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Malayalam Language & L.iterature
Core Course
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(Model 11 B.A. Malayalam Voc. Copyediting
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MS Word & Pagemaker

Module 1

1. Introduction to word processing
Entering text with keyboard
Formatting text
Cutting ,copying & pasting
Selecting text
With mouse & keyboard
2. Editing text
Auto correct -spell check & grammar check, Undo & redo
Text formatting
Changing case, Drop caps, Coloring & highlighting text, Adding special characters, Bullets &
numbering
3. Document formatting
Paragraph formatting
Alignment, Line spacing
Indentation
Tabs, Using the ruler
Margins & page orientation
Page break
Headers & footers
Page numbering
4. Advanced page layout in word
Borders, Boxes, Shading, Page fills & backgrounds (10 hours)

Module 2
5. Tables & Columns
Creating tables
Inserting tables from the menu & tool bar, Drawing tables
Manipulating tables

Selecting table elements, Inserting & deleting columns & rows, Adjusting tableproperties, Mering &
splitting cells



Formatting table content
mathcalculation
6. Drawing & graphic tools
Working with shapes, autoshapes & wordart, Adding graphics to your documents, Inserting a
picture, Importing pictures from scanners & cameras, Charts & diagrams
7. Printing word documents
Using print preview

8. Mailmerge (10 hours)

Notes

1. The course “MS Word & Page Maker’ is a practical course.

2. Practical Examinations to be conducted by the University

3. Arecord of aminimum 10 Page maker and MS Word work must be done by a student.
4. Ten hours for seminar/tests.

5. Student strength for practical batch shall be 8. Each practical batch must be supervised by a
course teacher.
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MS Word & Pagemaker

Module 1

1. Introduction to word processing
Entering text with keyboard
Formatting text
Cutting ,copying & pasting
Selecting text
With mouse & keyboard
2. Editing text
Auto correct -spell check & grammar check, Undo & redo
Text formatting
Changing case, Drop caps, Coloring & highlighting text, Adding special characters, Bullets &
numbering
3. Document formatting
Paragraph formatting
Alignment, Line spacing
Indentation
Tabs, Using the ruler
Margins & page orientation
Page break
Headers & footers
Page numbering
4. Advanced page layout in word
Borders, Boxes, Shading, Page fills & backgrounds (10 hours)

Module 2
5. Tables & Columns
Creating tables
Inserting tables from the menu & tool bar, Drawing tables
Manipulating tables

Selecting table elements, Inserting & deleting columns & rows, Adjusting tableproperties, Mering &
splitting cells



Formatting table content
Table style using autoformatt, Changing borders & shadings, Rotating text, Quick mathcalculation
6. Drawing & graphic tools
Working with shapes, autoshapes & wordart, Adding graphics to your documents, Inserting a
picture, Importing pictures from scanners & cameras, Charts & diagrams
7. Printing word documents
Using print preview

8. Mailmerge (10 hours)

Notes

1. The course “MS Word & Page Maker’ is a practical course.

2. Practical Examinations to be conducted by the University

3. Arecord of aminimum 10 Page maker and MS Word work must be done by a student.
4. Ten hours for seminar/tests.

5. Student strength for practical batch shall be 8. Each practical batch must be supervised by a
course teacher.
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Text Books

1 Want to be Copywritr ? Sunanda Nag.

2 Copywriting in a Week - Robert Ashton (Hodder and stughton.)

3 ATechnique for Producing Ideas - James Webb young (Tata Mc Graw Hill.)
4 ldeate with June a Valladares -June A Valladares (Response Book)

5 alOTUidEl - MUlRLIAMEBB)o (A IGINAI0 - GROMU] GROMVaN (af)TValEIGAZO aleRlEHH UMV,
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6 a0 MOWIAAN0 - Afl.eOE:. MOOWEMM (CHOB BaHd MAAYIQLS)

Reference:

1 OnAdvertising - David Ogilvy

How to Advertise- Kenneth, Roman, Jane Maas (Rupa &co.)

The Language of Advertising - Angela Goddard (Routledge)

A W DN

Contemporary Advertising- Willam F. Aren, Courtland L. Bove.

5 aloauyo - eR.ail. algmlelo (¢H08 @aHO MMAYINLS)
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