Name of Course: OFFICE AUTOMATION
Course Code: VAC-101

nent of Co ' ﬁbout the Course:

This Course "OFFICE AUTOMATION" is used to digitaly create,
store, manipulate, and relay office information and data, needed for
he objective of the program: \ accomplishing basic tasks and goals. Office automation system
Office automation makes it possible for help in optimizing the existing ofﬁce‘ procedures by saving time,

: x 5 i money and human efforts. The term ‘office automation' refers to a
businesses to improve their productivity and combination of compuer hardware, software and network
optimize existing office procedures which connections, made available to simplify and automate a variety of

saves time, money and human efforts. Office office operations, such as inventory management facilty
automation includes sophisticated and management, accounting, email, and word processing It is used to
complex tasks such as integrating digitally create, store, manipulate, and relay office information and
front office and back-end systems to make our data, needed for accomplishing basictasks and goals.

\business run more smoothly. / \ /
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Department of Computer Application
Keral Verma Faculty of Science

,%K CWAMI VIVEKANAND SUBHARTI UNIVERSITY

(Established under U P Govt. Act no. 29 of 2008 and approved under section 2(l) of UGC Act 1956)
Ph. 0121-2439578, 2439052 3058031 3056032, Telefax: 0121

Ref. No. KVFOS/2016/,2. 8

Date: 20-12-2016

Report on Value Added Course

A value added course on “OFFICE AUTOMATION TOOL” was conducted in

Department of Computer Application for “First” year students, 07 hour per
week. The course starts on 01-12-2016 .The complete session was handled by Ms.

Samridhi Sharma, Assistant Professor-Deptt of CA

Students felt that this value added session on “Office Automation Tool” was very
much useful for them and they got the basic idea for developing documents, report,
presentations etc. It is planned to extend this value added course in the next
semester with advance features in detail.




Name of Value Added Course: Office Automation Tools

List of Students completed VAC

Course Code: VAC 101
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