KCES’s College of Engineering and Management,Jalgaon
Activity Report

Name of The Activity : Hands on workshop on ‘Office Automation’ for administrative staff.

Category of Curricular/ Co-curricular/ Extra-curricular Sub-category:
activity

In collaboration

(if yes, specify

details)

Date/ Time and 23/05/2022 to No of Participants: 22

Duration 27/05/2022

Participants Non-teaching staff i Others participants:
profile:

Location of Lab No 3 KCES’s COEM, Jalgaon

activity

Name of Co- 1.Mr.Rahul V. Patil

ordinator (S)

Guest/ Experts 1.Mrs.Swapna Bhavsar
with designation | 2.Mr.Ajay Patil

(If any) 3.Mr.Milind Suryavanshi

Objectives for To upgrade administrative staff about Microsoft office.

conducting To get hands on practice on daily Microsoft office work.

activity

Methodology Demonstration and Practical sessions.

Out Comes Administrative staff had get knowledge about advance Microsoft excel and

Microsoft word.
Administrative staff of office also gets knowledge about different concepts
of income tax slab calculation and daily routine work of office.
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