Pakistan Computer Bureau

MS Office 2000

	Days
	Week (01)

MS Word

Windows 98
	Week (02)

MS Word

MS Excel


	Week (03)

MS Excel

Power Point

	1
	Introduction to H.W, S.W. OS System
	Entering, Editing & updating columns & tables
	Previewing & printing work books

	2
	Windows features, files/folders/menus/bars/ buttons etc.
	Mail Merge, Templates, Forms & Frames
	Creating & formatting charts

	3
	Windows Advance features, settings, customizing menus & desktop
	Advance print options (Page Nos.) headers, footers
	Conditional formatting, sorting, filtering data

	4
	Introduction to MS Word, menu/tool/status/bars. Creating documents
	Introduction to MS Excel, creating & editing work books
	Power point fundamentals, create new presentation from blank & template

	5
	Editing/formatting documents, color/fonts handling
	Working with Nos. & formulas
	Editing & formatting a presentation, inserting objects & clipart.

	6
	Spelling/grammars tools. Finding & replacing text. Print options.
	Borders colors, text alignments.
	Working with graphs, tables, word art & animation


