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

SOFT SKILLS IV- 2017

(COMPUTING SKILLS LEVEL - II)

Venue:  MSSW 3rd Year BSC Classroom
Date: 12th December, Tuesday to 15th December Thursday, 2017

The Department of psychology organized soft skills IV for the 2nd Bsc at the MSSW dept
claaroom 12th to 15th, December, 2017

Trainer Profile

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 Engincer (Certified by REDHAT, USA) and Ethical Hacker (Certified by

Government of India).
Programme Report

The Soft Skills programme commenced on 12/12/2017 at Madras School of Social Work with

brief Introduction of objective of the course for the II year B.Sc Psychology students.
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Ms- Power Point

e Practical Explanation about following operations in Power Point
o Creating Slide
o Inserting Text
o Aligning objects
o Inserting Clip art images
o Inserting Audio and Video
o Explained about Transition
o Explained about Animation
o Explained about Slid master
o A brief Introduction to Graphics and Multimedia
o Variation of 2D and 3D
o Types of Graphics & Multimedia Software’s



Topic Handled

Topic

Word Processing

Practical Explanation about following Operations in Word Processing
o Paragraph
o Alignment
o Bullet and Numbering
o Create New Style
o Header and Footer
o Page Number
o Print Out
o Password
o Sort
o Shapes
o Clipart
o SmartArt
Mail Merge
Hyperlink
Paste options
Cross Reference

Insert Foot Notes

Review Tab (Spell check, word count, comments)
Track Changes
Bibliography



Data Management

e Introduction to Data Management
e Types of Data type
e Entity
e Create Table
e Query Design
e Report Design
e Import Options in MS-access
e Introduction to SQL Queries
e Types of Database Management System Software’s

e Brief about Frontend and Backend process

e Spreadsheets
o Basics of Spreadsheets
o Meaning of Cell and Its Operations
o Explained about Formulas
o Explained about Preparation of Charts
o Preparation of Students Marks
o Pivot Table
o Data Filtering Operations

o Page setup
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