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10-11-23

To,

The Principal,
Sangivalasa,
ANITS.

Respected Sir,
Sub: Approval for conducting Training to all Non-Teaching-Technical Staff of ANITS on

“MS office tools™ - Reg.,

The Department of Information Technology proposes 1o conduct “Three day skill
Is™ in the month of November

development program for Non-Teaching Staff on MS office too
2023. So I request you to grant permission to conduct the 3 Day workshop. The details of the

event are mentioned below for your kind perusal for conducting the programme.

Objective: To give hands-on training on MS-Word, MS-Excel and MS PowerPoint.

Name of the Fvent:
“Three day skill development workshop for Non-Teaching Staff on MS office”

Dates: 17-11-23, 18-11-23 and 26-11-23
Venue: Application Programming lab-2,
Faculty Coordinator: Mrs.A.Surekha

Floor-2, G- 301

Instructor: N.Satish , Programmer.
E-Certificate will be provided
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Anil Neerukonda Institute of Technology& Sciences

Autonomous Status accorded by UGC and Andhra University
Sangivalasa - 531162, Bheemunipatnam (M), Visakhapatnam (Dt), AP

DEPARTMENT OF INFORMATION TECHNOLOGY

ANITS

A Workshop On

Topic:

SKILL DEVELOPMENT FOR
NON-TEACHING ON MS-OFFICE

Venue:
Technical Support IT Department
Mr. N. Satish _Um.nm.m. ._ﬂﬁ—‘_.,_MAT. 25th ZO.:.,.NQNW
Timings: 10:00 am to 4:00 pm
Faculty Co-ordinator HOD, IT Principal
Mrs.A. Surekha Dr. M. Rekha Sundari, Dr. K. Sri Ramakrishna
Professor Professor
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DEPARTMENT OF INFORMATION TECHNOLOGY

3-DAY SKILL DEVELOPMENT WORKSHOP FOR NON-TEACHING
STAFF ON MS-OFFICE

The Department of IT has conducted a 3-Day Skill Development Workshop for Non-Teaching
on MS Office by Department Skill Expert Mr.N.Satish Programmer on 18-11-2023, 19-11-2023
4] and 25-11-2023. All the Non-Teaching Staff from all the Departments including Humanities
have participated in the workshop. The main concepts discussed in 3 days Workshop are MS-
word, MS-excel and MS- Power Point. Topics discussed in 3 days of the workshop have been

discussed briefly below. Participants have been given the Participation certificates.

Day-1: MS-word
Topics discussed in MS- word are:

1) The screen and its elements
a. The Office Button
b. Quick Access Buttons
The view Buitons
Print Layout
Full Screen Reading
Web Layout
Outline
Draft
Zoom
j. The Status Bar
2) Creating a new documents
a. Starting with new document
b. Starting with new document using template
3) Writing and Simple formatting
Simple formatting
Formatting with styles
Customising styles
How to make a table of contents
Update table of contents
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d. Divide in Excel (%)
12) Excel Formulas & Functions

a. SUM

b. MIN

c. MAX

d. AVERAGE

e. COUNT

f. COUNTIF etc....
13) Excel Data Validation

a. Filters

b. Sorting

¢. Conditional formatting

14) Logical Functions in Excel
a. AND

b. FALSE

c. IF

d. IFERROR etc...

e. Deleting rows, columns and entire table.
15) How to Create Charts in Excel

a. Creating

b. Updating

c. Explaining different types of charts

16) Introduction to Power Point
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a’f DEPARTMENT OF INFORMATION TECHNOLOGY
'
{ Three Day Skill Development Workshop for Non-Teaching Staff On MS-Office
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Anil Neerukonda Institute of Technology & Sciences (Autonomous) =

(Permanent Affiliation by Andhra University &Approved by AICTE
Accredited by NBA (ECE,EEE,CSE,IT, Mech. Civil & Chemical) & NAAC)

Sangivalosa-531 162, Bheemunipatnam Mandal, Visakhapatnam District
Faxi: 226395

email: principal@anits.edudn

Phone: 08933-225083/84/87

Website: wyww,anits.edu.in
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Attendance Sheet

Title: Three Day Skill Development Workshop for Non Teaching Staff on “MS OFFICE"

Date: 18-11-2023
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(Permanent Affiliation by Andhra University &Approved by AICTE
Accredited by NBA (ECE,EEE,CSE,IT, Mech. Civil & Chemical) & NAAC)
Sangivalasa-531 162, Bheemunipotnam Mandal, Visakhapatnam District
Phone: 08933-225081/84/87 Fax: 226395

@ Anil Neerukonda Institute of Technology & Sciences (Autonomous)
b

ANITS

Website: wwnwtanils.edu.in email: principal@aniti.edu.in

Attendance Sheet
Title: Three Day Skill Development Workshop for Non Teaching Staff on “MS OFFICE"

Date: 25-11-2023

Signature Signature

S.No Name of the Staffl Department (10:00AM) (01:00PM)

LI Ro bl ol A2~

2 A\ ﬂwﬁ Iﬁhiﬂ"q‘L !;;ES

3 mm__&;ﬁ- l Q.H-L%

4 N2y e T A :lm e

5 e L ellagiie Qed I clornami M (m? )

6 |W. modAawAReol FEL ) 0

7 5 'Uﬁ_ﬂlﬁ'a.i‘ﬂ EQULLU'-W"J"\.E {:‘ ':: 0 L s ‘J‘}ir l‘: L'I-

8 |K Snevarm¥anwmed, CE ww_

9 N Y/ . v\ @ i

0 | 2L @ Jabha - (&

1 [ F'f-\qp_k.ﬂ_tb«i c € 0 |

12 A Seaialay Clrourics Az

13 | [T ! FM = \J! EF//E

14 7 LAETN i’ -

15

16

17

18

19

Ak Win 2
Fm.ﬂfgc“::dhh; s Prof.M.Rekha Sundari
THE DEPM‘“HHL'

WEAD OF TR ation Teche® 20
- apariment 8! | Inﬂm.muﬂ*
- R sciances W‘::‘fﬂm 161

' .nll'l""-.“

i

Scanned with CamScanner




