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Course Objective: This course aims to equip students with essential skills in word 
processing and spreadsheet management. It covers document formatting, table 
creation, mail merge, and advanced features like cross-referencing and indexing in 
word processors. Students will also gain proficiency in managing and analyzing data 
using spreadsheets and workbooks. 
 

Course Outcomes: Upon successful completion of this course, students will be 
able to: 

CO Cognitive 
Abilities Course Outcomes 

CO1 Remembering 
Recall the basics of word processing, spreadsheet 
terminology, and key commands for document and 
workbook operations. 

CO2 Understanding 
Explain the concepts of word processing styles, 
formatting techniques, and spreadsheet referencing 
methods. 

CO3 Applying 
Analyze and debug common formula errors, optimize 
table layouts, and consolidate data across multiple 
worksheets. 

CO4 Analyzing Demonstrate the creation, modification, and management 
of worksheets and workbooks in spreadsheets. 

CO5 Evaluating 

Evaluate the effectiveness of data representation using 
charts, tables, and formatting to enhance data 
presentation. Design and implement linked and 
embedded objects, secure worksheets, and manage 
file-level security for IT tools. 

 
COURSE CONTENT 
 
Unit No. Unit Contents Sessions 

Allotted 
1 Introduction to Word Processing 

Introduction: Creating and saving your document, 
displaying different views, working with styles and 
character formatting, working with paragraph formatting 
techniques using indents, tabs, alignment, spacing, bullets 
and numbering and creating borders; Page setup and 
sections: Setting page margins, orientation, headers and 
footers, end notes and foot notes, creating section breaks 
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and page borders; Working with tables: Creating tables, 
modifying table layout and design, sorting, inserting 
graphics in a table, table math, converting text to table and 
vice versa; Create newspaper columns, indexes and table of 
contents, Spell check your document using inbuilt and 
custom dictionaries, checking grammar and style , using 
thesaurus and finding and replacing text; Create 
bookmarks, captions and cross referencing, adding 
hyperlinks, adding sources and compiling and 
bibliography; Mail merge: Creating and editing your main 
document and data source, sorting and filtering merged 
documents and using merge instructions 
like ask, fill-in and if-then-else; Linking and embedding to 
keep things together. 

2 Introduction to Spreadsheets 
Spreadsheets: Concept of worksheets and workbooks, 
creating, opening, closing and saving workbooks, moving, 
copying, inserting, deleting and renaming worksheets, 
working with multiple worksheets 
and multiple workbooks, controlling worksheet views, 
naming cells using name box, name create and name define; 
Exchanging data using clipboard, object linking and 
embedding; Printing and Protecting worksheets: Adjusting 
margins, creating headers and footers, setting page breaks, 
changing orientation, creating portable documents and 
printing data and formulae; Implementing file level security 
and protecting data within the worksheet; 
Understanding absolute, relative and mixed referencing in 
formulas, referencing cells in other worksheets and 
workbooks, correcting common formula errors, working 
with inbuilt function categories like mathematical, 
statistical, text, lookup, information, logical, database, date 
and time and basic financial functions. 
Consolidating worksheets and workbooks using formulae 
and data consolidate command; 
Choosing a chart type, understanding data points and data 
series, editing and formatting chart elements. 
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Suggested Text Books: 
1.​ Swinford, E., Dodge, M., Couch, A., Melton, B. A. (2013). 

Microsoft Office Professional 2013. United States: O'Reilly 
Media. 

2.​ Wang, W. (2018). Office 2019 For Dummies. United States: Wiley. 
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3.​ Microsoft Lambert, J. (2019). Microsoft Word 2019 Step by Step. 
United States: Pearson Education. 

Suggested Reference Books: 
1.​ Jelen, B. (2013). Excel 2013 Charts and Graphs. United Kingdom: Que. 
2.​ Alexander, M., Jelen, B. (2013). Excel 2013 Pivot Table Data Crunching. 

United 
3.​ Kingdom: Pearson Education. Alexander, M., Kusleika, R. (2018). 

Access 2019 Bible. United Kingdom: Wiley. 
 
Online Resources: 

1.​ https://excel-practice-online.com/ 
2.​ https://support.microsoft.com/en-us/office/excel-video-trai

ning-9bc05390- e94c-46af-a5b3-d7c22f6990bb 
3.​ https://edu.gcfglobal.org/en/word/ 
4.​ https://support.microsoft.com/en-us/office/word-for-

windows-training-7bcd85e6-2c3d-4c3c-a2a5-5ed8847eae7
3 

 
Assessment Techniques: 

1.​ Class participation, discussions and attendance 
2.​ MCQs / Quizzes 
3.​ Assignment project for real-world application of the learnings 
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