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Syllabus and Course learning outcomes

® NN ) \ R
D_| EDIMPACT a@tal REhac LA
ISTRUZIONE EDUTECH SERVICES (OPC) Pyt Ltd. Knowledge being equipped and prepared
School / college: SSS, Smt. Putalaben Shah College of Education, Sangli
Venue: Date: 25 to 29t Novemebr 2019

1) To enable students to create documents using Microsoft Word.

2) To enable students to prepare PPT using Power Point Presentation.

3) To enable students to understand MS Excel and to work with data in Excel
4) To enable students to use functions to manage data.

5) To enable students to use office online and Microsoft forms.

Session Plan
Topics Time
- Introduction to Microsoft Office 9:30 AM —-12:00 PM
%‘ . Create Better Documents using Microsoft Word Subhankar Mukherjee
o o Application Interface
o Using Templates
o Text Formatting
o Paragraph Formatting
« Working with Tables 12:00 PM - 01:30 PM
o Add Table Amit Kumar
o Formatting Tables
* lllustrations and Objects
o Adding Pictures
o Format pictures
o Add shapes and SmartArt Graphics
» Header, Footers and Page Numbers
Lunch Break 01:30 PM - 02:00 PM
« Manage your document 02:00 PM - 03:30 PM
Subhankar Mukherjee

o Page orientation
o Page size

o Page margins

o Page breaks

o Section breaks

Document Editing and Reviewing
o Find and replace text
o Track Changes
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ISTRUZIONE EDUTECH SERVICES (OPC) Pyt Ltd. Knowledge being equipped and prepared
« References 03:30 PM - 05:00 PM
o Add Captions to images or tables Amit Kumar
o Footnotes and Endnotes
o Table of Contents
’ Mailings
o Preparing Main Documents
o Preparing Data Sources
o Merging Main Documents and Data Sources for Multiple
. Recipients
Recap and Queries
Topics Time
o « Create Better Presentations with PowerPoint 9:30 AM - 12:00 PM Amit
%‘ o The PowerPoint Interface Kumar
(]

o Creating a new presentation with Text and Images
o Slide Layouts o Slide Designs

« Visual Enhancements to a Presentation 12:00 PM -01:30 PM
o Add Shapes Subhankar Mukherjee
o Using SmartArts
o Add Charts

o Add Audio and Video
Using Animations and Transitions

Lunch Break 01:30 PM -02:00 PM
« Delivering a presentation 02:00 PM - 03:30 PM
o Running a slide show Amit Kumar

o Custom Slide Show

o Personalized Presentations with Slide Master View

« Participants to create a simple presentation on a topic of 03:30 PM - 05:00 PM
their choice Subhankar Mukherjee

Recap and Queries
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Knowledge being equipped and prepared

Understanding Microsoft Excel
o Excel Environment

o Excel Terminology

Work with data in Excel

o Data Entry

o Edit data

o Format data

Manage & Re-arrange Data

o Re-arrange Data

o Filter Data

o Remove Duplicates from Data
o Conditional Formatting

o Data validation

Analyze Data with Charts

Using Formulas to Manage Data

o Create Formulas for Basic Calculations
o Reusing Formulas

o Cell Referencing in Formulas

Lunch Break

Using Functions to Manage Data

o Difference between formulas and functions?

o Using a function

o Functions to carry out simple calculations

Participants to create simple worksheets and apply

simple formulas on data

Recap and Queries

9:30 AM —-12:00 PM
Subhankar Mukherjee

12:00 PM - 01:30 PM

Amit Kumar

01:30 PM - 02:00 PM

02:00 PM - 03:30 PM
Amit Kumar

03:30 PM - 05:00 PM
Subhankar Mukherjee
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Knowledge being equipped and prepared

Topics

Time

Data Validation

¢ OneNote

o Type or Write
o Simple Math

<
>
(©

(a]

* Functions to carry out logical operations
*  Functions to manage text

. Lookup and Reference Functions
o Using VLOOKUP

Lunch Break

* Summarizing data with Pivot Table
* Recap and Queries

Collaboration and Research Tools

o Understanding Electronic Notebooks
o Understanding OneNote Interface
o Create a Notebook

o Include Images, Documents, Audio and Video

9:30 AM - 12:00 PM
Amit Kumar

12:00 PM - 01:30 PM
Subhankar Mukherjee

01:30 PM - 02:00 PM

02:00 PM - 03:30 PM
Amit Kumar

03:30 PM - 05:00 PM
Subhankar Mukherjee

Time

« Office Online

o Create a folder

‘

Recap and Queries

Topics

o Uploads files or folders to OneDrive

o Collaborate with OneDrive
o Collaborate on documents
o Using Office Online in OneDrive

Use Microsoft Forms
o Create a quiz with Microsoft Forms
o Send and collect responses options

o Check your quiz results

Lunch Break

Assessment and Feedback

9:30 AM -12:00 PM
Subhankar Mukherjee

12:00 PM -01:30 PM
Amit Kumar

01:30 PM - 02:00 PM

02:00 PM - 03:30 PM
Amit Kumar &
Subhankar Mukherjee
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SangliShikshanSanstha's
Smt. Putalaben shah College of Education, Sangli
N — List Program of INFLIBNET
Qualification: Graduation Duration of Course — 1 Month

Attendance: 80% minimum

Syllabus for N — List Program of INFLIBNET

Total Hours — 30 Hys, Theory <10 Hrs.
Examination — Practicum —50 Marks Practicum — 20 Hrs.
Objectives:

1. To acquaint with an understating of the basic information of Inflibnet

2. To develop among the student the skills and abilities required for the
management N - List.

3. To familiarize students with the N - List,

4. To introduce the nature and purpose of references and other services.

5. To give training on information searching from various sources.

Unit — I Consortia SHrs.
¢ Introduction 1 Hr.
* Types of Electronic Resources - Categories of ¢-Publishing-E-Book,
E —Journals 2 Hr.
e Inflibnet-  Introduction, Types of e-resources- E-Shodhsindhu,
E-Shodhganga, E-PG Pathshala, N-List 2 Hr.
Unit — II N-List Program SHrs.
¢ Introduction 1 Hr.
* Uses of N-List 1 Hr.
Accessing N-List 1 Hr.
e Searching option 1 Hr.
e National Digital Library 1 Hr.
Practicum: 20HTrs.

* Download e-Books and e-Journals related to any topic.
¢ Visit to E-Shodhsindhu, E- Shodhganga, E-PG Pathshala, and write report on it.

® Create account on N — List and access it for searching differente-Books and e-

Journals.
¢ Browse theNational Digital Library and write a report on it




Sangli Shikshun Sanntha's

Smt. Putalaben Shah College of Education. Sangli,

Rajwada, Paga-chowk, Sangli - 416 416 (Maharashtra) Phons No (0233}
2373848, 207017

Universty Anproval No. SUAM IT-2700 Date  Jaoaners +  Govt Approval | UKE-10T0M132-25 Dats - aMoeTs
Cofege Wetislis No. - www Sesbcnang arg +  UGC Recognition Undir IF Latlar Mo, HIALDED) inte | G197
Emall 1D wan_spacgbrasifmisil caimn *  NCTE Appirowal | WRC/S-0/2K/ 11034 Oate ¢ 121123000

Value Added Course
Enhancing Soft Skills among the Student Teachers

Mode of Course : Online
Platform : Google Meet
Period : 01/01/2022 10 06/01/2022

Total Contact Hours @ 36 Hrs.

Course Learning Outcomes:

1) Student teachers acquire interview skilis and face interview confidently.

2} Student teachers can apply adaptability skills in day-to-day life.

3) Student teachers can develop leadership and team work skills and execute it In classrooms
and outside of classroom.

4) Student teachers' competency in communication skills can be developed and make the
classroom teaching learning process more effective.

5) Student teachers can use work ethics and manners in day-to-day life.

6) Student teachers can solve the problems confidently and takes their own decision.

Programme Scheduled
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Leadership and Teamwaork Skill Principal Dr. M, V.

Gulavanl  Monday
3" January, 2022
10.00 am to 1.00 p.m.
L b .
Group Work (Six Groups) Principal Dr. 8. P. Marje  2.00 pm to 5.00pm
a Communication skill ~ Dr.N.D. Indalkar  Tuesday
4" January, 2022
10.00 am to 1.00 p.m.
! - | ' -
Group Work (Six Groups) Principal Dr. B. P. Marje | 2.00 pm to 5.00pm
S WorkEthicsandManners prof.Or.SushilKumar | Wednesday
' 5" January, 2022
| 10,00 am to 1.00 p,m.
i L — s
Group Work (Six Groups) ~ Principal Dr. B. P. Marje  2.00 pm to 5.00pm
! | ‘ Dr.Y.Y.Pawar T i’i‘lm _
6" January 2022
| 10.00amto 1.00 p.m.
! . e
._Gﬁp i\"urﬂ’glﬁrapsl_ i _Prinr:ipal Dr. B. P. Marje 2.00 pm to 5.00pm

i

S8S, 3mt. Putalaben Shah
College of Education, Sangli




