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TITLE OF THE PROGRAM 
 One day Workshop on e-Office Practicing 
Tools for Teaching and Non Teaching Staff    

DATE OF THE EVENT 03.01.2023 

RESOURCE PERSONS 

Sri.T.Naveen Chander Raju,       
Assistant Professor of Mathematics 

Dr.S.Srinivasu                                                                                        
Assistant Professor in Computer Science, GDC- Khairatabad 

OBJECTIVES OF THE PROGRAM: 
 The eOffice aims to support Governance by ushering in more effective and transparent 

inter and Intra-Government processes. The vision of e-Office is to achieve a simplified, 

responsive, effective and transparent working of all Government Offices. 

As the part of college administration, to manage the Academic and administrative works 

between the staff and admin in the college.  This workshop is to enhance the paper less work in 

working environment through eOffice tools to update the files in the concern departments in the 

college. This workshop is a One day Workshop on “e-Office Practicing Tools” for Teaching and 

Non Teaching Staff is going to organize by the Department of Mathematics and Department of 

Computer Science and Applications.  

BRIEF DISCRIPTION: 
The eOffice tool aims to support governance in this institute with more effective and transparent 

like college academic and admin processes.  

The vision of e-Office is to achieve a simplified, responsive, effective and transparent working of 

all government offices.  

eOffice has been built, makes it a reusable framework, paperless work and a standard reusable 

product amenable to replication across the governments, at the central, state and district levels.  

 Enhance transparency – files can be tracked and their status is known to all at all times 

 Increase accountability – the responsibility of quality and speed of decision making is 

easier to monitor. 

 Assure data security and data integrity. 

 Provide a platform for re-inventing and re-engineering the government. 

 Promote innovation by releasing staff energy and time from unproductive procedures. 

 Transform the government work culture and ethics. 

 Promote greater collaboration in the work place and effective knowledge management 

The main purpose of an office environment is to support its occupants in performing 

their jobs. Work spaces in an office are typically used for conventional office activities such as 

reading, writing, and computer work. 
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TITLE OF THE PROGRAM 

Professional development /Administrative Training Program 
One day Workshop on Academic Audit 
Management System in CAIMS and Website 
Maintenance     

DATE OF THE EVENT 12.10.2022 

RESOURCE PERSONS 

Sri.T.Naveen Chander Raju,       
Assistant Professor of Mathematics 
Dr.S.Srinivasu                                                                                        
Assistant Professor in Computer Science,  
GDC- Khairatabad 

 

OBJECTIVES OF THE PROGRAM: 

 As the part of professional development /administrative training 

program for college administrative works, to manage the Academic Audit 

files in CAIMs and to develop the WEB pages for activities in Department 

and college for NAAC. To enhance the web designing skills  for all the staff 

members in the college for updating activity files in the concern 

departments. This workshop is a One day Workshop on Academic Audit 

Management System in CAIMS and Website Maintenance  is going to 

organize by the  Department of Mathematics and Department of Computer 

Science and Applications.  

BRIEF DISCRIPTION: 

College Administration and Information Management 

System(CAIMS) and Website Maintenance are tools to express the 

activities in the college. The college activities are communicating with 

admin among all teaching and non teaching staff by using CAIMS. 

The college activities of all teaching and non teaching staff and admission 

process, results, notifications and NAAC related files are posting in the 

college website. 

These two tools CAIMS and WEB site maintenance process are very use 

full to all teaching and non teaching staff.  
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Department of Computer Science and Applications 
Academic Year 2022-23 

 
 “Two week In-house Training Program  

on Basic Computer Skills and MS-office for Teaching and Non Teaching”. 

From 31.10.2022 to 13.11.2022 
 

 

SYLLABUS 

 

Basics of computer: What is Computer, Basic Applications of Computer; Components of Computer 

System, Central Processing Unit (CPU), VDU, Keyboard and Mouse, Other input/output Devices, 

Computer Memory, Concepts of Hardware and Software; Concept of Computing, Connecting 

keyboard, mouse, monitor and printer to CPU and checking power supply. 
 

Operating System: What is an Operating System; Basics of Popular Operating Systems; The User 

Interface, Using Mouse; Using right Button of the Mouse and Moving Icons on the screen, Use of 

Common Icons, Status Bar, Using Menu and Menu-selection, Running an Application, Viewing of 

File, Folders and Directories, Creating and Renaming of files and folders, Opening and closing of 

different Windows; Using help; Creating Short cuts, Basics of O.S Setup; Common utilities. 

 

MS Office 
 

MS-Word : Opening Word Processing Package , Menu Bar, Opening and closing Documents, Save 

and Save as, Page Setup ,Print Preview, Printing of Documents, Text Creation and manipulation 

,Document Creation ,Editing Text, Text Selection, Cut, Copy and Paste, Spell check, Thesaurus, 

Formatting the Text. Font and Size selection, Alignment of Text, Paragraph Indenting, Bullets and 

Numbering, Table Manipulation, Draw Table, Changing cell width and height, Alignment of Text in 

cell, Delete / Insertion of row and column, Border and shading. 
 

MS-Excel: Opening of Spread Sheet Addressing of Cells, Printing of Spread Sheet, Saving 

Workbooks, Manipulation of Cells, Entering Text, Numbers and Dates .Creating Text, Number and 

Date  Series, Editing Worksheet Data, Inserting and Deleting Rows, Column, Changing Cell Height 

and Width Formulas and Function, Using Formulas,function. 
 

MS-Power Point : Basics, Terminology, Getting started, Views Creating Presentations : Using auto 

content wizard, Using blank presentation option, Using design, template option, Adding slides, 

Deleting a slide, Importing Images from the outside world, Draining PowerPoint, Transition and build 

effects, Deleting a slide, Numbering a slide, Saving presentation, Closing presentation, Printing 

presentation elements. 
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Department of Computer Science and Applications 
Academic Year 2022-23 

 
Department Meeting 

 

Date: 27.10.2022 

 

All the faculty members of the department have attended a meeting on 27.10.2022 in the 

department staff room Dr.S.Srinivasu, in-charge, department of Computer Science and Applications has 

presided the meeting. All other faculty members were present the meeting and following are the minutes 

discussed in the meeting. 

 

Agenda 

 

1. To discuss on introduction of a certificate course in “Two week In-house Training Program  

on Basic Computer Skills for Teaching and Non Teaching”. 

2. To prepare syllabus for the same course 

3. To discuss any other matter, with the permission of the chair. 

 

 

Discussions & Resolutions: 

 

 All the participants of the meeting were thoroughly discussed the possibilities of introduction of 

the proposed certificate course in the department. 

 Members also resolved unanimously resolved to start the course from 31.10.2022 to 13.11.2022. 

 It was also resolved to circulate this information among all the teaching and non-teaching staff 

and encourage them for good enrollment. 
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Date: 28.10.2022 
 
 

Department of Computer Science and Applications is going to organize a 

certificate course as Two week In-house Training Program  

on Basic Computer Skills for Teaching and Non Teaching” from 31.10.2022 to 

13.11.2022. 

Interested staff members and students can enroll into this certificate course 

and further details contact the Department of Computer Science and Applications. 
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Department of Computer Science and Applications 
Academic Year 2022-23 

 
 “Certificate course in Advanced tools in Excel”. 

From 03.11.2022 to 17.11.2022 
 

 

SYLLABUS 

 

Basics of computer: What is Computer, Basic Applications of Computer; Components of Computer 

System, Central Processing Unit (CPU), VDU, Keyboard and Mouse, Other input/output Devices, 

Computer Memory, Concepts of Hardware and Software; Concept of Computing, Connecting 

keyboard, mouse, monitor and printer to CPU and checking power supply. 
 

 

MS Office 
 

Basics of MS-Excel: Opening of Spread Sheet Addressing of Cells, Printing of Spread Sheet, Saving 

Workbooks, Manipulation of Cells, Entering Text, Numbers and Dates .Creating Text, Number and 

Date  Series, Editing Worksheet Data, Inserting and Deleting Rows, Column, Changing Cell Height 

and Width Formulas and Function, Using Formulas, function. 

 

Advanced tools in Excel 

Filters,  VLOOKUP,  Sum Function,  MAX MIN function, IF Function, IF(Criteria, True, False value),  

SUMIF Function,  COUNTIF Function,  AND Function,  OR function,  LEFT Function,  RIGHT 

Function,  CONCATENATION Function, ROUND Function, PROPER Function, NOW Function, 

Change the case, TRIM , Customized MAX MIN,  Choose(), REPT(), TYPE(), Time functions like 

WEEKNUM(), WORKDAY(), NETWORKDAYS(), YEARFRAC(), EDATE() and some Mathematical 

functions 
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Department of Computer Science and Applications 
Academic Year 2022-23 

 
Department Meeting 

 

Date: 27.10.2022 

 

All the faculty members of the department have attended a meeting on 27.10.2022 in the 

department staff room Dr.S.Srinivasu, in-charge, department of Computer Science and Applications has 

presided the meeting. All other faculty members were present the meeting and following are the minutes 

discussed in the meeting. 

 

Agenda 

 

 To discuss on introduction of a certificate course in “A Certificate course in Advanced tools in 

Excel”. 

 To prepare syllabus for the same course 

 To discuss any other matter, with the permission of the chair. 

 

 

Discussions & Resolutions: 

 

 All the participants of the meeting were thoroughly discussed the possibilities of introduction of 

the proposed certificate course in the department. 

 Members also resolved unanimously resolved to start the course from 03.11.2022 to 17.11.2022. 

 It was also resolved to circulate this information among all the students of non-computer and 

encourage them for good enrollment. 

 And also resolved that not to collect any fee from the students for attending the course.  
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Department of Computer Science and Applications is going to organize        

Certificate course in “Advanced tools in Excel” from 03.11.2022 to 17.11.2022. 

Interested staff members and students can enroll into this certificate course 

and further details contact the Department of Computer Science and Applications. 
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