Curriculum
Objectives:
· To enable students familiar internet and online documentation and image editing tools
· To equip students to acquire basic knowledge in office automation tools
BASICS OF WEB DESIGN AND MS OFFICE
Unit I (3T+2L)
Introduction to web design, Golden rules of web design, Basic structure of HTML, Creating HTML document.
Unit lI(7T+9L)
HTML tags, Elements of HTML, Introduction -working with text-working with lists, Tables, hyperlinks, image and multimedia, concept of CSS
Unit III(6T+8L)
Documentation Using a Word Processor (OpenOffice Writer / M.S. Word) - Introduction to Office Automation, Creating & Editing Document, Formatting Document, Auto-text, Autocorrect, Spelling and Grammar Tool, Page Formatting, Bookmark, formatting. 
Unit III [12T]
Electronic Spread Sheet (Open Office Calc/MS-Excel) - Introduction to Spread Sheet, Creating & Editing, Worksheet, Formatting and Essential Operations, Formulas and Functions, Charts
Unit IV [12T]
Presentation using (OpenOffice Impress/MS-Power Point): Presentations, Creating, Manipulating & Enhancing Slides, Organizational Charts, Charts, Word Art, Layering art Objects, Animations and Sounds, Inserting Animated Pictures or Accessing through Object, Inserting Recorded Sound Effect or In-Built Sound Effect.

