMATION 5PLoC 3 

Ths Subject Code: SI. Date & 
No. Order Unit Topics Planned Topics Covered with date 
31. 8| Protecting and Securing II 

Documents Ou8 
32. 02l l1 II Macros. 0als 1 

Case Study: Preparation of Job 
application letter 

Preparation of business letter using| 
mail merge 

33. 0318h& II 

34. ofle l1 II 

35. 6 l&l18 Preparation of Sales Report using 
Tables graphs or charts 

II 

preparing Labels and Application 
of Macros (simple macros only). Oslahs 

Excel- Introducing Excel 2007 &lMr 

36. 08l118 II 

37. 

38. 1lP Working with Worksheets and 
Workbooks 

III 

Controlling Data Entry with 
AutoComplete Options 3llls III 39. 

-

Automatically Filling in a Series of| 
Data 

40. III 

Finding Replacing and 
Transforming Data

41. III Isl18 
42. I11 l1& Customizing the Worksheet 

Window Iilelis III 

43. o lgl1r Hiding Rows and ColumnsUsing 
the Zoom Controls 

III 
lglal1& 

44. 2 1el 1s Locking Row and Column Labels 
for Onscreen Viewing 211a1& III 

45. -8lals III Splitting the Worksheet Window 2518lla 

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



SADAKATHULLAH APPA COLLEGE, TIRUNELVELI - 627 0111

LESSON PLAN & RECcORD OF CLASSES ENGAGED 
&dl8-I 

Course M.Com. Academic year Semester 

Title of the paper OFFICE AUTOMATION 15Pcoc32. 

v, Subject Code: 

Sl. Date &s 
No. Order Unit Topics Planned Topics Covered with date 

46. 2911 Data-Validation IV 

Entering Data in an Excel 
Worksheet 

47. IV 

Changing Formatting for a Cell or 
Range 

Designing and Formatting a 
Worksheet for maximum 

48. IV 318 118 3il&l18

49. Osls)1s IV osla l18 
Readabilityy 

Using Conditional Formatting to 
identify key values 

50. oul& IV 

51. osll1s IV 

52 6198 

Entering and Editing Formulas os1r 

Using Range Names and Labels in 
Formulas 

IV Dll 

53. 11sl1& TT Manipulating Data with Worksheet 
Functions 

IV 

54 o Organizing Data with Tables and 
PivotTables 

IV osl1 

55. IV Creating and Editing Charts Uolb1ll& 

56. IV 
Case Study: Preparation of Sales 

report 

57. \lo IV production report pay bill creation 

58. s15 IV Tax calculation and 

Preparation of final accounts using 
formula functions and Charts. 

59 

60. V PowerPointlntroducing PowerPoint 211 
2007 o. 

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 COLLEGE, TIRUNELVELI - 627 011

LESSON PLAN & RECORD OF CLASSES ENGAGED 
&os -

urse M.Com. Academic year Semester 

Title of the paper : OFFICE AUTOMATION TPCOc3 
Theory/Preetieel Subject Code: 

Sl. Date & 
Unit Topics Planned Topics Covered with date 

No. Order 

61. s\N Creating a Presentation V 

25ll18 

63. 26118 

64. 1 

62. V Editing the Presentation Outline 

V Changing a Slide Layout 

V Editing Slides 

65. V Viewing a Presentation 

66. 0S Managing Slide Shows V 

67. W 
68. S 

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. 

ol 1ol1 

69. V 03all& 

70. 

71. oslsilt 

V 
0sollg& 

72. V 
8 

bslll8 

73. blull& 

74. all& 

75. ltollr Unit I & II Revision 

76. Unit I & II 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) 



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

2ot8 15 Course M.Com. Academic year Semester 

Title of the paper OFFICE AUTOMATION 
gPeoc 3 

Subject Code: 18PCc042 Theory/Praetieal 
SI. Date & 
No. Order Unit Topics Planned Topics Covered with date 

77. Unit I & I Revision 

78. Unit I & II Revision 

79. Unit II & IV Revision Holrs 

80. Unit II & IV Revision 

| 81.29s Unit II & IV Revision 23s)1 

82. Lulolb Unit II & IV Revision 

83. l15 Unit V Revision 

84. sloll Unit V Revision 

85. sl % Unit V Revision 

86. I29|tol 17 Unit V Revision 

87. 3sl15lle 

88. oll8 

89. l 

Unit V Revision 

Unit V Revision 

Unit V Revision ollhs 

90. 0nle Unit V 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) 
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Reference books: 
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Portions 
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2-3Tot 1 221o1(F 

Internal 
Test 3 
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Course Bon 
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