
Spreadsheet Concepts, Creating, Saving and Editing a Workbook, Inserting, Deleting Work Sheets, 
entering data in a cell / formula Copying and Moving from selected cells, handling operators in 
Formulae, Functions: Mathematical, Logical, statistical, text, financial, Date and Time functions, Using 
Function Wizard.  

 

Formatting a Worksheet: Formatting Cells – changing data alignment, changing date, number, character 
or currency format, changing font, adding borders and colors, Printing worksheets, Charts and Graphs – 
Creating, Previewing, Modifying Charts. Integrating word processor, spread sheets, web pages. Lab-
Assignment/ Test 3.3 Presentation Package Creating, Opening and Saving Presentations, Creating the 
Look of Your Presentation, Working in Different Views, Working with Slides, Adding and Formatting Text, 
Formatting Paragraphs, Checking Spelling and Correcting Typing Mistakes, Making Notes Pages and 
Handouts, Drawing and Working with Objects, Adding Clip Art and other pictures, Designing Slide Shows, 
Running and Controlling a Slide Show, Printing Presentations.  

Internet usage. WWW and Web Browsers: Web Browsing software, Surfing the Internet, Chatting on 
Internet, Basic of electronic mail, Using Emails, Document handling, Network definition, Common 
terminologies: LAN, WAN, Node, Host, Workstation, bandwidth, Network Components: Severs, Clients, 
Communication Media. Lab-Assignment/ Test 5.  

 

Photoshop i. Introduction Photoshop Interface, Raster graphics & Vector graphics, Image formats, 
Operations on image ii. Manipulation of Image The Marquee tool, the Lasso tool, Magic Wand tool, 
Inverting Selection, Layers, Brush tool, Eraser tool, Fill tool, Blur tool, Smudge tool, Sharpen tool, Dodge 
tool, Sponge tool, Darken tool iii. Transformation & Retouching Free transform, scaling, rotation, skew, 
perspective, wrap, distort, crop, image size, canvas size, clone stamp tool, healing brush tool, patch tool, 
red eye tool, history brush tool 


