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    Subject :  M S - O f f i c e  C o u r s e  
 

        Objective                      :  To awaken an awareness of computer skills among    the 

school children community.  

 Department involved :  Department of Computer Science 
 
        Conducted on :   29-04-2024 to 30-04-2024 

 

 Conducted at                       :   Dr. B V Raju knowledge center ,kumudhavalli. 

 

   Programme Co-ordinator   :   R Rama Rao and Team 

 

         Supervised by                       :  Dr. I.R.Krishnam Raju, Principal, BVRC 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

EXTENSION ACTIVITY 



 

 

                                        B V RAJU COLLEGE 

       VISHNUPUR :: BHIMAVARAM 
                                            DEPARTMENT OF COMPUTER SCIENCE 
                                                       EXTENSION ACTIVITY 

 

 
 

 

                             COURSE CONTENTS 

 
MS WORD 
Introduction to MS-Word – MS-Word Window Components – Creating, Editing, 

Formatting – Insert/Draw Tables, Table Auto format – Page Borders and Shading, Page 
Numbers – Inserting Symbols, Shapes, Word Art. 

 
 
LAB PRACTICALS: 

 
1. Write a letter to the HOD requesting for 2 day leave 

 
2. Prepare resume 

 
3. Prepare table of content 

 
4. Prepare class time table 

 
5. Draw flow chart to find sum of two numbers using shapes 

 
6. Prepare mathematics question paper 

 
7. Prepare letter head 

 
8.  Mail merge
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