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One-Day Skill Development Workshop for Non-Teaching Staff

Brindavan college of Engineering organizing One-Day Skill Development Workshop for Non-

Teaching Staff on 16th December 202L The workshop envisioned to give hands-on training on

MS-Word, MS-Excel, Typing Master, and Gmail Essentials to the participants. The workshop

began with a welcome note by the Principal, Dr.Rajashkar patal. Further, Principal told

participants the importance of such workshop for career advancement. The workshop was taken

up in two sessions. Assistant Professor, Meena kumari K S, and Padmavathi HG Associate

Professor from Dept. computer science engineering, were the resource persons for the morning

session and evening session respectively.

First session began at 9.30 am, where Meena kumari K S started the session by giving an

overview of the hands-on training and made them aware about the various software tools

available, which can add on more speed, accuracy and efficiency in their typing skills. She made

the participants comfortable with typing tutor software and made them learn the basic techniques

by having hands-on experience on the actual software so that they can use the keyboard

efficiently and get familiar with the dynamics of keyboard environment. She gave them various

tips about how to use ltngers on keyboard so they can type or edit the content quickly. She also

emphasized on usage of various keyboard shoftcuts, which can be beneficial to avoid

unnecessary delay in work. Further, Meena kumari K S gave them hands-on training on how to

use MS-Excel for carrying out basic calculations, data entry, formatting and report generation.

At the end of the first session, she explained the participants about creating Gmail account,

essentials of email, and various functionalities of Google Drive. She also gave few suggestions

on how to have regular backup and save daily official work periodically in case of system crash

or any other technical failure.

Second session commenced at 2.00 p.m. sharp. Padmavathi HG welcomed the participants, and

made them familiar with MS Word environment. Main attention was given on creation of quality

documents and formatting/aligning the document content. She made them work on

creation/edition of tables, working with basic formulas on the table content, and text wrapping

and alignment within the table. Further, she demonstrated various paragraph alignment tools

2O,zl - 2L
,M-?--

l'l .',

features that can make the document readable. Participants were taught how to inse
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the document, how to edit the inserted graphics, how to wrap the text around the graphics and

usage of watermarks in the document. Finally, Padmavathi HG gave them hands-on training on

different techniques of Mail Merge.

All the participants enthusiastically worked on the assigned task throughout the workshop. They

were very much involved in learning and trying out the features and got their doubts clarified.

The workshop came to an end at 5.00 p.m, with a positive feedback from all the participants.

Facffircoordinator

Prof.Padmavathi l+q
l-)PDaiirllsrlt oi CSE
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Notice

All the non -Teaching staff members are here by informed

science and Engineering organizing on day work shop

Workshop for Non-Teaching Staff on 1611212021.a11 they are

workshop coordinator before 14 11212021.

that the Department of computer

on One-Day Skill Development

requested to register their name to

Prof.Meena Kumari KS
; 1r:),j{'l of thr.l [)epal1m,;ttt

i.t+rrartmr:rrt of CSE
I i ! ;, t( I it \/ari (l i_r I r t ; I I i.: r.i I E n gi r i ee l i rt g
I )!^rr r r l,: i:) tt it[l;r r, Irr,trli tt r Main RoaLt

Yr:t;)irarrkit tlalgalore - 63.

Fac uio.

Prof.Padmavathi HG
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