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Course Objectives

C1l

To create awareness and understanding on the basic functions of MS Excel

C2

To elucidate the students on the various advanced functions of MS Excel

C3

To educate the students on MS Access and its application in database

management

C4

To enable the students to understand the functions and usage of various cloud
based apps like Google Drive, Google Sheets and Google Docs

C5

To enable the students learn the functions and usage of Cloud based apps like

Google Forms, Google Slides and Google Cloud Printing.

SYLLABUS

UNIT

Details

No. of
Hours

Course
Objectives

MS Excel — Basic Functions - Workbook — Building —
modifying - navigating; Worksheet — Auto fill
copying and moving cells, inserting and deleting rows,
printing; Formulas and functions-Troubleshooting
formulas, Functions and its forms like database,
reference, Databases — creating, sorting filtering and
linking.

C1

MS Excel Advanced Functions — VIookup — Hlookup —
Charts — Count - Countif — Sum - Sumif — Product —
Sumproduct.

Functions: Mathematical - Financial - logic — Text -
Statistical

C2

MS Access — Components, creating a database and
project, import and exporting, customizing; Tables —
creating and setting fields; Queries — types, creating,
wizards — Reports — creating and layout.

C3

Cloud based apps — Google Drive, Google Sheets,
Google Docs,

C4

Cloud based apps - Google Forms, Google Slides —
Google Cloud Print

C5

Total

30
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Course Outcomes

Course

On completion of this course, students will; Program Outcomes
Outcomes
Have awareness and understanding on the basic functions
Co1 of MS Excel PO4, PO6, PO7
CO2 Know the advanced functions of MS Excel PO4, PO6, PO7
CcO3 I_Dossess knowledge on MS Access and its application PO2. PO4, POB, PO
in database management
Understand and possess knowledge on the functions
CO4 and usage of various cloud based apps like Google PO4, PO5, PO6, PO7
Drive, Google Sheets and Google Docs
Understand and be aware of the functions and usage of
CO5 Cloud based apps like Google Forms, Google Slides PO4, PO6, PO7
and Google Cloud Printing.
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PO1 |PO2 |PO3 |PO4 |PO5 |PO6 |PO7 |POS8
CO1 3 3 3
CO?2 3 3 3
CO3 3 3 3 3 3
CO4 3 3 3 3
CO5 3 3 3

3-Strong 2-Medium  1-Low




