V.V. VANNIAPERUMAL COLLEGE FOR WOMEN

{Belonging to Virudhunagar Hindw Madars)
An Autonomous Inatitution Affillated to Madurai Kamaraj Lniversity, Madurai
Re-acoredited with ‘A" Grade (37 Ccle) by NAAC
VIRUDHUMNAGAR - 626 001

Cate: 07.10.2020

CIRCULAR

The Intatnal Quality Assurance Cell & Department of Cﬂm;.:uut&r
Applicatiens(UG & PG) of our college jointly organize A Five-Day Workshop on
“Expand your Office Skills through Excel” for the suppoerting staff of aur collage from
12.10.2020 1o 16.10.2020 at 2.30 pm In Maths Lab.

The supparting staff members enclosed in the list are asked to atiend the

workshop without fail.

bdrs. M.Rajakuman

Mrs. R, Mancy Beaulah  Mrs. N. Santhi 8 N .Mesma Rad
Mrs. B, Urnaszelvi Mr=. J.Parkodi Or. R, Barani Dr. .M. Meana Rani
Staff-in-Charge  Heads of the Departments  [QAC Co-ordinator Principal

Encl, ; Participants list.



WORKSHOP SCHEDULE

Date

Topics

Day I
12.10..2020
2.30 p.m. to 3.30 p.m.

Introduction to Excel — Work Book, Work Sheet, Renaming Work
Sheet.

HOME TAB

Clipboard - Cut, Copy, Paste,

Font - Font type, Font size, Fill color and Font color
Alignment

Numbers

Cells - Insert, Delete and Formatting

Styles — Conditional Formatting

Find & Replace

VONONE NN NN

Day I1
13.10..2020
2.30 p.m. to 3.30 p.m.

INSERT TAB
» Table
» Chart - Line, Bar, Pie
» Text - Text Box, Header & Footer, Word Art and Symbol.
FORMULA TAB
» Function Library — Auto Sum, Logical, Date & Time, Important
Mathematical Functions.

Day III
14.10..2020
2.30 p.m. to 3.30 p.m.

PAGE LAYOUT TAB
» Page Setup — Margins, Orientation, Size, Print Area, Breaks.
» Scale to Fit — Width , Height, Scale
> Sheet option — Gridlines, Headings
> Arrange — Bring to front, Send to Back, Selection Pane, Align.

Day 1V
15.10..2020
2.30 p.m. to 3.30 p.m.

DATA TAB
» Sort & Filter
> Data Tools — Text to Columns, Remove Duplicate, Data
Validation.
> Outline — Group, Ungroup, subtotal.
VIEW TAB
» Workbook views, Zoom

Day V
16.10..2020
2.30 p.m. to 3.30 p.m.

» Work sheet protection
» Working with Google sheet
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Report on
Five-Day workshop
Expand your office skills through Excel

The Internal Quality Assurance Cell of our college in collaboration with Computer
application organized Five -Day workshop on Expand your office skills through Excel
for support staff of our college from 12.10.2020 to 16.10.202.
Mrs. R. Nancy Beaula, MCA., M.Phil., and Mrs. R. Umaselvi, MCA.,M.Phil., Assistant
Professors, Department of Computer Application, V.V.Vanniaperumal College for
Women, Virudhunagar acted as a resource persons. Nearly 48 participants were
participated. From the workshop participants learnt about Formatting Excel sheets,
Different categories of formula, Printing options, Data filtering from large datasets,
Google sheets, Datasheet protection in Excel. Finally they have given positive feedback
about the workshop.

_35%,._

Wi,
o) JEY R M
Head of the Department

Staff-in-charge IQAC-Coordinator



Virudhunagar, Tamil Nadu, India

6, Service Rd, GT Nagar rudhun Tamil Nadu 626001, India
Lat N 9° 36' 28.76

Virudhunagar, Tamil Nadu, India

6, Ser T Magar, Virudhunagar, Tamil Madu 626001, India
Lat M 8416"

Long E 77° 57" 19.23408"

12/10/20 03:07 PM
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V.V.VANNIAPERUMAL COLLEGE FOR WOMEN
Autonomous Institution Affiliated to Madurai Kamaray University)

Virudhunagar - 626001
(Re - Aceredited with ‘A’ Grade (3 cycle) by NAAC)

{An

Internal Quality Assurance Cell & Computer Applications (UG & PG)

A Five-Day Workshop (12.10.2020 - 16.10.2020)

FEED BACK .
Date: 16.10.2020

Resource Persons: Mrs. R, Nancy Beaulah, MCA., M.Phil.,

Mrs. R. Umaselvi, MCA., M.Phil.,

Assistant Professors of Computer Applications

Topic :  Expand your Office Skills through Excel
S. No (i . Strongly - \ Neut I_ - Dis ]"l—u Strongly |
. aire ' ree utrs isagree :
Questionnaire agree Agree CHEED 5 disagree
| The topics covered were relevant and ] i
* | mformative. v i
2. | The materials distributed were hc[pﬂ[l. -\/
The workshop expericnce will help to do T
3. e -
my office work efficiently. v~
4 The Resource Persons were knowledgeable _ o o
" | about the subject matter, v ;
s The days and time allotted for the’ D B 7
" | workshop were suflicient. i |
|
Suggest any specific topic on which you wish to attend Workshop_i;} future :
Pﬂg\.ﬁ‘tﬂ}veh"’}?——- |
Ceal @"1&&.3 il & o%{\—{c_; '

§ Mucbmalel BLA

Signature of the participant

<‘Dv ‘3 S SUPUPN & :3% Hov o § Cuonnir
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V.VVANNIAPERUMAL COLLEGE FOR WOMEN
A Aseronomows Instutution SGroated to Maduwrar hamaray ‘University)
\trudhunagar - 626001
(Re - Aecredited with U Grade (37 cycle) by NAAAC)

Internal Quality Assurance Cell & Computer Applications (UG & PG)
A Five-Day Workshop (12.10.2020 - 16.10.2020)

FEED BACK
Date: 16.10.2020
Resource Persons Mrs. R. Nancy Beaulah, MCA. M.Phil.,
Mrs. R Umaselvi, MCAL NLPhil,

Assistant Professors of Computer Applications

Topic . Expand your Office Skills through Excel

| o a3 | . i ‘\ll.l‘lll"l\_ _
| S. No | Questionnaire | , Agree
" | agree

' |

Disagree

Neutral \ Strongly |

disagree

The topics covered were relevant and

‘ * 1 informanve,

) D
2
2. The materials distributed w ere ht.lptu\ | A

Thr. workshop exper rience will help to do ’|

5
u‘-
| my office work efficiently
; o _ﬂ___ﬂ___________ﬁ__ﬂ__&
" The Resource Persons were knowledgeable \ l/(

\ about the subject matter.

1; The dd_\-b and time “allotted for the

% - workshop were sulficient.

I ———"
Queoest any spectlic topic on W ‘hich you wish 10 aitu.nd Workshop in future :

|
| ' £ HRMS ~ <ol - Ovacle. Pasic
| ERHRMSS g ¥ 2 A

I E— .
1ally Rose—

c. L‘& (B_{6. A8
Signature of the participant

4
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V.V.VANNIAPERUMAL COLLEGE FOR WOMEN
(An Autonomous I ngtitution Affiliated to Madurai Kamaraj University)
VIRUDHUNAGAR
Re- accredited with A grade (3" cycle) by NAAC

Internal Quality Assurance Cell & Computer Applications
A FIVE-DAY WORKSHOP(12.10.2020 - 16.10.2020)

FEED BACK

Date: 16.10.2020
Resource Persons : Mrs. R. Nancy Beaulah, MmCA., M.Phil.,
Mrs. R. Umaselvi, MCA., M.Phil.,
Assistant Professors Computer Applications

Topic : Expand your Office Skills through Excel
Strongly 5 |
uestionnaire i rongly
S.No. Q agree | Agree | Neutral | Disagree disagree
1. | Thetopics covered were
_ _ 22 20

relevant and informative,

2. | The materias distributed were
21 19 2

helpful.
3. | Theworkshop experience will

help to do my office work 21 16 4 1

efficiently.
4. | The Resource Persons were

knowledgeable about the 25 17

subject matter.
5. | Thedaysand time alotted for

o 22 16 3 1
the workshop were sufficient.
Suggest any specific topic on which you wish to attend Workshop in future:




30
25
20
15
10

Five day Workshop- Feedback Analysis

FENER

The topics covered  The materials The workshop The Resource  The days and time
were relevant and distributed were  experience will Persons were allotted for the
informative. helpful. help to do my knowledgeable  workshop were
office work about the subject sufficient.
efficiently. matter.

W Strongly agree  ® Agree Neutral m Disagree m Strongly disagree
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