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Course Code 
Course Title 

Course 
Duration 

Objective 
Course 

Learning 
Outcome 

Pre-requisite To study this course a student must have 12" class 
To enhance the computing skills of the students 

Credit Value 
Module 

01 

02 

03 

04 

CC-MSOFC-2026/01 
Certificate Course Syllabus 

Microsoft Office and Its Supporting tools 
30 Hours 

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

02 

Gain hands-on skills in MS Word, MS Excel, and MS PowerPoint and its 
supporting tools. 
Create professional-quality documents; store, organize and analyze 
information 
Automate routine office tasks using spreadsheets with the help of 
arithmetic operations and functions 
Design well-structured documents with advanced formatting 
techniques. 
Create dynamic slide presentation with animation, narration, image and 
much more digitally and effectively. 

Microsoft Word 

Topics 

Creating, editing, saving and printing text documents, Font 
and paragraph formatting, Simple character formating, 
Inserting tables, smart art, page breaks, Using lists and styles, 
Working with images, Using Spelling and Grammar check, 

Understanding document properties, Mail Merge 
Microsoft Excel 

Spreadsheet basics, Creating, editing, saving and printing 
spread-sheets Working with functions & formulas, Modifying 
worksheets with color & auto formats. Graphically 
representing data: Charts & Graphs. Speeding data entry: 
Using Data Forms. Analyzing data: Data Menu, Subtotal, 
Filtering Data, Formatting worksheets, Securing & Protecting 
spreadsheets 
Microsoft Power Point 

Opening, viewing, creating, and printing slides, Applying auto 
layouts, Adding custom animation Using slide transitions, 
Graphicaly representing data: Charts & Graphs, Creating 
Professional Slide for Presentation. 

Supporting Tools- Al and internet tools 

Internet, Understanding how to search/Google, bookmarking 
and Going to a specific website, Copy and paste Internet 
content into your Word file and emails, Understanding the use 
of ChatGPT, Perplexity, Google Gemini and some other tools. 

No. of 
Lectures 
(Hours) 

08 

08 

08 

06 


