
 

 

Introduction to Computers and Office Productivity Software 

Syllabus 

▪ Computer Hardware 

▪ Computer Software 

▪ Application Software: a presentation 

▪ Microsoft Word- Creating a Document, Basic Skills 

▪ Microsoft Excel- Analysis and Storage of Data Using Spreadsheet 

▪ Microsoft PowerPoint 

▪ Computer Graphics 

▪ Basic online / offline tools for daily office activity 

 


