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was founded @ 94149-30104, 94147-52750

by Mr. Kamal
Bhatia Sir, in

2002 in

Jaipur.
Matrix Computers
is the India’s best
software training
institute popular
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php, python and
DSA training.
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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?

Duration : 2 Months
Fees : Rs. 3500 Only/-

YVVVYYY

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

YVVVVVYVYYVYYVYYVYY

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

a []
Table Manipulation
Column and picture manipulation Miroso

Page & Paragraph Settlngs MOS OUTLOOK MOS POWERPOINT  MOS ACCESS
Mail merge & Envelope & labels :
Tables, Columns, Watermark ﬂ Offlce
Make different types of graphic

Linking etc.

MOS EXCEL MOS WORD

VVVVYVYVVVVYYVYY
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5. MiCrosoft Excel 2016 6. MiCrosoft Power

> Workbook & Worksheet Point 2016

> Objective of Spreadsheet L )

» Elements of Spreadsheet > What.s IS Prese.ntatllon

» Manipulation of Cells and > Sl!de Intro <-§'Sl|de View
Worksheet » Slide Transition Effect’s

> Charts & Page Settings > Slide Animation

> Salary Report, Student > Audio & Video Effects

» Header & Footer, Slide

Report, MIS Reports

> Sort & Filter Number
> Functions & Formulas Action Button, Rehearse
Timings
» Slide Show with video

Y

7. Microsoft Access

» What is RDBMS?

> Design view & Data Sheet View
» Create Form & report

» Make a Query of database

s. 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. Muttimedia
Songs, Movies play

CD/DVD Writing
Make a USB Bootable

Using Web Camera

Printer, Scanner and Pen Drive ) \/ K

. G\*“WM V“”&\ Ok
10. Project § /

Pamphlet Design Project
Billing Project
Mark sheet Project
Employee Salary Report
Computer Education Project in P

VVVVYVYYVYVYYY
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Other Certified Courses Available

C Programming
[3 Months]

C++ Programming
[2 Months]

Core Java
[3 Months]

Data Structure
[3 Months]

Competitive

Web Development (Front End)

Programming
[3 Months]

Advance Java
(Backend)
[3 Months]

[3 Months]

PHP
(Backend)
[3 Months]

MERN STACK
(Backend)
[3 Months]

Django/Flutter
(Backend)
[3 Months]

+ Office Automation ¢ RS-CFA
< RS-CIT * Web Designing
< Tally ERP with GST % Core PHP

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

Why Choose Matrix

1:’1

ey

Online Live classes
We provide onlineg live classes so that you
can learn from the comfort and safety of
your home.

-

n

Material Support

Free study material which has all key
points to remember. It also covers whole
topic along with important question-

answers and problem solving techniques.

~ ! 4
-@ -
Regular and Weekend
Classes
weekend classes for working professionals

and students who come late from college

and do not have time on weekdays. They

»

Completion Certificate

A course completion certificate is
provided to students that states his

technical abilities.

Sunny Jain

15+ years experience

Sheespal Choudhary

5+ years experience

can learn at their own comfortable pace.

mmg 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.

Meet Our Trainers
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Kamal Bhatia Divya Bhatia

25+ years experience 20+years experience




