BBAC P1 


LAB 1 – OFFICE AUTOMATION PACKAGE

MSWORD 

1. Preparing a neat aligned, error free document, add header and footer, also perform find replace operation and define bookmarks. 

2. Preparing documents with special effects and adding new Symbols and frames.

3. Preparing documents with inserts pictures objects and database. 

4. Preparing lables 

5. Preparing the document in newspaper column layout 

6. Perform mail merger operation and preparing labels. 

7. Type the text, change the font size at 20, Align the text to left, right and justify & centre and underline the text. 

8. Prepare a job application letter enclosing your bio-data 

9. Demonstrate OLE concept by linking an excel worksheet into a work document 

10. Type the text, check spelling and grammar, bullets and numbering list items. 

MSEXCEL 

11. Entering and printing worksheet 

12. Worksheet Using formulas 

13. Worksheet Manipulation for electricity bill preparation 

14. Drawing graphs to illustrate class performance 

15. An excel worksheet contains monthly Sales Details of five companies. 

MSACCESS 

16. Simple commands perform sorting on name, place and pincode of students database and Address printing using label format 

17. Pay roll processing 

18. Mark sheet Preparation 

19. Inventory control 

20. Screen designing for data entry 

21. Report reparation 

MS POWER POINT 

22. Prepare a power point presentation with at least three slides for department inaugural function. 

23. Draw an organization chart with minimum three hierarchical levels.

24. Design an advertisement campaign with minimum three slides.
25. Insert an excel chart into a power point slide.
