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MGV’s Arts, Science and Commerce College Surgana 

Internal Quality Assurance Cell (IQAC) 

Computer Training workshop 2020-21 

Internal Quality Assurance Cell has organized the computer literacy programme during 8th 

Sep. 2020 to 12th Sep. 2020. Windows, Microsoft Word and Excel are the three basic Microsoft 

office applications required by every employee to understand and carry out their tasks no matter 

the individual’s designation. So in this training workshop special emphasis was given on these 

three applications.  

 Windows:  

Starting a computer may be a very tricky thing to one who has never seen or touch one. 

Using the mouse, managing various windows, alternating between the use of keyboard and 

mouse, minimizing windows, opening and closing files, etc. can be daunting tasks for the 

uninitiated ones. However, familiarization with the parts and functions of the computer was 

critical to the capacity building process at the initial stage. Below is the summary of the main 

issues dealt with in the training manual under this topic:  

 Definition of the word information technology 

 Definition of a computer  

 Key words related to the definition of a computer.  

 Types of computers  

 Definition of a computer system and their types.  

 Knowledge about Computer generations  

 Some uses of computers  

 Advantages & Disadvantages of using a computer  

 Elements of computer • Relationship between Hard ware and Soft ware  

 Detail knowledge about the Central Processing Unit (CPU) or Processor  

 Direct Input devices (Keyboard) and functions of the various keys.  

 Indirect input devices ( Mouse) • Output devices (e.g. Monitors, printers etc.)  

 About printers and their types • Computer output on microfilms (COM)  

 Knowledge about disk drives  
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 Storage devices and their types  

 Rules of handling diskette  

 The anatomy of the computer virus  

 The cause, effects, preventive measures and types of computer virus  

 Application of system soft ware  

 Functions of the operating system  

 How data and programs are represented in the computer  

 Knowledge about computer language  

 Booting a computer from the Hard and Floppy disk  

 How to open and save a file in editor screen  

 How to create a document in editor screen  

 How to exit from editor screen  

 Copy and Paste option  

 Cut and Paste option  

 How to Copy a file from one drive to another  

 Microsoft word: 

This is the most basic of all skills. It involves typing basically, but when using computers it 

deviates a little from the common typewriter. There is the enter key replacing the career 

movement and there are commands (simple ones) for paragraph, indent, spacing and so on. 

The best of word processing is that you can modify with ease any part of the text you 

entered. The word processing is the minimum one should know because it will be used in 

each and every application of computers. Below is the summary of the practical issues dealt 

with regards Microsoft word:  

 Definition of Microsoft word  

 Three ways in starting Microsoft word  

 Exploring the word screen environment  

 Understanding some unique features in Microsoft word  

 How to work with Microsoft word (set a working folder; create a new document, 

opening an existing document, insertion of text, save your document, saving your 

document with a new name etc.)  
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 Inserting symbols and special character  

 Inserting the date and time functions  

 Adding bullets and Numbering  

 How to insert Paragraph spacing  

 How to align text  

 How to cut & paste/ Drag & drop a document  

 How to close your document  

 How to exit Microsoft word  

 How to apply keyboard short cut  

 How to change ( e.g. Upper & Lower cases)  

 How to do line spacing ( e.g. Double line or single line spacing )  

 How to insert pictures  

 How to insert Header & Footer  

 How to divide the document into column  

 How to insert tables  

 Microsoft excel: 

 One will also need to use a spreadsheet of excel sheet for computing and chalking out 

financial plans. This is a must in any presentation and knowing the basics on how to use and 

read a spreadsheet will be extremely helpful to any young executive. As with others, this too 

will require a lot of hands-on practice and a little theory to master. Below is the summary of 

the main issues dealt with in the training manual during the process:  

 Introduction to MS excel ( Spread sheet)  

 How to add a work sheet  

 How to hide and unhide workbook & worksheet  

 How to group a sheet  

 How to ungroup a sheet  

 Understanding the functions of the worksheet special keys  

 How to select cell rows & columns  

 How to protect work book or work sheet  

 How to use formula operators  
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 Understanding errors that affect a cell  

 How to centralize labels 

 How to add comment to a cell  

 How to enter data in a spread sheet 

 How to work with charts  

 Procedures to create a chart  

 Understanding the types of chart and their functions  

 How to work with data base entries  

 How to manage the data base  

 Introduction to MS Excel applications  

 Understanding the advantage of using an electronic spreadsheet 

  

 

 



MGV’s Arts, Science and Commerce College Surgana  

Internal Quality Assurance Cell (IQAC) 

Online Classes workshop 2020-21 

Online education is the need of time due to pandemic situations. Considering the present 

situation Internal Quality Assurance Cell has organized the Training workshop for conduction of 

Online Classes (Google Classroom and Learning Management System) on 26th June to 27th June 

2020.  

Our in-house faculty members  Mr.S.A.Ahire and Mr. Sanjay Mahajan were appointed as 

resource persons of this training workshop. This workshop was especially organized for all 

teaching staff members. Resource persons taught techniques of online class conduction with the 

help of ZOOM, Googlemeet, Google Classroom and various Learning Management Systems.  

 

 



 



 



 


