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MS Word:

The instructor needs to give an overview of Microsoft word & Importance of MS Word as
word Processor, Details of the four tasks and features that would be covered Using word —
Accessing, overview of toolbars, saving files, Using help and resources, rulers, format painter,

Task 1 : Using word to create project certificate. Features to be covered:-Formatting Fonts in word,
Drop Cap in word, Applying Text effects, Using Character Spacing, Borders and Colours, Inserting
Header and Footer, Using Date and Time option in Word.

Task 2 : Creating project abstract Features to be covered:-Formatting Styles, Inserting table,
Bullets and Numbering, Changing Text Direction, Cell alignment, Footnote, Hyperlink, Symbols,
Spell Check , Track Changes

Task 3 : Creating a Newsletter : Features to be covered:- Table of Content, Newspaper columns,

Images from files and clipart, Drawing toolbar and Word Art, Formatting Images, Textboxes and
Paragraphs

FES Task 4 : Creating a Feedback form - Features to be covered- Forms, Text Fields, Inserting objects,
Mail Merge in Word.

MS Excel:

The instructor needs to tell the importance of MS Excel as a Spreadsheet tool, give the details of the
four tasks and features that would be covered Excel, Accessing, overview of toolbars, saving excel
files, Using help and resources

Taskl: Creating a Scheduler - Features to be covered: Gridlines, Format Cells, Summation, auto

fill, Formatting Text

Task 2: Calculations - Features to be covered:- Cell Referencing, Formulae in excel — average,
standard Deviation, Charts, Renaming and Inserting worksheets, Hyper linking, Count function.

Task 3: Performance Analysis - Features to be covered:- Split cells, freeze panes, group and
outline, Sorting, Boolean and logical operators, Conditional formatting

MS Power Point:

Task1: Students will be working on basic power point utilities and tools which help them create
basic power point presentation. Topic covered includes :- PPT Orientation, Slide Layouts, Inserting
Text, Word Art, Formatting Text, Bullets and Numbering, Auto Shapes, Lines and Arrows

Task 2: This session helps students in making their presentations interactive. Topics covered
includes: Hyperlinks, Inserting —-Images, Clip Art, Audio, Video, Objects, Tables and Charts

Task 3: Concentrating on the in and out of Microsoft power point. Helps them learn best practices
in designing and preparing power point presentation. Topics covered includes :Master Layouts
(slide, template, and notes), Types of views (basic, presentation, slide slotter, notes etc), Inserting —
Background, textures, Design Templates, Hidden slides. Auto content wizard, Slide Transition,
Custom Animation, Auto Rehearsing

Task 4: Power point test would be conducted. Students will be given model power point
presentation which needs to be replicated (exactly how it’s asked.




pwéﬁ\l/ Eﬁ Rerowsre Peason

Name Veeru Uppin

Designation : Director AarGees Business

Address : #9, Sai Samarth Nilaya, Near Katti Mangala Devi
Temple Lingarajnagar, Hubli

Contact Details 3 Mobile : 9880766013 ,
E-Mail : veeruaargees@gmail.com

Qualification : M. Scin IT fr om Kuvempu University Shimoga

Studied in Sainik School Vijayapur

Work Experience
Worked as co ordinator for TULEC education centre
Worked as Centre Manager at Tata Infotechi_

Worked as Project Manager in TOTAL Infote{cﬁ;'
Software Company

Director and Founder Member AarGees Business
Solutions

AarGees is providing software for educational
institutions (ERP) for educational institutions

Managing more than 500 institutions including
Universities and autonomous colleges

Social activities - Volunteer for Vidya Poshak NGO supporting |
< Economically challenged Students and
Worked Treasure for two years

Secretary of Jnana Jyoti Trust NGO. Supporting
Library Fecility and study materials for economically
Challenged students who are appearing for EH.:
Competitive examination | 3
Working with Bharatiya shikshana Mandal foi', 4
Implementation of NEP :

Director for Mahatma Basaveshwara Bank Hu_bballi

V Uppin
Director
AarGees Business Solutions
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KALGHATAGI - 581204
Value Added Course on “MS OFFICE AUTOMATION”

Attendance Register — From 02-12-2019 to 21-12-2019
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GOOD NEWS WELFARE SOCIETY'S ARTS & COMMERCE FIRST GRADE COLLEGE,
KALGHATAGI - 581204
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GOOD NEWS WELFARE SOCIETY'S ARTS &
COMMERCE FIRST GRADE COLEGE

KALGHATAGI - 581204
CERTIFICATE
; This is to certify that Kemar / Kumari ....:De.ep.c.‘n. ........ PCL'L‘OL ............................. of &
¢ IHAYBIComEI T 0. ... B ]Q ..... as participated in IQAC initiated certificate course / Value o
Added Course on ........ M. .0ffCe.... Autoedaiin. e, organized by
posin(a mP.LLJF(T ..Sitn4f1d at Good News Welfare 8ociety’s Arts and Commerce First Grade College.
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S
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