TO ALL THE MEMBERS 

Dear Sir/Madam, 

Computer Awareness Programme for  Members on  MS  WORD

We are pleased to announce that the next Computer Awareness Programme on MS WORD for  Members  will commence from 23rd May, 2011  and will continue upto  3rd June, 2011 (excluding Saturdays  &  Sundays) for   10 working days  for  2 hours each day from  4.30  pm  - 6.30  pm.  Details of the Programme are given below:  
 

                                                                                           Programme

	Days 
	Dates
	Particulars
	Hours

	1
	23rd May

Monday
	MS Word Overview : Overview of MS word in terms of Screen layout, Menus, The Ribbon, Quick Access Toolbar etc.

Handling Documents : Creating, Editing, Saving new documents and using templates. 
	2

	2
	24th  May

Tuesday
	Security : Password feature to make file safe and secure.

Page Setup / Layout : Margins, Orientation, Paper size etc.
	2

	3
	25th May

Wednesday
	Formatting : Applying styles, Change Font Typeface and size, Font styles and effects, changing colors, highlighting text. 

Bullets & Numbering : Bullets and Numbering (Numeric and Alphabetical) is a useful feature of MS Word. In this workshop, learn how to use Bullets, Numbers etc and their relevance.
	2

	4
	26th May

Thrusday
	Drawing & Graphics Tools : How to use character case change, formatting, Clip art, Shapes, Word Art, Symbols & special characters, Equations, Watermarks

Tables : Creating tables, modifying structure, Inserting Table from Word or Excel to prevent the rework. Tables can be modified and used in a colorful manner.
	2

	5
	27th May

Friday
	Header / Footer : Applying Headers and Footers 

Hyperlink and Bookmarks : Hyperlink within or outside document.
	2

	6
	30th May

Monday
	 Macros Recording, use, editing, linking : Record, edit and use Macros with little or no programming knowledge, automated recording of functions or actions helps a lot for quick execution with shortcut keys.
	2

	7
	31st May

Tuesday
	Track Changes : Track Changes allows you to see what changes have been made to a document.

Thesaurus : Find related words with limited vocabulary.

Translation : Learn to translate contents of document to other languages.
	2

	8
	1st June

Wednesday
	Mail merge : Mail Merge feature of Word saves your time when you're sending the same letter to different recipients. Like Thanks Letters, Payment Reminders, Salary Hike Letters etc.

Document Proofing : Spelling & Grammar checking, Auto correct etc
	2

	9
	2nd June 

Thrusday 
	Internet : Email creation & handing, surfing , downloading etc.
	2

	10
	3rd  June

Friday 
	PEN DRIVE (PD) : Handling of PEN DRIVE towards PAPER-LESS OFFICE, copy to and Copy from PEN drive etc.
	2


+

 Token Reg. Fees   :  Rs.  600/-  (rupees six hundred only) 

 CPE  Hours             :  10Hrs.

 Course Duration  :  20 Hrs 

 Venue                     :  ITT Center, CIRC of  ICAI, Civil Lines, Kanpur 

We request your good self to please enrol for the above computer programme.  Seats limited to 20 per batch, registration will be done on first come first served basis. 

In case of any query please feel free to contact at Phone No. 3011181. We will shortly start advanced courses for Excel, Power Point  & Internet  also. 

With Kind regards, 

Sincerely Yours 

  CA. Vivek Khanna, Chairman CIRC 

  CA. Manu Agrawal, Member CIRC  

  CA. Prashant Verma, Convenor Computer Workshop

