M Gmall IQAC DDUC <igacdducollege@gmail.com>

IQAC organizes Three Days Intensive Hands-on-Training on TALLY for Admin. Office and Account Office Staff Members
during October 9-11, 2019 in Business Studies Lab i.e. Room No. 305. and Three Days Intensive Hands-on-Training
Workshop for Laboratory Staff Members on Information Communication Technology (ICT) Tools and MS Office during
October 09-11, 2019 for the Non-Teaching Staff (MTS and Laboratory Staff) of the College in Computer Centre of the College

IQAC Deen Dayal Upadhyaya College, Univ of Delhi <igacdducollege@gmail.com>

To: anil kumar <du.ddu.anil@gmail.com>, Deepa Kamra <deepakamra.dse@gmail.com>, Dr Ravinder Kaur <ravdduc@gmail.com>, Abha Wadhwa <abha67@gmail.com>, "Dr. Anand S:
"Dr. Anek Goel" <anek@rediffmail.com>, "Dr. Anita Gulati" <a22.gulati@gmail.com>, "Dr. Anita Rani" <anitarani.taluja@gmail.com>, "Dr. Anju Aggarwal" <anju56ind@yahoo.com>, Anubl
<anubhamukherji@yahoo.com>, "Dr. Anurag Mishra" <anurag_cse2003@yahoo.com>, "Dr. Arpita Sharma" <asharma@ddu.du.ac.in>, Avnindra Singh <avni.physics@gmail.com>, charu
Chayannika Singh <chayannika@gmail.com>, "Dr. Chetna Angrish" <chetna_du@rediffmail.com>, "Dr. Deepak Jain" <djain@ddu.du.ac.in>, "Dr. Deepak Sehgal" <rxfinanzlab@gmail.cor
<hemchandjain@yahoo.co.in>, "Dr. Himanshu Prasad Roy" <himanshuroy1@yahoo.co.in>, "Dr. Jayini Adhayapak" <jayiniadhyapak@yahoo.com>, Jyoti Singh <jyotichemdduc@gmail.cc
<kapchembohra@gmail.com>, "Dr. K.K. Jha" <kkjha27 @yahoo.com>, "Dr. Krishna Bansal" <krishnabansal111@gmail.com>, Kulvinder Singh <kulvinder.physics@gmail.com>, "Dr. Lathik
Mahaveer" <mahaveergenwa@yahoo.com>, Mamta Nigam <nigam.mamta@gmail.com>, Manoj Saxena <saxenamanoj77@gmail.com>, "Dr. Monika Bansal" <monikabansal30@gmail.c
<vermamukeshk@yahoo.com>, "Dr. Neeraj Tyagi" <drneeraj_tyagi@yahoo.co.in>, "Dr. Nisha Rana" <nisharana99@rediffmail.com>, Nityananda Agasti <nnagasti@gmail.com>, kabir vel
P L Meena <plmeena@gmail.com>, "Dr. Paramjeet Kaur Bedi" <pkbedi@yahoo.co.in>, "Dr. Poonam Garg" <poonamgarg_68@yahoo.co.in>, poonam kasturi <kasturipoonam?71@gmail.c
<poonamverma.suri@gmail.com>, "P.K Jha" <pkjha.physics@gmail.com>, "Dr. Pramesh Ratnakar" <prameshratnakar@gmail.com>, Priya Goel <pwpriya@gmail.com>, Radha Madhav E
<rm_bharadwaj@yahoo.co.in>, Rajkumari Sanayaima <sana.rajk@gmail.com>, "Dr. Rajni Bala" <r_dagar@yahoo.com>, "Dr. Rakesh Kumar" <saini_rakeshindia@yahoo.co.in>, Rampal
<ratnadevyani@yahoo.co.in>, Ratnesh Saxena <ratnesh65@gmail.com>, "Dr. Ravinder Kaur" <ravsuk2002@yahoo.com>, reema chhabra <drreemachhabra@gmail.com>, reeta gautarn
Aggarwal" <renu_aggarwal@ymail.com>, "Dr. Renu Solanki" <renu_sInk@yahoo.co.in>, Rohith P <p.rohith@gmail.com>, Sachchidanand Tripathi <snt191@gmail.com>, "Dr. Sachin Mitt
Sangeeta Mohan <doctorsangeetamohan@gmail.com>, doc sangeeta Talwar <docsangeeta.chem@gmail.com>, Sanjay Pant <sanjpant@gmail.com>, Sanjay Tandon <tandonsanjay66¢
<savita_gahlaut@yahoo.com>, Savita Gautam <savitagautam15@gmail.com>, shailly anand <shailly.anand@gmail.com>, "Dr. Shalini Bhatia" <shalini_bhatia@yahoo.com>, "Dr. Shashi
<shashi.chemistry@gmail.com>, "Dr. Sudha Arora" <arorasudha@rediffmail.com>, sudhir verma <sv_du@yahoo.co.in>, sujata khatri <khatri.sujata@gmail.com>, Sujata Sinha <sujatasir
Manchanda" <manchandasuman@yahoo.com>, Sunil Kumar <amritsarsk@gmail.com>, sunny manohar <sunnymanohar85@gmail.com>, Suresh Garg <skgargdrd@gmail.com>, "Dr. Ve
<vandana_66dduc@yahoo.co.in>, Varnika Bhatia <varnikabhatia@yahoo.com>, "Dr. Veena Jain" <veenaace@yahoo.com>, "Dr. Vinod Kumar" <binnae_vinod@yahoo.com>, "Dr. Virend
<virenderthukral@yahoo.co.in>, "Dr. Virendra Kumar Gautam" <vkgautam2001@gmail.com>, yogieta s Mehra <yogieta@gmail.com>, jyotishman kalita <jyotishman.kalita@gmail.com>, |
"Mr. Pawan Kr. Jain" <pknm1@yahoo.co.in>, Vipin Meena <v.meena1987@gmail.com>, Anuja soni <30.anuja@gmail.com>, "Ms. Pratima" <pratima_ajit@yahoo.com>, Nitin Luthra <nitir
<aman06singh@gmail.com>, Sandeep Jaggi <sandeepamrit@gmail.com>, Sangita K <sangitamkumar@gmail.com>, Shweta Wadhera <shweta.du@gmail.com>, vinayak nadir <sunitan
<amlendu.j2@gmail.com>, Amol Nerkar <amoldnerkar@gmail.com>, Ankit Rajpal <ankit30sep@gmail.com>, Anubhuti Yadav <anubhutiyadavO5@gmail.com>, Deepti Sehgal <deeptisel
<biotechnano@gmail.com>, "Dr. Rashmi Gupta" <smsrashmigupta@gmail.com>, Inakshi goel <inakshi.nh@gmail.com>, Meghna Aggarwal <drmeghna.aggarwal@gmail.com>, Ajit Singt
Dinesh Kumar" <dinukumar680@gmail.com>, "Mr. Naveen Kumar" <naveennsitdelhi@gmail.com>, "Mr. Pramod Kumar" <pramod_ipu@yahoo.co.in>, Sanjeet Kumar <sanjuonline1@gm
<malik.neha1988@gmail.com>, Vandana Sharma <vandana.env@gmail.com>, Preeti Patarwal <p06p05@gmail.com>, Rajan Gupta <rgupta.cs.du@gmail.com>, Ranbeer Kumar <kuma
<yreena200@yahoo.com>, Tarachand Prajapati <tara4chand@gmail.com>, Vaishali Kapoor <vaishali2489@gmail.com>, Nitumoni Kakati <nitumonik@gmail.com>, Sikander Aggarwal <
<dducollegeoffice@gmail.com>, DDU COLLEGE <dducollegeacctts@gmail.com>, DDUC LIBRARY <dduclibrary@gmail.com>, "Dr. Abhijeet Sinha" <sinhaabhijeet@yahoo.com>

Bcc: dsrawat@chemistry.du.ac.in, Sikander Aggarwal <saggarwal.ddu@gmail.com>, DDU COLLEGE <dducollegeacctts@gmail.com>, Dducollege <dducollegeoffice@gmail.com>, "Dr. #
<sinhaabhijeet@yahoo.com>

Dear All

IQAC is organizing Three Days Intensive Hands-on-Training on TALLY for Account Office Staff Members and other staff members during October 9-11, 2019 in Business Sti
Training Program Schedule

Day 1 - October 09, 2019 (Wednesday)

¢ 09:00 am - 12:00 pm - Session | - Ms. Deepti, Assistant Professor, Department of Commerce, Deen Dayal Upadhyaya College
* 03:00 pm - 05:00 pm - Session Il - Charted Accountant Suratna Singhal

Day 2 - October 10, 2019 (Thursday)

¢ 09:00 am - 12:00 pm - Session Il - Ms. Deepti, Assistant Professor, Department of Commerce, Deen Dayal Upadhyaya College
¢ 03:00 pm - 05:00 pm - Session IV - Charted Accountant Suratna Singhal

Day 3 - October 11, 2019 (Friday)

¢ 09:00 am - 12:00 pm - Session V - Ms. Deepti, Assistant Professor, Department of Commerce, Deen Dayal Upadhyaya College
* 03:00 pm - 05:00 pm - Session VI - Charted Accountant Suratna Singhal

Resource Person
1. Ms. Deepti, Assistant Professor, Department of Commerce, Deen Dayal Upadhyaya College
2. Charted Accountant Suratna Singhal
IQAC organizes Three Days Intensive Hands-on-Training Workshop for Laboratory Staff Members on Information Communication Technology (ICT) Tools and MS Office duri
Teaching Staff (MTS and Laboratory Staff) of the College.
Objectives of the Workshop

« To train the Staff members about ICT Tools (Desktop, laptops, Projector, Printer, Photocopier), Internet, Email and MS office
¢ To train the Staff members for Lectern System in Lecture theatre, seminar room etc.

Training Schedule of the Workshop

October 09, 2019 (Wednesday)

09:00 am — 09:15 am Inauguration

09:15 am — 11:00 am Session — | (Mr. Sudhakar Mishra)

Identification of external parts and components; Identification of internal parts and components; Trouble shooting and analyzing the iss
Installation, Custom Installation, and Express Installation techniques); Functioning of a computer and its process.

11:00 am — 11:15 am Tea Break

11:15 am - 01:00 pm Session — Il (Mr. Rajkumar)

Installation of various web Browsers; IP Address and its identification (Internet- working and checking connectivity); Concept of LAN/MAN/W
network establishment strategies.); Downloading a file from the web and saving the file; File conversions and Size conversions using Cloud
01:00 pm — 02:00 pm Lunch Break

02:00 pm — 05:00 pm Lab Session (Mr. Sudhakar Mishra, Mr. Rajkumar and Mr. Sandeep)

October 10, 2019 (Thursday)

09:15 am — 11:00 am Session — IIl (Dr. Prabhat Mittal)

MS word: Making new Document, Saving, Printing, Editing, Mail Merge, Indentation/Formatting (Tables, Alignment, Bullets, Font Size, For
Image editing, page layout, Page borders, page size, spell checking and Grammar (enable/disable)

11:00 am — 11:15 am Tea Break

11:15 am — 01:00 pm Session — IV (Dr. Prabhat Mittal)

MS Excel: Basic Calculation (Addition, Subtraction, Division, Percentage, Average), VLookup, HLookup, Editing, Saving file and Selective/ V
MS PowerPoint: Slide Making, Using Design Templates, Saving and Printing Notes

01:00 pm — 02:00 pm Lunch Break
02:00 pm — 05:00 pm Lab Session (Mr. Sudhakar Mishra, Mr. Rajkumar and Mr. Sandeep)
October 11, 2019 (Friday)
09:15 am — 11:00 am Session — V (Mr. Rajkumar)
11:00 am — 11:15 am Tea Break

11:15 am — 01:00 pm Session — VI (Mr. Sandeep)




Configuring and setting up Audio-Video Systems including (Projectors and mic System); Identifying various connectivity issues with laptop
Video System

01:00 pm — 02:00 pm

Lunch Break

02:00 pm — 04:30 pm

Evaluation Session (Mr. Anil Kumar, Convener-ICT)

04:30 pm — 05:00 pm

Valedictory Session

With regards

Dr. Manoj Saxena
(Coordinator-IQAC)
Associate Professor

Department of Electronics
Deen Dayal Upadhyaya College

University of Delhi

Dwarka Sector-3, New Delhi 110078

Mobile: 09968393104



