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

DATE

DEPARTMENT COMMITTEE/SOCIETY | COORDINATORS’ NAME

11t Sept 2024

IQAC Criterion VI IQAC
Dr. Arpita Kaul (Coordinator

Criteria 6)
TIME VENUE NUMBER OF NATURE: Outdoor/Indoor;
PARTICIPANTS 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 MASTERING MS WORD AND EXCEL: FACULTY WORKSHOP

ACTIVITY

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

e 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




OUTCOMES

Word.

work

By the end of the workshop, faculty members were expected to:

e Understand and navigate the basic features of MS Word and Excel
confidently.
e Be able to create well-formatted documents and reports using MS

e Use MS Excel to manage data, perform calculations, and create
simple reports.
o Apply these skills in their day-to-day academic and administrative
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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.




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 Al to streamline tasks like content creation and formatting within Word,
improving user productivity and workflow

Session 11: 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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Regarding the Faculty Workshop on Mastering MS Word and Excel = nbox 2 @
Criterion 6 IQAC SVC <criterians@ c.in> @ Thu, Aug 29, 4:0 fr « :
to Principal, manoj, IQAC, Tanuja, Rangrajan, Pooja, Ravi, Anjali, me «

Dear Sir

As discussed with the IQAC Coordinator, please find attached mail to be sent to all faculty regarding the MS Word and Excel workshop the permission for which
has already been given by you.

Dear Colleagues

On special request of some colleagues, the Internal Quality Assurance Cell and Information Communication Technology Committee is organizing a Faculty
workshop on,” Mastering MS$ Word and Excel” on 11th Sep, 2024 from 10:45 am to 1:00 pm in the ICT Lab-3.

It will be a hands-on workshop. The following topics will be covered in the workshop:
1. Use of MS Word for making a document:

Creation of a word doc
Font style and size
Alignment

View

Print

Creation of table
Reference

2. Use of MS Excel:

Creation of workbook

Creation of worksheet

Basic formulas like sum, average etc.
Sorting and filtering

Border

Wrap text and merge cells

Copying date to other cells by ragging

3. Working on Google drive:

*  Uploading documents
* Working on documents
®  Working on drive

The regisiration link for the same is: https.//forms. gle/xUgz224902nmRkgX8

Those interested may register for the same latest by Sep. 8, 2024. Please find attached posters. Incase of any query you may contact the following

Dr. Arpita Kaul - 9873609207 Dr. Manoj Thakur - 9818462144

Dr. Arpita Kaul

Assistant Professor
Department of Commerce
University of Delhi
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Welcome address by Vice-Principal Prof. K Chandramani Singh
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Dr. S. Krishnakumar, Bursar, SVC addressing the faculty members
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Dr Nisha Bohra, Department of Mathematics, during Hands on Workshop on MS Word
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Dr Rekha Yadav, Department of Chemistry, during Hands on Workshop on MS Excel
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ég This is to certify that Prof./Dr./Mr./Ms.

Internal Quality Assurance Cell and Information and Communications Technology Committee

held on 11th Sep, 2024 at ICT, Sri Venkateswara College.

CERTIFICATE

University of Delhi
CERTIFICATE

has attended the é

“Mastering MS Word and Excel: Faculty Workshop” organized by

K
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ATTENDANCE LIST




FEED BACK FORM

Feedback form "Mastering MS Word and
Excel: faculty workshop”

sshukla@sve.ac.in Switch account [y

E3 Mot shared

* Indicates required question

Prefix *

Choose -

MName of the Faculty *

Your answer

Department *

Your answer

email ID*

Your answer

Workshop Content or its Relevance *

1 2 3 4 3

Fair O O O O O

Excellent

Depth of Content *

[ Too basic

] Justright

[ Too advanced

Comprehensiveness: Did the workshop cover all the essential features you
expected to leamn in Word and Excel?

O Yes
O nNo
(O Maybe

11




Clarity of Explanation: Was the instructor clear in explaining the concepts? *

1 2 3 4 5

Fair O O O O O Excellent

Pacing: Was the pace of the workshop suitable? *

O Tooslow
(O Justrignt

(O Toofast

O Other:

Interaction: There were enough opportunities for questions and hands-on
practice

(O strongly disagree
(O Disagree

(O Neutral

O Adree

(O strongly agree

Knowledge of Instructor: How would you rate the instructor's knowledge of Word *
and Excel?

Fair o O O 0 O Excellent

Duration: Was the length of the workshop appropriate? *

(O Tooshort
(O Justright

(O Tooleng

Technical Setup: Was the technology {e.g., computers, software) adequate for the *
workshop?

() ves
O no

Confidence Increase: Do you feel more confident using Word and Excel after the *
workshop?

12




Practical Application: How likely are you to apply what you leamned in your daily
work?

Key Takeaways: What was the most valuable takeaway from the workshop? *

Your answer

Workshop Improvements: How could this workshop be improved in future ?

Your answer

Any additional feedback or comments? if any ?

Your answer

Submit Clear form

Your answer

ANALYSIS OF FEED BACK FORM

13




Depth of Content

22 responses

Confidence Increase: Do you feel more confident using Word and Excel after the workshop?
22 responses

15
14 (63.6%)

10

5

1(4.5%) 3 (13.6% ke
0 (0%) P (15.5%)
0 |
1 2 3 4 5

Was the organising team helpful ?
22 responses

N 20 (90.9%)
15
10

5

9 0
0 (0%) 0 (0%) 1(4.5%) 1 (4.5%)
0 | |
1 2 3 4 5

22 responses

@® Too slow

@ Just right

@ Too fast

@ It could have been spread in days
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