Course Outcomes (CO)
Upon successful completion of the Microsoft Office Beginner’s Course (ASCC08), students will be able to:
1. CO1: Identify different types of computers and understand basic computer organization, including input, output, storage, and control units.
2. CO2: Demonstrate an understanding of network types (LAN, WAN) and basic web design concepts.
3. CO3: Create, format, and edit documents using Microsoft Word, utilizing features such as auto-text, autocorrect, spelling and grammar tools, mail merge, tables, and templates.
4. CO4: Develop and manipulate spreadsheets using Microsoft Excel, including creating worksheets, formatting, applying formulas and functions, and using advanced features like pivot tables and pivot charts.
5. CO5: Design and enhance presentations using Microsoft PowerPoint, incorporating elements such as slides, organizational charts, word art, animations, and sounds.

