Course Outcomes (CO)
Upon successful completion of the Office Automation and Online Documentation Tools course (MESAC202016), students will be able to:
1. CO1: Understand the types of computers and basic computer organization, including the functions of input, output, storage, and control units.
2. CO2: Explain the basics of computer networks (LAN, WAN) and web design concepts, including the roles of web browsers, web servers, and web hosting.
3. CO3: Utilize online documentation tools, such as PDF document creators, converters, and image editors.
4. CO4: Create, format, and edit documents using a word processor (OpenOffice Writer/MS Word), and apply advanced features like mail merge, linking, embedding objects, and using templates.
5. CO5: Develop and manipulate spreadsheets using (OpenOffice Calc/MS Excel), perform essential operations, apply formulas and functions, and use advanced features like pivot tables and linking and consolidation.
6. CO6: Design and enhance presentations using (OpenOffice Impress/MS PowerPoint), including creating slides, adding organizational charts, charts, word art, animations, and sounds.

