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Seminars and Workshops  
INTERNAL QUALITY ASSURANCE CELL  

&  

DEPARTMENT OF COMPUTER SCIENCE & APPLICATIONS 

2019-20 

Sl. No 
Name of the Workshop/ 

Seminar 

Number of 

Participants 

Date  

From – To 

1 
Workshop on Data Entry 

Operations to faculty 
18 

10-07-2019 to  

11-07-2019 

2 Workshop on CAIMS 80 
22.7.2019 to  

23.7.2019 

3 Drafting skills in English 72 
09-08-2019 to 

 10-08-2019 

4 
Workshop on Ms-Excel for 

Teaching Staff 
28 29-08-2019 

5 
Workshop on Ms-Excel for Non- 

Teaching Staff 
14 30-08-2019 

6 
College Administration and 

Information Management System 
84 

30-01-2020 to  

31-01-2020 

 

Place: Hanumakonda     
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1. WORKSHOP ON DATA ENTRY OPERATION 

FROM 10.07.2019 TO 11.07.2019 

 

S.No 
Dates (from-to)  

(DD-MM-YYYY) 

Title of the administrative 

training program 

organized for non-

teaching staff  

No. of participants  

1. 

10-07-2019 

to 

11-07-2019 

Workshop on Data entry 

Operation  
18 

 

 

K. Ramesh Lecturer in Computer Sciences, explaining the basic features of Data 

Entry Operations from 10.07.2019 to 11.07.2019 

 

Objectives:  To understand and use effectively data entry and home-based data 

entry. 
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NOTICE 
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SYLLABUS: CONTENTS 

 

1. Introduction to Data Entry 

i. What is Data Entry 

ii. Categories of Data Entry 

 

2. Home-Based Data entry 

 What is Home-based Data Entry 

 Advantages of Data Entry Jobs 

 How much Does a Home-Based Data Entry clerk Earn 

 The Best Candidates for this Job 

 

3. Qualification & Skills  

 Qualifications 

 Important Skills for Data Entry 

 Computer Skills 

 

4. Improving your Data Entry 

 

5. Writing you Resume 

 The Online Data Entry Resume 

 Do’s and Don’ts 

 

6. Searching for Data Entry Jobs 

 Where to Find 

 Identifying Data Entry Scams 
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Day 1: 10-07-2019 

 

 

 

Day 2: 11-07-2019 

 

 

 

Non Teaching staff members participating in the Workshop on “Data entry 

Operations” from 10.07.2019 to 11.07.2019 
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ATTENDANCE 

 



8 

 

FEEDBACK 
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2. WORKSHOP ON CAIMS 

From 22.07.2019 to 23.07.2019 

 

Press Note of the Workshop held from 22.07.2019 to 23.07.2019 
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S.No 
Dates (from-to)  

(DD-MM-YYYY) 

Title of the 

professional 

development program 

organized for teaching 

staff 

Title of the 

administrative 

training program 

organized for non-

teaching staff  

No. of 

participants  

2. 

 

22-07-2019 

To 

23-07-2019 

Training 

Programme on 

CAIMS 

Training 

Programme on 

CAIMS 

85 

 

Objective: To train the staff to use CAIMS for effective office administration 

 

Dr. E. Rambhaskar Raju IQAC coordinator, as a Resource person in the 

workshop 

 

  Felicitation to the Chief Guest: Dr. Darjan, RJD Warangal 
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ATTENDANCE 
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3. WORKSHOP ON DRAFTING SKILL 

From 09.08.2019 to 10.08.2019 
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S.No 
Dates (from-to)  

(DD-MM-YYYY) 

Title of the Professional 

development program organized 

for Non-teaching staff 

No. of participants  

3. 

09-08-2019 

To 

10-08-2019 

Drafting Skills in English 53 

 

Objective: To train the administrative staff on the basics of drafting skills.  

With Workshop on Drafting Skills for Administrative Staff the department intends 

to make the administrative staff of the college learn of the skills of drafting official 

letters. The staff will develop the practical communication skills and confidence they 

need to master workplace interactions. 

This course helps improve all four skills: speaking, writing, reading and listening. You 

will also develop your vocabulary, grammar and pronunciation to help you express 

yourself accurately. 

Topics include  

 Writing official proposals and meeting reports,  

 Note Writing 

 Recording minutes 

 Performance appraisals,  

 Preparing  projects, suggest solutions,  

 Strategic reviews. 

Outcomes of the Workshop 

By the end of the workshop, they‘ll be able to... 

 Evaluate their skill set and the kind of employment they would like. 

 Improve English language performance in key areas of applications and 

interviews. 

 Reflect on the factors involved in successful applications and interviews. 

 Identify the elements of working together successfully. 
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Programme Schedule  

 

 

 

Inaugural session 
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Staff attending the seminar  

 

Training Session 
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ATTENDANCE 
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4. ONE DAY WORKSHOP ON MICROSOFT EXCEL TO 

TEACHING STAFF 

29.08.2019 

Notice 
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S.No 
Dates (from-to)  

(DD-MM-YYYY) 

Title of the professional 

development program 

organized for teaching 

staff 

No. of 

participants  

4. 29-08-2019 
Workshop on Ms-Excel 

for Teaching Staff 
28 

 

 

 

 

V. Ramesh, Lecturer in Computer Sciences explaining basic features of MS – 

Excel in the Workshop on 29.08.2019 

 

Objectives:  To familiarize the staff on Ms-Excel and its effective usage 
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SYLLABUS 

 

Introduction to Excel & Worksheet Operations:  

Workbooks and Worksheets, Moving Around a Worksheet, Ribbon tabs, Types of 

commands on the Ribbon, Using Shortcut Menus, Working with Dialogue Boxes, 

Task Panes, Getting started on your worksheet, Creating a chart, Printing your 

worksheet, Saving your worksheet, Exploring Data Types, Modifying Cell Contents, 

Deleting, Replacing, Editing of a cell.  

Tables and formatting:  

Creating a Table, Changing the Look of a Table, Navigating in a Table, Selecting 

parts of a Table, Adding, Deleting new rows or columns, Moving a Table, Working 

with the Total Row, Removing duplicate rows from a table. Sorting and filtering a 

table, Converting Table into Range. Formatting tools on the Home tab,  Mini Toolbar, 

Fonts, Text Alignment, Wrapping text to fit a cell, Colors and Shading, Borders, Data 

Sorting and Lines Naming Styles. 

Printing your work:  

Normal, Page Layout, Page Break View, Choosing your printer, Specifying what you 

want to print, Changing Page Orientation, Specifying paper size, Adjusting page 

margins, Inserting a page break, Removing manual page breaks, Printing Row and 

Column Titles, Scaling printed output, Header or Footer Options, Preventing certain 

cells, Objects from being printed, Creating Custom Views of your Worksheet.  

 

 

 

 



23 

 

PHOTO GALLERY  

 

 

 

 
 

 

Faculty members practicing in the technical session of the workshop on 

29.08.2019 
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Faculty Participation in the workshop  
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ATTENDANCE  

 

 



26 

 

FEEDBACK 
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28 
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5. ONE DAY WORKSHOP ON MICROSOFT EXCEL 

TO NON - TEACHING STAFF 

30.08.2019 
 

S.No 
Dates (from-to)  

(DD-MM-YYYY) 

Title of the administrative 

training program organized 

for non-teaching staff  

No. of participants  

5 30-08-2019 
Workshop on Ms-Excel 

for Non-Teaching Staff 
14 

 

 

K. Ramesh Lecturer in Computer Sciences, providing inputs on MS Excel to the 

Non Teaching Staff of the college in the workshop on 30.08.2019 

 

 

Objective:  To familiarize the non-teaching staff on Ms-Excel and its effective 

usage 
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Notice 
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SYLLABUS 

 

Introduction to Excel & Worksheet Operations:  

Workbooks and Worksheets, Moving Around a Worksheet, Ribbon tabs, Types of 

commands on the Ribbon, Using Shortcut Menus, Working with Dialogue Boxes, 

Task Panes, Getting started on your worksheet, Creating a chart, Printing your 

worksheet, Saving your worksheet, Exploring Data Types, Modifying Cell Contents, 

Deleting, Replacing, Editing of a cell.  

Tables and formatting:  

Creating a Table, Changing the Look of a Table, Navigating in a Table, Selecting 

parts of a Table, Adding, Deleting new rows or columns, Moving a Table, Working 

with the Total Row, Removing duplicate rows from a table. Sorting and filtering a 

table, Converting Table into Range. Formatting tools on the Home tab,  Mini Toolbar, 

Fonts, Text Alignment, Wrapping text to fit a cell, Colors and Shading, Borders, Data 

Sorting and Lines Naming Styles. 

Printing your work:  

Normal, Page Layout, Page Break View, Choosing your printer, Specifying what you 

want to print, Changing Page Orientation, Specifying paper size, Adjusting page 

margins, Inserting a page break, Removing manual page breaks, Printing Row and 

Column Titles, Scaling printed output, Header or Footer Options, Preventing certain 

cells, Objects from being printed, Creating Custom Views of your Worksheet, 

Creating PDF files. 
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PHOTOS 

 

 

 

 Participation of Non Teaching staff in the Workshop on 30.08.2019 
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Non teaching Staff at technical Session  
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ATTENDANCE 
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FEEDBACK 
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6. COLLEGE ADMINISTRATION AND INFORMATION 

MANAGEMENT SYSTEM (E- Office Workshop) 

30.01.2020 to 31.01.2020 
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S.No 

Dates (from-to)  

(DD-MM-

YYYY) 

Title of the 

professional 

development 

program organized 

for teaching staff 

Title of the 

administrative 

training program 

organized for non-

teaching staff  

No. of 

participants  

6. 
30-01-2020 to 

31.01.2020 

College 

Administration and 

Information 

Management System 

College 

Administration and 

Information 

Management 

System 

84 

 

Objective: To know on different systems like student management system, account 

management system, academic audit system and certificate management system. 

 

 

Dr. Darjan, Regional Joint Director at inaugural Session in the Seminar on 

30.01.2020 
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Dr. E. Rambhaskar Raju Assistant Professor of English as a Resource person in “ E- 

Office Workshop”  
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ATTENDANCE  
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Press note on Two days Workshop on “E Office Workshop” 

* * * 


