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If you find yourself getting fed up and frustrated with other GITAM University book
solutions now mehta solutions brings top solutionsfor GITAM University MS
OFFICE AND I Tcontains previous year solved papers plus faculty important questions
and answers specially for GITAM University .questions and answers are specially
design specidly for GITAM University students.

Please note: All products sold on mbabooksindia.com are brand new and 100%
genuine

e Case studies solved
¢ New addition fully solved

e |ast 5 yearssolved paperswith current year plus guess
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FULLY SOLVED BOOK LASY 5 YEARSPAPERS SOLVED PLUS GUESS
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UNIT-I: Introduction to Information Technology - Definition, Elements of IT —
Computer System — Characteristics, Classification of Computers, Components of
Computer — Input Devices, Output Devices, Types of Memories, Software — System
Software, Application Software, Networking — Definition, Types of Networks — LAN,
MAN, WAN, Internet and its applications

UNIT-II:Introduction to MS Office and MS Word - Components of MS Office,
Applications of MS Office, MS Word — Working with MS Word Documents, Text
Formatting, Working with Tables, Spelling and Grammar, Adding Graphics to document,
Mail Merge

UNIT-I11:MS Excel - orking with MS Excel Workbook, Worksheet Management,
Formulae and Functions, Inserting Charts, Sorting, Filters, Printing in Excel

UNIT-IV:MS Access - Basic database concepts — Definition, Advantages, Integrity
Constraints and Keys, Creating database in MS Access, Creating Forms in MS Access,
Creating Reportsin MS Access, Working with Queries

UNIT-V:MS PowerPoint - MS PowerPoint — Creating Presentations, Working with

Slides - Slide Design and Slide Layout, Working with Animation, Working with
Graphics— Pictures, ClipArt, Audio Clips, Video Clips
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