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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

INSERT TAB
> Table

Day II > Chart - Line, Bar, Pie
13.10..2020 > Text -Text Box, Header & Footer, Word Art and Symbol.

2.30 p.m. to 3.30 p.m. 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 IV
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

DayV
16.10 ..2020

2.30 p.m. to 3.30 p.m.

> Work sheet protection
> Working with Google sheet
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V.V. VANNIAPERUMAL COLLEGE FOR WOMEN
(An Autonomous Institution Affiliated to Madurai Kamaraj University)

VIRUDHUNAGAR
Re- accredited with A grade (3rd 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, MCA., M.Phil.,

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

Assistant Professors Computer Applications
Topic : Expand your Office Skills through Excel

S.No. Questionnaire
Strongly

agree Agree Neutral Disagree
Strongly
disagree

1. The topics covered were

relevant and informative.
22 20

2. The materials distributed were

helpful.
21 19 2

3. The workshop experience will

help to do my office work

efficiently.

21 16 4 1

4. The Resource Persons were

knowledgeable about the

subject matter.

25 17

5. The days and time allotted for

the workshop were sufficient.
22 16 3 1

Suggest any specific topic on which you wish to attend Workshop in future:

Signature
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The topics covered
were relevant and

informative.

The materials
distributed were

helpful.

The workshop
experience will
help to do my

office work
efficiently.

The Resource
Persons were

knowledgeable
about the subject

matter.

The days and time
allotted for the
workshop were

sufficient.

Five day Workshop- Feedback Analysis

Strongly agree Agree Neutral Disagree Strongly disagree
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