
Creating and Editing a document.
Formatting a document.
Inserting elements to word document.
Working with Tables.
Mail-Merge.

Workbook Management.
Using Formulae and Functions.
Formatting spreadsheet.
Creating charts and Graphs.
Printing and Layout.
Pivot Table.
Hlookup and Vlookup.

Creating a Presentation.
Working with a Presentation.
Outlining your Ideas.
Slide transition.
Custom Animation.



producing a Slide Show.

Creating Table using different Datatypes.
Create Databases.
Create Query
Create Form and Reports.
Modify the design of Form and Report.

Widely used office suit.
Required for office work.

MS-word is most popular word processing program.
Excel is ideal for entering, calculating and analyzing data.

You can work as a computer operator in companies.
We are famous as a ms office training institute in ahmedabad

Subhash Bridge : 24, Astha Complex, Above SBI, Opp. R.T.O. Mobile : 091-9998305399.
Vastrapur : 26, Satyam Mall, Nr. Saman Complex, On Keshav baug Road, Prem-chand nagar road. Mobile : 091-9998304985.


