AGGARWAL COLLEGE BALLABGARH

Class-B.COM(Pass)  Ist Year 

(Acc. to NEP 2020  B.COM 2nd Sem)
Office Automation
WEEK -1

1. Create a document in MS-Word introducing the word processing interface.

2. Write a step-by-step guide on how to find and replace text in MS-Word. Include examples and screenshots.
WEEK -2
3. Create a document in MS-Word showcasing the use of Format Painter, Header and Footer, Drop Cap, AutoText, and Autocorrect features.
WEEK -3
4. Write a tutorial document in MS-Word demonstrating the use of the Spelling and Grammar Tool, Document Dictionary, and Page Formatting options.
WEEK -4
5. Create a document in MS-Word with bookmarks and demonstrate how to navigate through them. Include a section on previewing and printing documents.
WEEK -5
6. Write a guide on using Mail Merge in MS-Word to create personalized letters. Include steps for merging data from an Excel sheet.

7. Create a document in MS-Word with macros to automate repetitive tasks. Explain how to record and execute macros.
WEEK -6
8. Design a table in MS-Word to organize data and demonstrate sorting, filtering, and validation functionalities.
WEEK -7
9. Create a budget spreadsheet in MS-Excel, including essential operations like creating & editing worksheets, formatting cells, and formulas.
WEEK -8
10. Design a worksheet in MS-Excel with a header and footer. Demonstrate how to customize headers and footers for printing.
WEEK -9
11. Create a spreadsheet in MS-Excel with various formulas and functions. Include examples of basic arithmetic operations and statistical functions.

12. Develop a chart in MS-Excel to visualize data. Include bar, line, and pie charts, and explain when to use each type.
WEEK -10
13. Create a PowerPoint presentation with slides showcasing different slide manipulation features like transitions, animations, and organizational charts.
WEEK -11
14. Design a presentation in MS-PowerPoint with Excel charts and WordArt. Demonstrate how to import and manipulate these objects.
WEEK -12
15. Create a PowerPoint presentation with animated pictures and sound effects. Include slides with recorded sound effects and animated pictures accessed through objects.













