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A meeting of faculty members from the Department of Computer Applications and the
Department of Physics was convened on 01-02-2024 at 12:15 pm in the office chamber
under the chairmanship of the esteemed Principal. The primary agenda of the meeting
was to discuss the organization of a workshop focused on “Basic Office Tools", aimed
at enhancing students' proficiency in fundamental office software to meet the demands

of the digital age.
Officials Present:
1. Dr. Inderjeet Kour, IQAC Convener
2. Dr. Amita Dua - Assist. Prof.
3. Prof. Sachinjeet Singh - Assist. Prof. .
4. Prof. Surbhi Gupta - Assist. Prof. 8 &3
5. Dr. Kamini Kapoor - Assist. Prof. ;

Discussion and Resolutions: | L
1. Objectives of the Workshop: .

a) Provide a working knowledge of wof‘d processing software.
b) Impart skills to work with"’f‘e;‘ ures of spreadsheet software.
¢) Develop the ability to prepare effective PowerPoint presentations. |
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Order

In accordance with the minuteé of the meeting referenced Order No.
GWDCK/ 112~ ﬂ/z’vDatéd: 6]-02-202Y @ committee of the following
members has been constituted to oversee the organization of a one-week
workshop on "Basic Office Tools" scheduled from 5th February to 14th

February 2024.

IQAC Convener: Dr. Inderjeet Kour - Associate Prof. (HOD) Chemistry
Coordinators: ' :

1. Dr. Amita Dua — Assistant Prof. (HOD) Physics

2. Dr. Kamini Kapoor - Assistant Prof. Physics
Organizing Department:
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DEPARTMENT OF COMPUTER APPLICATIONS [
In collaboration with IQAC
Viksit Bharat@2047
Organises ——
One Week Workshop 5 pviids wuking Keesnlye
of word processing software
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prepare ?fmrc‘fez’nt
De. Siec Bald “Basic Office Tools" Frosentetion
Principal
GDCW Kathua Participants: Students of all the Semesters | venue: computer Lab
Timings: 1:30 PM-2:30 PM
Registration Link: To Register click here
WhatsApp Group Link: To Join click here _
Convener IQAC: Resource Persons: Coordinators:
Dr. Inderjeet Kour Mr. Sachin Jeet Singh, Asstt. Prof.(HOD) Dr. Amita Dua, Asstt. Prof.(HOD)
Associate Professor Mrs. Surbhi Gupta, Asstt. Prof. Dr. Kamini Kapoor, Asstt. Prof.
(HOD, Dept. of Chemistry) (Dept. of Computer Applications) (Dept. of Physics)

One Week Workshop On “Basic Office Tools”

WORKSHOP SCHEDULE

Day/Date Activity
Day-1/Feb 05,2024 | Inauguration, Introduction to different office suites, MS OFFICE
Day-2 / Feb 06,2024 | Word Processor-MS-Word features-1
Day-3/Feb 07,2024 | Word Processor-MS-Word features-I1
Day-4 / Feb 09,2024 | Spreadsheet -MS-Excel features-I
Day-5/ Feb 10,2024 | Spreadsheet -MS-Excel features-II
Day-6/ Feb 12,2024 | Presentation-MS Power Point features-I
Day-7/ Feb 13,2024 | Presentation-MS Power Point features-II
Day-8/ Feb 14,2024 | Quiz,Feedback,E-Certificates Distribution & Valedictory




PRESS RELEASE

Government Degree College for Women, Kathua has successfully concluded
One-Week Workshop on "Basic Office Tools," representing the effort of
Department of Computer Applications.The workshop, organized under the
patronage of IQAC (Internal Quality Assurance Cell) attracted the active
participation of 40 enthusiastic students. The workshop, inaugurated on February
5, 2024, was graced by distinguished dignitaries, including the College Principal,
Dr. Inderjeet Kour, along with Dr. Babita Mahajan, Dr. Ashwani Kumar Khajuria,
Dr. Deepshikha Sharma, and other esteemed faculty members. Over the course of 7
days, the workshop provided participants with hands-on training on essential office
tools such as MS Word, MS Excel, and MS PowerPoint. The schedule was
carefully crafted to cover fundamental and advanced features of each application,
ensuring a comprehensive understanding of these vital tools. The resource persons,
Mr. Sachinjeet Singh, Head of the Department of Computer Applications, and Ms.
Surbhi Gupta from the Department of Computer Science, played a crucial role in
delivering theoretical insights and practical expertise. The workshop concluded on
February 14 with a final day featuring a quiz to assess participants' understanding,
a valuable feedback session, and the distribution of e-certificates to acknowledge
the successful completion of the workshop. The valedictory function marked the
culmination of a week filled with learning and skill development. On the
concluding day's ceremony, Dr. Amita Dua & Dr. Kamini Kapoor adeptly wrapped
up the event.Ms. Surbhi Gupta present a summary report on the 7-day workshop.
Mr. Sachinjeet Singh, who facilitated the workshop, then concluded the event by
emphasizing its outcomes. Dr. Inderjeet Kour appreciated the efforts of the
Department of Computer Applications, applauding the workshop as a great
success. She extended her congratulations to the entire team, emphasizing the
collaborative efforts that contributed to the workshop's success. The closing
ceremony served as a fitting conclusion to a week dedicated to improving students'
proficiency in essential office tools. Dr. Babita Mahajan, Dr. Deepshikha Sharma, Dr.
Rachna Devi, Dr. Romika Basin, Dr. Amita Dua, Dr. Ambika, Mr. Karam Chand, Dr. Renu,
Mr. Manjot Singh, Dr. Ritu Kumar, Dr. Sonika Jasrotia, Dr. Mukesh Kumari, Dr. Satish
Khajuria, Dr. Surekha, Ms. Ambika, Ms. Jyoti, Dr. Naseer, Mr. Saurabh Dutta, along with
all the non-teaching staff, graced the occasion with their presence.
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GOVERNMENT OF JAMMU AND KASHMIR
DIRECTORATE OF INDUSTRIES AND COMMERCE, JAMMU
(REGISTRAR OF SOCIETIES/FIRMS JAMMU)
1St Floor, Udyog Bhawan, Rail Head Complex, Jammu
Telefax-0191-2474085 Email: directorindcomjammu@gmail.com
PUBLIC NOTICE
The partners of the Firm M/s Guru Ram Dass Ji & Co, located at Shop
no. 310, Yard No. 6, Transport Nagar Narwal, Jammu registered with
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One-Week Workshop on
Basic Office Tools
concludes at GDCW
Kathua

o
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KATHUA, FEBRUARY 14: Department of
Computer Applications of Government Degree
College for Women, Kathua, organised a One-
Week Workshop on “Basic Office Tools,” under
the patronage of IQAC (Internal Quality

Assurance Cell).

LINKS:-
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One-Week Workshop on
Basic Office Tools concludes
at GDCW Kathua

Details
& Written by: JK Monitor News Network

& Category: NEWS WRAP UP
@ Published: 14 February 2024

KATHUA: Department of Computer Applications of
Government Degree College for Women, Kathua,
organised a One-Week Workshop on "Basic Office
Tools," under the patronage of IQAC (Internal
Quality Assurance Cell).

The workshop, which commenced on February 5,
2024, garnered significant enthusiasm from 40
students who actively participated in the program.
The inaugural ceremony, held on February 5, was
graced by esteemed dignitaries, including College
Principal Dr. Inderjeet Kour, Dr. Babita Mahajan, Dr.
Ashwani Kumar Khajuria, Dr. Deepshikha Sharma,
and other esteemed faculty members.

Over the span of 7 days, the workshop provided
hands-on training to the participants on essential
office tools such as MS Word, MS Excel, and MS
PowerPoint. The meticulously designed schedule
covered both fundamental and advanced features
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1) https://www.takeonedigitalnetwork.com/one-week-workshop-on-basic-office-tools-concludes-at-

gdcw-kathua

2) https://ikmonitor.org/complete-news-list/one-week-workshop-on-basic-office-tools-concludes-at-

gdcw-kathua

3)https://m.facebook.com/story.php?story fbid=pfbidOXAXQuaxf5LsCzJ6LxAsJMt8CSojgCnwRpWz8D7q

ViAifsAgInrTyMmdWcLUxyjqyl&id=100069043725787&mibextid=2JQ90c
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E QUIZ-WORKSHOP ON “BASIC OFFICETOOLS" [ ¥r @
Questions  Responses @)  Sentings Total points: 20
1.Which tab contains font formatting options like bold, italic, and underline? 10 Copy
30/ 43 comect responses
+ HOME 39(90.7%)
INSERT 7
AYOUT 1(23%)
VIEW [0 (0%
[} 10 20 0 40
2. What is the keyboard shortcut for bolding text in MS Word? LD Copy
36 43 correct responses
Yia)ceB 36 (83.7%)
DAT+B [0 (0%
(©)ShM+8 T (16.3%
([@Cm+D |-0(0%
a QUIZ-WORKSHOP ON "BASIC OFFICE TOOLS" 3 ¢
Questions  Responses @@  Settings Total points: 20

6. A cell in Excel represents the intersection of a: *
(a) Row and column
(b) Page and paragraph
(¢) Slide and transition

(d) Image and text

7. Which function in Excel is used to add up a range of numbers? *
SUM()
AVG()
COUNT()

IF()
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Questions  Responses @J)  Settings
%% COMMENT ADVICE
®
FEEDBACK ON "BASIC OFFICE TOOLS N
WORKSHOP" %
B I U & Y =
FEEDBACK ON "BASIC OFFICE TOOLS WORKSHOP" W.E.F 05 FEB-14FEB 2024 organized by Dept. of Computer
Applications in collaboration with IQAC GDC Women Kathua &=
Q1:-How helpful were the basic office tools covered in the workshop? *
Very
Average
Limited
Q1l:-How Q2:- Did the Q3:- How would Q4:- Did the Q5:- How likely
helpful were resource you rate the practical are you to
the basic office persons organization of | sessions and lab | recommend this
tools covered | effectively cover | the department exercises workshop to
in the the necessary in coordinating enhance your colleagues or
workshop? topics and this workshop? understanding peers based on
provide and proficiency your
valuable with the office experience?
insights? tools discussed?
Adequate Excellent Excellent Very Very Strongly
Very Excellent Excellent Very Very Strongly
Very Excellent Excellent Very Very Strongly
Very Excellent Very Good Very Very Likely
Average Excellent Very Good Very Very Likely
Average Good Very Good Very Very Strongly
Average Good Very Good Very Very Strongly
Very Excellent Excellent Very Very Strongly
Very Excellent Excellent Very Very Strongly
Very Excellent Excellent Adequate Very Strongly
Adequate Excellent Excellent Adequate Very Strongly
Very Good Very Good Very Very Likely
Very Good Good Very Likely
Very Very Good Very Good Very Very Likely
Limited Very Good Excellent Adequate Strongly
Limited Good Very Good Very Strongly
Limited Good Good Very Likely
Very Very Good Excellent Very Very Strongly
Very Very Good Very Good Very Very Strongly
Very Excellent Excellent Adequate Very Strongly
Very Very Good Very Good Very Very Likely
Average Good Good Very Very Likely
Very Excellent Excellent Very Very Strongly
Very Average Average Limited Likely
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DEPARTMENT OF COMPUTER APPLICATIONS
Organized

WORKSHOP ON “BASIC OFFICE TOOLS”
'Z Certificate i

This is to certify that Mr./Miss. GURMEET KOUR student of Sem-IV, GDC Women Kathua has
successfully completed One Week Workshop on “BASIC OFFICE TOOLS” w.e.f 05 Feb to 14 Feb 2024 Organized
by Department of Computer Applications, GDC WOMEN KATHUA.
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DEPARTMENT OF COMPUTER APPLICATIONS
Organized

WORKSHOP ON “BASIC OFFICE TOOLS”
Z Certificate i

This is to certify that Mr./Miss. KOMAL SHARMA student of Sem-VI, GDC Women Kathua has
successfully completed One Week Workshop on “BASIC OFFICE TOOLS” w.e.f 05 Feb to 14 Feb 2024 Organized
by Department of Computer Applications, GDC WOMEN KATHUA.
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