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“Office automation refers to the varied computer 
machinery and software used to digitally create, collect, 

store, manipulate, and relay office information needed for 
accomplishing basic tasks.” 

1. Fundamentals of computers 
 What's Computer? 

 Types of Computer 

 History of computer 

 Components of Computer.  

 Concept of Hardware and Software.  

 Booting & How to On & Off Computer? 

2. Working with Microsoft windows 10 
 Operating system 

 Types of OS and its functions.  

 User Interface.  

 File and Directory Management.  

 Various types of file extensions.  

 Common Utilities. 

 Control Panel Settings 

 Run program with Run Dialog box 

 Extension of Programs 

 Working with notepad & WordPad 

3. Windows and MS Office Installation 

4. Microsoft Word 2016 
 Objective of Word Processing.  

 Word Processing Basics.  

 Opening and Closing Documents.  

 Text Creation and Formatting Text  

 Table Manipulation  

 Column and picture manipulation  

 Page & Paragraph settings 

 Mail merge & Envelope & labels 

 Tables, Columns, Watermark 

 Make different types of graphic 

 Linking etc. 
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5. Microsoft Excel 2016 
 Workbook & Worksheet 

 Objective of Spreadsheet  

 Elements of Spreadsheet  

 Manipulation of Cells and 
Worksheet  

 Charts & Page Settings 

 Salary Report, Student 
Report, MIS Reports 

 Sort & Filter  

 Functions & Formulas 

 

6. Microsoft Power 
Point 2016 
 What's is Presentation 

 Slide intro & Slide View 

 Slide Transition Effect’s 

 Slide Animation 

 Audio & Video Effects 

 Header & Footer, Slide 
Number 

 Action Button, Rehearse 
Timings 

 Slide Show with video 

7. Microsoft Access 
 What is RDBMS? 

 Design view & Data Sheet View 

 Create Form & report 

 Make a Query of database 

8. Internet 
 Introduction & Objective  

 Basics of Computer Networks  

 Concept and Basics of Internet Architecture  

 Preparing computer for Internet Access  

 Web Browsing Software  

 Configuring Web Browser  

 Search Engines & World Wide Web 

 E-Mail, Chatting, Surfing, Facebook, Twitter, Railway Enquiries, Railway 
ticket, flight & bus ticket. Online shopping, audio & video Downloads, online 
form, cloud storage, online Jobs 

9. Multimedia 
 Songs, Movies play 

 CD/DVD Writing 

 Make a USB Bootable 

 Using Web Camera 

 Printer, Scanner and Pen Drive 

10. Project 
 Pamphlet Design Project 

 Billing Project 

 Mark sheet Project 

 Employee Salary Report 

 Computer Education Project in PPT 
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Other Certified Courses Available  

 Office Automation 

 RS-CIT 

 Advance Excel 

 Tally ERP with GST 

 RS-CFA 
 Web Designing 
 Desktop Publishing 
 Core PHP 

Coaching available for: - 
BTech, MTech, BCA, MCA, IX, X, XI, XII students and all working professionals.  
 

 Why Choose Matrix 
 

Our trainees are working in the leading IT companies all over 

the world (Amazon, Google, Facebook etc.). The achievement of 

Matrix Computers is amalgamated by the fact that we have 

trainees coming from various parts of world including USA, 

CANADA, Dubai etc. Our team has experts in most of the IT 

technologies like Java, Advance Java, php, Python, etc. 


