DAYANANDASAGAR COLLEGE OF ARTS SCIENCE AND COMMERCE

ShavigeMalleshwara Hills, Kaumarswamy Layout, Bangalore-560111
Internal Quality Assurance Cell (IQAC) Cell

Report on Microsoft Office Training to DSCASC Non-Teaching Staff

Department: MBA-BU

Date: 15/03/2020

Sl. No. | Particulars Event related Details
1. | Event® Microsoft Office Training to DSCASC Non-Teaching Staff
2. | Title of the Event Microsoft Office Training to DSCASC Non-Teaching Staff
3. Date 11 February 2020 - 12 March 2020
| =
4, | Time 230PM -4 PM
5. | Venue Computer Lab, Ground Floor, Building #17
6. | Resource Person 1 Details** | Mr. Dharmendra Rao ladav V, 5r. Manager, IQAC, DSCASC
(Profile to be enclosed)
7. | Topics Covered Microsoft PowerPoint, Microsoft Word and Microsoft Excel
8. Resource Person 2 Details™* | NA
(Profile to be enclosed)
9. | Topics Covered NA
10. | No. Faculty Internal: 19 External: NA
Participants(Enclose a copy
| of names with signatures) LS A
11. | No. Student Participants Internal: 0 External: NA
[Enclose a copyof names
with signatures) _
12. | Faculty Coordinator/s Mr, Gurunath, IQAC Coordinator, DSCASC
13. | Student Coordinator/s NA
" 14. | Total Expenditure NA ]
(Details to be enclosed) |
15. | Sponsors and Amount (if NA
| any) | -
| 16. | Agenda of the Event Hands on workshop on Basic and Intermediate usage.
LU (Enclose a copy) o
17. | Report uploaded on college | NA
| website? If yes, give details:
18. | Report sent to media? If yes, | No

| give details;




. No. | Particulars Event related Details
19. | Report uploaded in Social No
Media? If yes, give details:
20. | Certificates Printed? Yes
{Enclose a copy™**)
21. | Feedback Collected? No
(Enclose a copy™**) P L
22. | Summary of the Event Hands on workshop on Basic and Intermediate usage of Microsoft
(Minimum 100 words) PowerPoint, Microsoft Word and Microsoft Excel to the Non-teaching staff
of DSCASC. A 12-hour training on the said topic is provided to the 19 of our
non-teaching Staff.
23. | Photographs of the Event Attached
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Sample Certificates

CERTIFICATE

oF COMPLETION

Davanandz Sazar Collese of Arts, Science and Commeree
Incernal Bu 'Et',' Aszassment Cell - IGAC

This [s to certily thal
MRS. ELVIN PREMALATHA

has Successfully Completed the MS Office Training from
11" February 2020 (o 12" March 2020
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Mr Dharmaondra Bae Jadav V' Prod. Gurunsih R bir. Nagara] Shenoy
Tipatuir TG Cotisinatr Frmape

CERTIFICATE

oF COMPLETION -

Davananda Sagar College of Arts, Seience and Commerce
YT nterna Gusl ty Assessment Call - QAC

This is to certify that
MR, GURUBASAVARAJA M

has Successfully Completed the M5 Office Training trom
11" February 2020 to 12" March 2020
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CERTIFICATE

OF COMPLETION

Dyananda Segar Collge o Ar, ceace nd Comeree

intarnal Quaity Assasament Cell - 1QAC
This Is to certlfy that
MRrs. SHRUTHI R

has Successfully Cempleted the MS Office Training from
11" February 2020 to 127 March 2020
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CERTIFICATE
OF fjpr—:f‘-‘L..E (=] )

Dayananda Sagar Callege of Arts, Science nd Commeree
Inbernal Dugity Assessment Cell - 10AC

This is to certify that
Mr. VARUN Kumar P Burul

has Successfully Completed the MS Office Training from
11" February 2020 to 12" March 2020
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Photographs
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Dayananda Sagar College of Arts, Science and Commerce
Internal Quality Assurance Cell

MS-Office Syllabus for Non-Teaching Training

Word
1. Creating and Editing a Word Document

2, Creating a Research Paper
3, Creating a Resume Using a Wizard and a Cover Letter with a Table

4. Web Feature: Creating Web Pages Using Waord =

Excel
1. Creating a Worksheet and an Embedded Chart

2. Formulas, Functions, Formatting, and Web CQueries 3. What-If Analysis, Charting, and
Warking with Large Worksheets

4. Pivat and Lookup Tables

Access
Introduction to database

Creating and Using @ Database
Querying a Database Using the Select Query Window

Maintaining a Database Using the Design and Update Features of Access

t s A8 B

PowerPolnt
1. Using a Design Template and Text Slide Layout to Create a Presentation

2. Using the Outline Tab and Clip Art to Create a Slide Show

3. Web Feature; Creating a Presentation on the Web Using PowerPaint
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Trainer IQAC Coordinator




