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About Programme:
In today’s technological era, human is handicapped without adequate professional skills to
perform Excellency in daily office task. The institutional performance and correspondence is depended on

how we ontinuous updating office staff makes the colle

Vision o
to encourage the computerized administration i
ce with different departments, authority, unive
activitie ds of office staff, who want to learn basic com
enhanc personal interests and institutional goals.

of offic

Content of the Programme
17" to 23" December 2020

Time: 10:00AM to 3:30PM

Date Topics Covered Credit Hours
Day 1 (17-12-2020) | Assembling the Computer 2 Hours
Basic of Computer 3 Hours
Day 2 (18-12-2020 ing in English, Kannada, 2 Hours

puter in Office

ment

of Electronic Correspondence

E-Challan 281, Drafting 3 Hours
Day 5 (21-12-2020) | Creation of Google Form 1 Hours
Admission details Entry 4 Hours
Day 6 (22-12-2020) | Uses of Microsoft Excel in Office 1 Hours
Data Entry as Required by Annexures of RCUB 2 Hours
Data Management in Excel 2 Hours

Day Iculation in Excel

ulation in Excel

Total Credit Hours

*Ever theory and practical demonstrations.




