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Department of Computer Applications 

Report  
On 

 Value Added Course: Certificate Course in Office Automation 

ACTIVITY : Value Added Course 

TITLE : Certificate Course in Office Automation 

VALUES: Domain Knowledge; Modern Tool Usage; Professional Ethical Edification  

LEARNING OUTCOMES: The learning outcomes of office automation  

• Perform documentation, Spreadsheets 

• Make presentations, acquainted with internet 

• Perform mathematical &logical operations 

• Perform advance presentation skills using PowerPoint 

Organized by       :  Department of Computer Applications 

Program Theme : Value Added Course on Office Automation 

Internal Expert :  Mr. Deepak Sharma 

Date                       :  12-06-2021 to 16-06-2021 

Time                      :  5:00 -6:00 pm 

Venue                   :  Online MS Team 
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Poster/Flyer/Notice 
 
 
 

 

Social media link (promoting in any one 
Facebook/Instagram/Twitter is mandatory) 

https://www.instagram.com/tecniaofficial/ 



Page 3 of 4 
 

No. of Students(only no. to be written, list in 
excel or word should be maintain at department 
level as proof for any further requirement) 

52 

No. of Faculty (only no. to be written , list in 
excel or word should be maintain at department 
level as proof for any further requirement) 

01 

Photograph 

Photograph  

 

Report: Description in (min 250 to max 800 
words) 

The course on Office Automation was held with 

the objective of equipping participants with 

essential skills and knowledge to excel in the 

modern workplace. The course focused on 

leveraging various software applications and tools 

to streamline workflows, enhance productivity, 

and foster effective communication and 

collaboration. 

 

A dedicated session was conducted to impart 

skills in data analysis and reporting using 

spreadsheet software. Participants learned how to 

organize, analyze, and visualize data effectively, 

as well as generate reports and charts for 

decision-making purposes.  

Participants were introduced to best practices for 

professional communication in a digital 

environment, including appropriate tone, 

formatting, and response times. 

 

Feedback from attendees was overwhelmingly 

positive, with many expressing appreciations. It is 

anticipated that the workshop will have a lasting 

impact on participants' professional development, 

empowering them to leverage office automation 




