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School / college:  SSS, Smt. Putalaben Shah College of Education, Sangli  

Venue:     Date:   25th to 29st Novemebr 2019  

Course Learning Outcomes: 
 

1) To enable students to create documents using Microsoft Word. 
2) To enable students to prepare PPT using Power Point Presentation. 
3) To enable students to understand MS Excel and to work with data in Excel 
4) To enable students to use functions to manage data. 
5) To enable students to use office online and Microsoft forms. 

 

 

Session Plan  
 

   Topics  Time  

 

•  
•  

Introduction to Microsoft Office  
Create Better Documents using Microsoft Word 

o Application Interface  
o Using Templates  
o Text Formatting  
o Paragraph Formatting  

9:30 AM – 12:00 PM  
Subhankar Mukherjee  

•  

•  

 

Working with Tables  
o  Add Table  
o Formatting Tables  
Illustrations and Objects 

o Adding Pictures  
o Format pictures  
o Add shapes and SmartArt Graphics  
• Header, Footers and Page Numbers  
 

12:00 PM – 01:30 PM 
Amit Kumar  

 Lunch Break  01:30 PM – 02:00 PM  

•  

•  

Manage your document 

o Page orientation  
o Page size  
o Page margins  
o Page breaks  
o Section breaks  
Document Editing and Reviewing 

o Find and replace text  
o Track Changes  

02:00 PM – 03:30 PM  
Subhankar Mukherjee  
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•  

•  

•  

References  
o Add Captions to images or tables  
o Footnotes and Endnotes  
o Table of Contents  
Mailings  
o Preparing Main Documents  
o Preparing Data Sources  
o Merging Main Documents and Data Sources for Multiple 
Recipients  
Recap and Queries  
 

03:30 PM – 05:00 PM 
Amit Kumar  

     

 

   Topics  Time  

 

•  Create Better Presentations with PowerPoint  
o The PowerPoint Interface  
o Creating a new presentation with Text and Images  
o Slide Layouts o Slide Designs  
 

9:30 AM – 12:00 PM Amit 
Kumar  

•  

•  

Visual Enhancements to a Presentation 

o Add Shapes   
o Using SmartArts   
o Add Charts  
o Add Audio and Video  
Using Animations and Transitions  

12:00 PM – 01:30 PM  
Subhankar Mukherjee  

 Lunch Break  01:30 PM – 02:00 PM  

•  Delivering a presentation   
o Running a slide show  
o Custom Slide Show  
o Personalized Presentations with Slide Master View  
 

02:00 PM – 03:30 PM 
Amit Kumar  

•  
•  

Participants to create a simple presentation on a topic of 
their choice  
 

Recap and Queries  
 

03:30 PM – 05:00 PM  
Subhankar Mukherjee  

  
 

 

 

 

 

 

 



 

      

 

 

   Topics  Time  

 

•  

•  

•  

Understanding Microsoft Excel 
o Excel Environment  
o Excel Terminology  
Work with data in Excel 
o Data Entry  
o Edit data  
o Format data  
Manage & Re-arrange Data  
o Re-arrange Data   
o Filter Data  
o Remove Duplicates from Data  
o Conditional Formatting  
o Data validation  
 

9:30 AM – 12:00 PM  
Subhankar Mukherjee   

• 
•  

Analyze Data with Charts   
Using Formulas to Manage Data  
o Create Formulas for Basic Calculations  
o Reusing Formulas  
o Cell Referencing in Formulas  
 

12:00 PM – 01:30 PM 
Amit Kumar  

  

Lunch Break  
 

01:30 PM – 02:00 PM  

•  Using Functions to Manage Data   
o Difference between formulas and functions?  
o Using a function  
o Functions to carry out simple calculations  
 

02:00 PM – 03:30 PM 
Amit Kumar   

 

•  

•  
Participants to create simple worksheets and apply 
simple formulas on data  
 

Recap and Queries  
 

03:30 PM – 05:00 PM  
Subhankar Mukherjee  

  
 

 

 

 

 

 

 

 

 



 

      

  Topics  Time  

 

• Functions to carry out logical operations  
• Functions to manage text   
• Data Validation  

9:30 AM – 12:00 PM 
Amit Kumar  

•  Lookup and Reference Functions  
o Using VLOOKUP  

12:00 PM – 01:30 PM  
Subhankar Mukherjee  

Lunch Break  01:30 PM – 02:00 PM  

• Summarizing data with Pivot Table  
• Recap and Queries  

02:00 PM – 03:30 PM 
Amit Kumar  

Collaboration and Research Tools  
•  OneNote  

o Understanding Electronic Notebooks  
o Understanding OneNote Interface  
o Create a Notebook   
o Type or Write  
o Simple Math  
o Include Images, Documents, Audio and Video  

03:30 PM – 05:00 PM  
Subhankar Mukherjee  

  

   Topics  Time  

 

•  Office Online  
o Uploads files or folders to OneDrive  
o Create a folder  
o Collaborate with OneDrive  
o Collaborate on documents  
o Using Office Online in OneDrive  

9:30 AM – 12:00 PM  
Subhankar Mukherjee   

•  

•  

Use Microsoft Forms  
o Create a quiz with Microsoft Forms  
o Send and collect responses options  
o Check your quiz results   
Recap and Queries  
 

12:00 PM – 01:30 PM 
Amit Kumar  

 Lunch Break  
 

01:30 PM – 02:00 PM  

•  Assessment and Feedback  02:00 PM – 03:30 PM 
Amit Kumar &  

Subhankar Mukherjee  
  










