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Circular

All the Non-Teaching staff are hereby informed that a Two Days Workshop conducted on the
topic MS Office at P.R. Pote College of Engineering & Management Amravati from 04
December 2017 to 05 December 2017 organised by Department of Electronics &

Telecommunication Enginecring.
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P. R. Pote (Patil) Educational and Welfare Trust’s, Group of Institutions,

College of Engineering and Management, Amravati

Report
On

Two Days Workshop on
“Two days workshop on MS-Office”
Organized on

4th - 5th December 2017

At

P. R. Pote (Patil) Educational and Welfare Trust’s, Group of Institutions,
College of Engineering and Management

DEPARTMENT OF ELECTRONICS & TELECOMMUNICATION
ENGINEERING



REPORT
Workshop Convener: - Prof. R. D. Ghongade (HOD EXTC Dept.)
Workshop Coordinator: - Prof. R. D, Sushir
Organized by: - Department of Electronics and Telecommunication
About Workshop

The workshop on Two days workshop on MS-Office was held at EXTC Department,
PRPCEM Amravati on 4th — 5th, December 2017. To promote innovation and to provide
knowledge about advancement in creating documents, for lab assistance, where they
can prepare the documents, Department of Electronics & Telecommunication
Engineering regularly organizes workshops and seminars to upgrade knowledge and

build advanced skills among the lab assistance of Engineering.

Department organized two sessions of Two days’ Two days workshop on MS-
Office on 4th — 5th, December 2017 at DSP Lab. All lab assistance wasg guided in brief
about MS-Office. The sessions on both the days were for hands- on practical
formatting. The total 6 participants have participated in this workshop. The

participants were from department of Electronics & Telecommunication Enggg.

During these two days, MS office virtual classroom was briefly explained by
Prof. R. D. Sushir. The very first session of day-1 commenced with the welcome
address given by Prof. R. D. Ghongade. The session was spread over first half of
session I and it provided the insights MS WINDOWS, COMPUTER BASICS: Computer
Basic, Creating Folder, Painte Directories, input units, Qutput unite Central

Processing Units,e What is hard ware, what is Soft wares Windows short cut keyse

The second half of session I continued With Module 1: Text Basics, Module 2:
Text Formatting and saving file, Module 3: Working with Objects, Module 4: Header &
Footers, Module 5: Working with bullets and numbered lists, Module 6: Tables,
Module 7: Styles and Content, Module 8: Merging Documents, Module 9: Sharing and
Maintaining Document, Module 10: Proofing the document, Module 11: Printing,

session,



The outcome of this 2 days’ workshop:

1. Participants will gain valuable insights of MS office.

2. Participants will learn the basic documentation.

The Workshop came to an end with a participants experience & group photo session
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Feedback Analysis
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P. R. Pote (Patil) Education & Welfare Trust’ 8, Group of Institutions,

College of Engineering & Management, Amravati
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This is to certify that ‘
Mr. Rushikesh Kadu
Attended a two days workshop on

“Two days workshop on MS-Office”

During 4th - 5th, December 2017

Organized By

Department of Electronics and Telecommunication Engineering

Prof. R. D. Ghongade Dr. 8. D. Wakde
HOD E&TC Eugg.DeptPrincipa]




P. R. Pote (Patil) Education & Welfare Trust’s, Group of Institutions,

College of Engineering & Management, Amravati
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This is to certify that
Mr. Mahesh Tayde

Attended a two days workshop on

“Two days workshop on MS-Office”

During 4th - 5th, December 2017

Organized By

Department of Electronics and Telecommunication Engineering
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Prof. R. D. Ghongade Dr. S. D. Wakde

HOD E&TC Engg.DeptPrincipal




