
Value Added Courses 

Course Title: Introduction to MS Office and Google Productivity Tools 

Introduction: The course “Introduction to MS Office and Google Productivity Tools” was 

conducted by Department of Computer Application, RKMV, Shimla under the guidance of Dr. 

Nishtha and Er. SheetalCharbathia. This course provides an introduction to the fundamental 

features and functionalities of Microsoft Office and Google Productivity Tools. Students will 

learn essential skills for using word processing, spreadsheet, presentation, and communication 

applications effectively in both personal and professional settings. Through hands-on exercises 

and practical examples, participants will gain proficiency in using Microsoft Word, Excel, 

PowerPoint, as well as Google forms, and Gmail. 

Course Objectives 

● To familiarize students with the basic features and interfaces of MS Office and Google 

forms, and Gmail. 

● To enable students to create and format documents, spreadsheets, and presentations using 

MS Office. 

● To develop students' skills in organizing, analyzing, and presenting data effectively using 

spreadsheet software. 

● To teach students how to create presentations. 

● To introduce students to email management and data collection and analysis through 

Google Forms. 

● To equip students with essential digital literacy skills necessary for personal and 

professional productivity. 

Course Duration: 30 hours (10 sessions of 3 hours each). The course spanned for a period of 30 

hours, beginning on 18th March 2024 to 30th March 2024 where twenty seven (27) students 

participated. 

 



 

Certification: Students have learned essential skills for using word processing, spreadsheet, and 

presentation through hands-on practical sessions. The participants have gained proficiency in 

creating Google forms also. After successful completion of the course the students were awarded 

certificates. 

 

Conclusion:  By the end of the course, students are able to create and format documents, 

spreadsheets, and prepare presentations using MS Office. The students were able to design and 

use Google Forms. 

 



 

 

 



 



 



 



 



 


