MADRAS SCHOOL OF SOCIAL WORK (AUTONOMOUS), EGMORE
CHENNAI -600008
UG DEPARTMENT OF PSYCHOLOGY

SOFT SKILLS III - 2017

(COMPUTING SKILLS LEVEL - 1)

Venue: MSSW 3™ B.S¢ Classroom

Date: 21" to 24th August, 2017

The Department of psychology organized soft skills III for the 2nd Bsc at the MSSW dept

classroom from 21% to 24" of Aungust 2017
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About the Trainers

S. Balakrishnan is a Programmer working in Rajiv Gandhi National Institute of Youth
Development (RGNIYD), Sriperumbudur which is an Institution of National Importance under
the Ministry of Youth Affairs & Sports, Government of India. He has handled the ICT Classes
for P.G. student and Faculty Members of RGNIYD and also National Youth Volunteers. He has
10 years’ experience in Developing Application Software, Designing Websites and Installing and
Maintenance of Servers& Network. He was nominated for a month Training Programme on ICT
at Tokyo by Government of India in the year 2011. He has done many training programmes

related to ICT for the Youth in different parts of the country.

He has done M.C.A and Diploma In Computer Technology in Chennai, Tamil Nadu. He is
certified REDHAT Engineer (Certified by REDHAT, USA) and Ethical Hacker (Certified by

Government of India).
Activities

e Microsoft word

o Shortcut keys

e Features or tools in Microsoft word and how each one functions
e Mail Merge

e How to format paragraph and different type of styles

e Internal Assement was taken on the following by Quiz
e Microsoft Excel

e How to insert tables and insert new rows and columns
e charts

e Different types of charts

e  What are Graphs

e Different types of Graphs

e Internal Assessment was taken on one - on- one basis asking them to do the following
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o Practical Explanation of Windows Movie Maker
o Practical Explanation of CorelDraw and Photoshop
o Concept of Colour

o Concept of Sound

Report
The class was well informed with the basic computer terms with Interactive Session mode.

The first day start with Word Processing and Its operations like setting up page layout,
paragraph, line spacing, creating new style, Mail Merge, Smart Art, Inserting Shapes, Clipart etc
and students were able to gain the knowledge about different function of Word Processing and

Its applications etc.

The second day class start with Database Management System by using Ms-Access
Software. Students were able to gain the knowledge about different types of Database
Software’s, Concept of Database and Its types, uses of Database, Creating Tables and Liking

with Reports etc..Subsequently students were asked to do the report design in Ms-Access.

Some students had already worked on MS-Excel with simple data entry; they were introduced to
additional formulas, data filtration, compare data, pivot tables. chart preparation, linking with

database etc.

The last day classes started with Graphics and Multimedia with demonstration of Photoshop and

Corel Draw software and explained various applications and Functions of its tools.

Assignments were conducted to examine the understanding of the students on the various topics

covered.
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