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	Date
	Hour

	1
	
	MS WORD

Preparing a neat aligned , error free document
	
	3.12.2009
	I,II,III

	2
	
	Perform find and replace operation , add header and footer
	
	3.12.2009
	I,II,III

	3
	
	Type the text , change the font size at 20, align the text to left , right and justify & center and underline the text
	
	24.12.2009
	I,II,III

	4
	
	Perform mail merge operation and preparing labels
	
	24.12.2009
	

	5
	
	Prepare job application letter enclosing your bio-data
	
	5.01.2010
	I,II,III

	6
	
	Type the text ,check spelling and grammar , bullets and numbering list items
	
	5.01.2010
	I,II,III

	7
	
	MS -EXCEL

Entering and printing work sheet
	
	12.01.201
	I,II,III

	8
	
	Work sheet using formulas
	
	12.01.2010
	

	9
	
	Drawing graphs to illustrate class performance
	
	21.01.2010
	I,II,III

	10
	
	An excel work sheet contains monthly sales details of companies
	
	21.01.2010
	


	Lecture

No.
	Unit

No.
	Details of Lecture
	Reference for Lecture
	TENTATIVE

	
	
	
	
	Date
	Hour

	11
	
	MS -ACCESS

Simple commands perform sorting on name ,place and pin code of students data base
	
	4.2.2010
	I,II,III

	12
	
	Payroll preparation
	
	4.2.2010
	

	13
	
	Mark sheet preparation
	
	11.2.2010
	I,II,III

	14
	
	Report preparation
	
	18.2.2010
	I,II,III

	15
	
	MS POWER POINT

Prepare a power point presentation with at least three slides for department inaugural function
	
	24.2.2010
	I,II,III

	16
	
	Draw an organizational chart With minimum of three hierarchical levels
	
	9.3.2010
	I,II,III

	17
	
	Design an advertising campaign with minimum three slides
	
	15.3.2010
	I,II,III

	18
	
	Insert an excel sheet chart into a power point slides
	
	20.3.2010
	I,II,III

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	           
	
	

	
	
	
	            
	
	

	
	
	
	
	
	


