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SRI VENKATESWARA COLLEGE 

(UNIVERSITY OF DELHI) 

 

EVENT REPORT 

 

NAME OF THE EVENT: MASTERING MS WORD AND EXCEL: FACULTY WORKSHOP 

DATE DEPARTMENT COMMITTEE/SOCIETY  COORDINATORS’ NAME 

11th Sept 2024 IQAC Criterion VI IQAC  

Dr. Arpita Kaul (Coordinator 

Criteria 6) 

TIME VENUE NUMBER OF 

PARTICIPANTS 

NATURE: Outdoor/Indoor; 

online/offline/hybrid 

10:45 AM - 2:00 PM ICT  Lab, SVC 29 Indoor; offline 

FINANCIAL 

SUPPORT/ASSISTA

NCE (if any): 

 

IQAC, Sri Venkateswara College, University of Delhi. 

 

BRIEF SUMMARY ABOUT THE ACTIVITY 

TOPIC/SUBJECT OF THE 

ACTIVITY  

MASTERING MS WORD AND EXCEL: FACULTY WORKSHOP 

OBJECTIVES A training programme on ‘MASTERING MS WORD AND EXCEL: 

FACULTY WORKSHOP’ was conducted by the IQAC in collaboration 

with ICT Committee of the college. The training program was organized to 

help faculty members improve their proficiency in two of the most 

commonly used software applications: Microsoft Word and Microsoft  

Excel. The main aim of the workshop is to equip the staff with the two basic 

tools required for document creation, data management, and analysis in their 

day-to-day teaching and administrative tasks. The workshop was held on the 

exclusive request of some senior teachers.  

METHODOLOGY • Hands on experiential methodology was used  

SPEAKERS/ RESOURCE 

PERSONS AFFLIATION 

DETAILS 

 

• Prof. K. Chandramani singh, Vice-Principal, SVC 

• Dr. S. Krishnakumar, Bursar, SVC 

• Dr. Nisha Bohra, Department of mathematics 

• Dr Rakhi Narang, Department of electronics  

• Dr Pragya Gahlot, Department of Chemistry 

• Dr Rekha Yadav Department of Chemistry 
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OUTCOMES By the end of the workshop, faculty members were expected to: 

• Understand and navigate the basic features of MS Word and Excel 

confidently. 

• Be able to create well-formatted documents and reports using MS 

Word. 

• Use MS Excel to manage data, perform calculations, and create 

simple reports. 

• Apply these skills in their day-to-day academic and administrative 

work 
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For Reference 

Criterion I  Curricular Aspects (planning & 

Implementation) 

 

 

Criterion V Student Support & Progression 

Criterion II 

✓ 

Teaching Learning & Evaluation Criterion VI 

✓ 

Governance   

Criterion III Research, Innovations & Extension Criterion VII Institutional Values & Best Practices 

Criterion IV Learning Resources and 

Infrastructure 

  

 

A training programme for teaching staff of Sri Venkateswara College was conducted by the IQAC of the college in the 

ICT Lab of the administrative block. Teaching staff from various departments of Sri Venkateswara College participated 

in the workshop. 
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The training session started with the Swachhata Pledge by Vice- Principal and later all the members were welcomed by 

Dr. Arpita Kaul, Coordinator, Criteria 6, IQAC and Convener of the Workshop.  

Prof. C. Chandramani Singh, VicePrincipal, SVC interacted with the participants and briefed them about the general 

theme of the workshop and also talked about the availability and importance of MS Teams that can be used as a 

supportive teaching platform. 

Then Dr. S. Krishnakumar, Bursar also addressed the gathering   and presented the welcome remarks.  

The workshop was divided into two main sessions: 

 Session 1: Hands on Experience on MS Word  

Dr. Nisha Bohra, Department of Mathematics and Dr Rakhi Narang, Department of Electronics were the resource 

persons for the first session. In the first session the speaker started with the basics of creating a document in the Microsoft 

Word. Various options for formatting and editing a text available in tool bar were explored.  Also, the feature of inserting 

shapes/ pictures/ table was explained to the audience.  The participants were also apprised with the procedure of creating 

a hyperlink in a word document. Starting with *Page Layout, they demonstrated how to adjust margins, orientation, and 

themes to enhance document structure. Moving to the **Review* tab, the speaker highlighted tools for spelling and 

grammar checks, track changes, and comments for better collaboration. The integration of *Google Docs* with Word 

was discussed, showcasing real-time editing and file compatibility. Lastly, the speaker introduced the *Add-in 

Autopilot* feature, explaining how it leverages AI to streamline tasks like content creation and formatting within Word, 

improving user productivity and workflow 

Session II: Hands on Experience on MS Excel  

The resource persons for the second session were Dr Pragya Gahlot and Dr Rekha Yadav from Department of Chemistry. 

The resource persons started with the introduction of basics of Excel like entering, modifying, and formatting data 

(numbers, text, dates) followed by functions like SUM, AVERAGE, COUNT, Data Organization and Sorting and 

filtering etc. In a very engaging manner the resource persons introduced using the formulas through salary slip, using 

filters in organizing and creating student lists, marks etc. After that the participants were told about Use of different data 

charts and how to select and apply them. 

The hands-on workshop concluded with a quiz ‘MCQ-Reflection of Inquiry’ wherein participants attempted a quiz to 

assess their understanding about the topic.  

The session was concluded with Vote of thanks by Dr. Manoj Thakur, the Co Convener of the Workshop.  
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 Swachhata Pledge by Principal and other members 
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Welcome address by Vice-Principal Prof. K Chandramani Singh 

 

 

Dr. S. Krishnakumar, Bursar, SVC addressing the faculty members  

 

Dr Nisha Bohra, Department of Mathematics, during Hands on Workshop on MS Word  
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Dr Pragya Gahlot, Department of Chemistry, during Hands on Workshop on MS Excel 

 

Dr Rekha Yadav, Department of Chemistry, during Hands on Workshop on MS Excel 
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Group photograph of organizing team with participants 

 

 

CERTIFICATE 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



10  

 

ATTENDANCE LIST  

 

 

 

 

 

 

 

 

 

 

  



11  

 

FEED BACK FORM 
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ANALYSIS OF FEED BACK FORM 
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