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05-03-2022
Mecting Resolution

Department of Computer Sclence:
At a comvened mecting of the Departineent of Computer Science at Sripat Singh College
on 05032022, the lollowing resolutions werr passed regarding the proposed
introdwction of an ald on course on "Microsolt Ofice
Members Present:

. MrSumit Bandopadbyay FOAL)

2. MrSujan Kumar Das [ TCS)
. Mr. Biplab Biswas
M Lssay Dutta

L. Approval of Course Layoul:

The department collectively endorses the proposed course layout, acknowledging its
alignment with the educational objective,

& Frogrammae Duration:
A consensus was reached on the programme duration, setting it at 30 hours , ensuring

alinced coverape of the cummiculum withow! causing amlue $imin on students'
srhedule

I, Asessment Modalities:

The meeting established the asessment modalities, encompassing a diverse ange of
cyvaluation such as cxaminations, practical assignments and presemtations. This
appraach aims (o comprehensive understanding ol soudents’ prodiciency in applying
Wil designing and Basic programaming Conoe pts

4. Utilization of Existing Resources:




SRIPAT SINGH COLLEGE

PO Jiaganj. D= Mershidabad, West Beogzal, FFIN 748 123
Mo 03483~ 255351, Fax: OE4ES-2 5654 1
Emaail LG Wl AT Looin. Wieh | wwtw, ss-0olilepe g

Acknowledging the importance of oplimizing existing resources, the meetling
deliberated on the resource requirements for the swocessful implementation of this
course. The department head with the responsibility of coordinating with the college
administration to ensure ¢ffective atilization of available facilities. including computer,
classroom and projector

5 Awarding Criterion:

The resolution outlined a cear awarding criterion, emphasizing the importance of
attendance, performance in assesement and active participation in class disoussion as

key factors for successful conpletion and certificate Issuanoe
G, Selection of Course Coordinator:

The department appointed Mr. Biplab Biswas . Hold, Department of Computer Scicnce
as the course coordinator for the course, He will support faculty coordination,

diny'-bo-clay operations, loousing on administrative aapecs, student engagement and the
coarcination of Assessments

Course Title: Microsoft Office
Programme Duration: 4 weeks [Total 30 hours)

Course Overview:

The Microsoft Office Value added Course offercd by the Department of Computer
Science, Sripat Singh Caollege is designed to provide participants with a solid foundation
in office Software, Whether you're a beginner with no prior office experience or have
sofe cxperience with allice management, this course will equip you with the essential
ckills meeded to start work in Bagic Odfice Activity. Through hands-on e ncibes,
practical exampbes, and interactinve sessbons, participants will gain conlidence in oflice
Sofwaire

Course Oljectives:
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The course abjectives lor a Microsolt flice course 1y pically inelude:

L. Introduction to Microsoft Cffice:
Familiarize students with the various applications within the Microsoft Office suite,
including Word, Excel, PowerPoint, and Outlook,

2. Word Progessing {Microsedt Ward ) Teach studenis how 10 create, odit, format, and
print documents using Microsalt Ward. This includes woarking with vext, images, tables,
and styles.

3. apreaddsiveet Management [ Microsoft Exoel ]

Provide students with the skills to ¢reate, format, and manage spreadsheets using
Microsodr Excel. Thiz iaclades working with formulis, nnctions, chiars, and data
analysis ool

4. Presentation Design [Microsoft PowerPoint):

Teach sudents how to ¢reate visually appealing ond effective presentations using
Microsclt Powerlsint This includes working with slides, images, anlmations, and slide
Lransitions.

G Email amal Calemidar Manapement | Microsoft CGutloak):

Familiarize students with the features of Microsoft Outlook for managing emaidl,
calendars, contacts, and fasks. This includes setting up emall accounis, organiEing
emails, and seheduling appointments.

G Imlepration and Collaboration: Teach studems o o infleente and collabarabe sith
other Microsoft Office applications, This includes sharing data between applications,
embedding objects, and working collaboratively on documents

I Advanced Features: Intfodace stisdents Do advanced featuines of Mecrosalt HEice
applicytions, such as mail merge in Word, pivot tables in Excel, and custom animations
in PoaverPaint.

B Productivity Tips: Provide students with tips and tricks to increase prodectivity and
clfeciency when using Microsoft UHNce applEcations.
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0. Assessment and Certification:
Assess student understanding and proficiency through guizzes, assignments, and a final
exam. Offer cortification upon successful completion of the course

Course Oubcome:
Thie couirse autcomes for a Micrmsalt Qe course includes

L. Prdichbency in Microsall Ollice Applications:

Muident= slvokild be prodecient o using Microzalt Word, Exoel, PovwerPoin®, andd Ositlosk
for basic tasks such as document ereation, spreadshect management, présentation
design, and email foalendar management.

2. Effective Communication Skills

Students  should be able o use MEcrosoft  Offico applications  te  Cheate
prolessional-booking  documents, presestations,  amd  emails  that  ellectively
communicate ideas and information.

3. Data Analysis Skills:

Students should be able to use Microsoft Excel to perform basic data analysis tasks,
such as creating charts, graphs, and pivot tables, and using lormulas amnd fundtions
analyre data.

4. Time Management and Qrganization:
Students should be able to wse Microsoft Quitlook to manage their time effectively,

including scheduling appointments, OrganiZing tasks, ard meamaEing cmail,

o Collaboration Shills:
Students should be able to use Microsolt Office applications to collaborate with athers,
including sharing documents, tracking changes, and working on  doouments

simultaneously

b Mol em-Sodving Sklls:
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Students should be able to use Microsoft Office applications to solve common
waorkplace problems, such as formatting sswees. data analysis challenges, and
presentation design dilemmas.

7. Digival Liversucy:
Students should develop digital literacy skills, including the ability to navigate and use
Microsoft Office applications eMciently and effectively,

B Mrodessional Devetopenent
Students shouwld Be able o uze the skills learmed in the courde 19 enhance thedr
professional developmyent amd contribute to their career advancement..

Course Layout

Week 1: Basic Intreduciion 0 Microsall Oioe [8 hours)

- Day 1: Introduction o Micrasoft Office Suite, overview of Wond, Excel, PowerPoint,
Cutlbook |2 hours)

= Dy 2: Microsoft Ward Basics (2 hours)

= Dy 3: Microsoft Excel Basics (2 hours)

- Ik 4: Microsodt PowwoerPoint Basscs |2 hours)

- Dy 5z Reeap and Practice (2 howrs)

Week Zr Intermediate Microsoft Office Skills (8 hours)
Day 1: Advanced Microsoft Ward Formatting (2 hours)
= Dy 2 Intermediate Microsolt Excel Formulas and Functions (2 howrs)
- Dy 3: Imtermediate Microsalt FowerPoint Design amnd Animation (2 hours)
- Dy 4: Introddaction to Microsolt Adcess (2 hours)
- Dy 5: Recap and Practice (2 howrs)

Weelk 3: Advanced Microsoft Office Skills (8 hours)

- Dy 1: Advanced Microsodt Word Features (2 hours)

« Dhay 2: Advanced Microsclt Excel Data Analysis (2 hours]

- Doy 3: Advanced Microsodt PosverPoint Multinedia and Collalsoration (2 hours)
= Dayy 4: Advainced Microsodt Access Ditabase Management (2 hours)

= Dy 5: Recap and Practios (2 howrs)
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Week 4: Practical Application and Beview [6 hours)

Day 1: Creating ocuments, Spreadsheets, and Presentations (2 howrs)
» Dy 22 Email Management with Outlook (2 hours)
= Day 3: Project Wark and Presentation Preparation (2 hours)

Assessment and Project:
Wer iy assignmenis and quizEes (0 assess ysderstanding and progress,

Fimal propect where participants will apply learned concepts 0 solve real-world
probdems.

Rewiews and feedback sessions to help participants improve thekr skills
Frereqguisites:

Basic computer literacy and familiarity with using a computer.

No PG e e r|'|:|u|r|-|'.=.

Target Audience:

Beginners interested in learning MS office Students or professionals seeking to enhance
their programming skills

Anvane interested in PEIFSRINTIE & CAPSET el e O puLer is JISEIERH

Methodalogy:

Instructor:bed sessions with hands:on coding exercises
Interactye discussions and [Medl SessEnns

Collaborative leaming environment.
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Access o online redtaurces, lwtorials, and documentation lor larther learming.

Certification:

Corifcale of Compleion will be peamndesd vpoen succisshl parfospalicn and compdeton of the
SRS rsuTEnlE

Conchusicn

Ths Microsoll Office Progravmming Walue added Courss prosides o comprohersive Microsoll
Oitcn  for boginmndes amd thids Iokng I stfonghon thed progiameng skills By the ond of tho
coursa, participants wall have the knowdedge and confidencs o work, in S offico

Resowrces:

1. "Wecrosc Offeco 2019 Slep by Slep™ by Joan Lamber and Cuertis Frye: This book provides o
Samnphehonien Pecdesion O B oord Tedtunes &hd hondiiond ol Mecrsdolt Cifce applicalicns,
recluding YWord, Exoel, PovenrFoint, Qutlook, and ACcess

2. "Micepsoll CHTicn 65 for Dummens™ By Rosomanss Wik, Kon Withes, and Jonnder Ried; This
book it a beginner-friendly guids o using Microsoll Office 365, covesring the basics ol Word, Ewxcal,
PoraprPoind, Outlook, and OnoMoto, as wall as Collaboration and cloud SIoepge leatunes

3, "Exopd 20405 By By Wichusid Alpocaesdior pnd Richand Hughsiks; For thoss eoking 0 dive Joop
o Excol, this book offers comprehensie covesnips of the progmms loabsros, from basic
fundlions 0 pdvancod @ats pnahyais pnd veaairacsn fechniguos

4, "“Word 2009 For Dammeds”™ By Dan Gookin: This Book & 8 esor-Teecsdy guedd & usng Mictosoall
Word 2019, coverng owergthing from basic document creation S0 advanced formatting and
Collaboration Toabens.

5. “PowerPoinl 2019 For Dummies® by Doug Lowe: This book offers a praciical, hands-on
approach b leameng PowsiPoinl 2019, with dleg-by-glop indlnodions. arnd S o oneating aladia
PR oiaiaons

Thirse books provice in-dopth covorege of Microsofl Ofco ppplications and can be valuablo
messuries lor Boll beginners and axponenced users boking o anhance e shills,
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Summaeny| 2022.23)

Regesiraton Saart Duade 10 March 2023
Registraton End Date: 21 Manch, 2022
Mode of Instruction: Blended

Courss Sialus: Completed

Humiber Of Times offer during the academsc year: 01

Durnlion: 4 weoks (Total: 30 kours )
Calegory, s managasinl
Lirvod: Undiergraduale

Stam Daby 22 Manch 022

End Dhate 20 Apell 02

Number of students enroded 456

Humiser O Shedents completing the course 451
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his is 16 certily JULERHA KNATUN af SRIPAT SINGH

COLLEGE has sucoesifully complered 30 hours valae addod ©ourse on
Ml CHIEee heldd fram 3sth March ik Ufganessd by 1OAD, SREIFAT
Sl H COLLEGE i collehoragon with ERLU ESY %,




