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NOTICE

A one-day workshop will be held by the Department of
Zoology in collaboration with the Department of Computer
Science for the students of Zoology Honours on 16. 01. 2020
in the Department of Computer Science from 11 A.M. to 2

P.M.

Topic: One-Day Workshop On Computer Based Common
Techniques and Methods For Students.

All students are informed to attend the workshop positively.
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ONE-DAY WORKSHOP ON COMPUTER BASED COMMON
TECHNIQUES AND METHODS FOR STUDENTS

ATTENDANCE SHEET

Date: 16/01/2020
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ONE DAY WORKSHOP ON COMPUTER BASED COMMON
TECHNIQUES AND METHODS FOR STUDENTS- A SOFT SKILL
LEARNING INITIATIVE ON BASIC KNOWLEDGE OF USE OF MS
WORD, MS EXCEL AND MS POWERPOINT

DATE: 16.01.2020

AIMS AND OBJECTIVES:

The aims and objectives of this workshop on computer based common techniques was about
basic knowledge of use of word, excel and power point. Students could easily understand about
word, excel and power point and how it worked in the fields of their own work. They could
easily understand the basic differences between word, excel and power point.

DESCRIPTION:

MS office is application software which was developed and published by Microsoft in the year
1990. It was widely used in business and educational sectors through which we can create, view
and edit documents, spread sheets, presentation and data entry on database.. Students can work
on MS Word as document, letter, application, certificate etc and they can work on MS Excel as
accountant, salary chart, billing, mathematical calculations. In MS Powerpoint they can do

presentation , text, image,sound, video,animation and in MS Access they can do database, data
entry.

OUTCOME:

From this workshop students could clearly understand about Microsoft Word editing and
formatting office software to insert table, insert picture, insert table of contents and most
important check spelling and grammar. They can create resume, create invoice, type letters, etc.
They could also understand that Microsoft Excel is a spreadsheet programme developed by
Microsoft to create salary sheet, Attendance sheet and other type of official sheets. It helps in
saving a lot of time and analyzing and storing data. They learnt that Microsoft powerpoint is a
presentation program to create an attractive presentation to add animation, design and show

presentation. PowerPoint creates presentations for seminars, worksho
meetings, etc.
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