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B A S I C  
 
 
DURATION: 3 MONTHS Fees: Rs.750 /-P.M 
 

Classes 1hour per day 
                        Five days in a week 
 
               WITH COURSE MATERIAL  

         



    
            
       
   

BASICS AND MS-OFFICE 
            
              1.  MS-DOS and MS-WINDOWS 
                    
                    �������� COMPUTER BASICS 
 
                    �������� Internal Commands of DOS 
 
���������������������������� External Commands of DOS 
                 

             2.  MS-WORD 

�������� Preparing for Introduction office 

��� �     Entering And Editing Text��� � selecting And Deleting Text��� �

�������� Copying, Cutting, Add Pasting��� �

�������� Formatting With Word ��� �

��� �� �� � Applying Fonts��� �
�������������������� ��� �

���������������������������� Paragraph formatting 

�������� Format Painter  

�������� Word Themes 

�������� Managing Documents and Customizing word 

�������� Advanced Word 

�������� Using Special Characters 

�������� Inserting Date and Page Numbers 

�������� Inserting Pictures 

�������� Creating And Using Auto Text Entries 

�������� Creating And Editing Table 

�������� Creating Header And Footer 

�������� Adding Footnotes And Endnotes 
 
         
 
 



    
            
       
   

            3.    MS-EXCEL  

�������� Starting Excel 

�������� Entering Worksheet and Workbooks Data 

�������� Worksheet Editing 

�������� Inserting And Deleting 

��� �       Using Formulas 

�������� Adding Comments 
 
�������� Charting With Excel 

 
              �������� Modifying The Charts 
������������ ��� �
������������ �������� Making Your Chart Fancy  

            
             

4. MS-POWERPOINT 
 
 

��������  Presenting Power Point 

�������� Understanding Presentation And Slides 

�������� Creating Presentations And Slides 

�������� Printing your Work 

��������  Changing Your Entire Presentation’s Design 

�������� Adding Art 

�������� Animating Your Presentation 

��� �� �� � Using Actions Buttons 

�������� Introducing Animation Schemes 
 
��� �� �� � Customizing Your Own Animation 

 
 

 
 
 



    
            
       
   

5. INTERNET 
 

��� �� �� � Searching on the Net 

��� �� �� � E-Mail 

��� ��������� Attachments 

 ��� �        Forwarding Mails 

 ��� �        Chatting 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



    
            
       
   
 

Projects & Websites of BALUJA LABS 
 
 

1. www.sikhmatrimonial.org    2. www.balujalabs.com  
     This is fully dynamic website.    This website provides information of Baluja Labs 

                
 
 
3. www.projecthelpline.com            4. www.ignoujugaad.com  
This website provides help to students        This website totally dedicated to IGNOU students. 
for projects.    

      
       

 

 

 
 
 
 



    
            
       
   

 
5. www.questionpaper.in      6. www.desihumtum.com  
This website provides help to CBSE students.    This is also dynamic website.            

  
 
OUR CLIENTS WEBSITES DEVELOPED BY BALUJA LABS 
 
7. www.tapovanclasses.com                    8. www.mossofficefurnitur.com  
  This website for Tapovan Students.      This is for Maheshwari Office Furniture. 

                    
 
 
 
 
 
 
 



    
            
       
   
 
 
9. www.ayemmnet.com        10. www.muskanmegamert.com  
This website develop for networking marketing                 This is for Muskan Mega Mart. 
 

                         
 
 
 
1. At Baluja Labs we developed all the projects & websites using the 

Latest technologies of .Net, J2EE & PHP. Some of the portals and 

client website developed by the Baluja Labs are:- 

www.sikhmatrimonial.org     www.desihumtum.com 

www.balujalabs.com     www.tapovanclasses.com 

www.projecthelpline.com      www.mossofficefurnitur.com 

www.ignoujugaad.com     www.ayemmnet.com 

www.questionpaper.in     www.muskanmegamert.com 
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OFFER    OTHER     COURSES 
��� � Software       
��� � Hardware 
��� � Networking 
��� � DTP 
��� � AutoCAD 
��� � Mobile Repairing  
��� � CCNA 
��� � MCSE 
��� � VB.NET 
��� � JAVA ��� �
��� � LIVE ��� � PROJECTS  

 
Classes 1hour per day 

 
Five days in a week 


