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5. Report on Training Programme on Microsoft Office Tools

Programme Details in a nutshell

Name of the Event e L h
Training Programme on Microsoft Office Tools

Nature of the Event | Workshop

Objectives e To provide participants with comprehensive
training on Microsoft Office tools, enabling them
to use these applications confidently and
proficiently.

¢ To equip participants with the ability to create
professional-quality documents, spreadsheets,
presentations, and emails using Microsoft Office

tools.
Resource Person Ms. Rengini D, Assistant Professor, Sree Sankara
Vidyapeetom (SSV), Valayanchirangara
Date and Time 03-10-2019 to 04-10-2019
9.30AM to 4.30.PM
Duration 12 Hrs
Beneficiaries 30 Students

Venue or Platform Computer Lab, RVCAS

Organizing Dept/ | Department of Commerce in association with IQAC
Cell

Coordinator
SR Ms. Swedha K.S, Department of Commerce
| Outcome/ Benefit e Participants will demonstrate proficient use
of the Programme of Microsoft Office tools.
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Detailed Report

The Training Programme on Microsoft Office Tools was a comprehensive workshop
designed to equip participants with the essential skills and knowledge to use
Microsoft Office applications effectively. Held on October 3% and 4th, 2019, the
workshop featured a variety of hands-on activities and demonstrations led by Ms.

Rengini D from Sree Sankara Vidyapeetom (S5V), Valayanchirangara.

The workshop began with an introduction to the Microsoft Office suite,
including Word, Excel, PowerPoint, and Outlook. Participants learned about the basic
features and functions of each application and how they can be used to accomplish
various tasks. Ms. Rengini D also discussed the importance of using Microsoft Office

tools effectively to enhance productivity and efficiency.

Throughout the workshop, participants practiced a variety of tasks using
Microsoft Office tools, including creating documents, formatting text, creating
spreadsheets, creating charts, designing presentations, and sending emails. Ms.
Rengini D provided participants with step-by-step instructions and guidance
throughout the workshop.

The Training Programme on Microsoft Office Tools was a valuable learning
experience for all participants. The workshop provided them with the skills and
knowledge they need to use Microsoft Office applications effectively in their personal
and professional lives. The hands-on approach of the workshop made the learning

experience engaging and memorable.

The workshop was a great success, and participants left feeling confident and
prepared to use Microsoft Office tools effectively. The Department of Commerce and

IQAC are committed to providing students with opportunities for personal and

offerings.
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Feedback Report

The Training Programme on Microsoft Office Tools was a highly successful workshop
that provided participants with valuable skills and knowledge for using Microsoft
Office applications effectively. The workshop's hands-on approach and experienced
facilitator created a conducive learning environment, allowing participants to practice
using Microsoft Office tools in a realistic setting. The workshop's comprehensive
coverage of Word, Excel, PowerPoint, and Qutlook ensured that participants were
well-prepared to use these applications effectively in their personal and professional
lives. Overall, the workshop was a valuable investment in personal and professional

development.
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Participant’s List
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