R.K.S.D (PG) COLLEGE KAITHAL
Department of Computer Science

" NOTICE

Department of Computer Science is going to organize a one-day workshop entitled
“Maximizing Productivity with ICT tools and Computer Networking” on dated 31° May,
2022 for the Teaching & Non- Teaching staff of the Institute.

Venue: Computer Lab 3

Time: 9:00 a.m.to 4:00 pm

Interested staff members are requested to register their names in the department and join the
workshop well in time.

Syllabus;
MS -Word MS- MS-Excel Networking Video Editing
' PowerPoint
Introduction to Creating and Introduction to Install and Combine video with

Word Processing
and MS-Word,
Working with
documents, using
tables, pictures,
and charts, Mail
Merge, Macros

enhancing a
presentation,
Working with
pictures and
shapes, charts and
tables, Animation
and Sounds

Excel,Spreads-heets,
Entering and editing
worksheet data,
Worksheet and cell
range operations,
Making charts, Creating
a list, Sorting of
Multiple Columns,
Filtering Data, Auto
Filter.

configure network
devices hub, switch
and routers,
Difference between
hub, switch, router
and bridge

music, image and
graphics, Cut
documentary,
narrative and promo
style videos, Add
video effects to liven
up your projects,
Create graphic
overlays to add
texture to your videos

Mentors: Mr. Manu Nirwani Mane,

Mr. Balwan Saini .
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