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To
Q The Principal,
KSRMCE,
Kadapa.

Sub: Permission to Conduct Value Added Course on “MS office for documentation” from
10/04/2023 to 22/04/2023-Req- Reg.

Respected Sir,

The Department of Civil Engineering is planning to offer a Value Added Course on “MS
office for documentation” to B. Tech. students. The course will be conducted from
10/04/2023 to 22/04/2023. In this regard, I kindly request you to grant permission to conduct
the value added course.

Thanking }’/ou, e )/
* b o

Yours faithfully

/ M.C. Ve baiah

(Asst. Professor, CED)
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Cr./KSRMCE/CE/2022-23/ Date: 06/04/2023
Circular
The Department of Civil Engineering is offering a Value Added Course on “MS office for

documentation” from 10/04/2023 to 22/04/2023 to B.Tech students. In this regard, interested
students are requested to register their names for the Value Added Course with following
registration link.

https://docs.google.com/forms/d/e/1 FAIpQLSeD33MrfX]l SkWLcOBI22ffo -
kVeRYxhU2bicEw2YYi9 ExOQ/viewform

For further information contact Course Coordinator.

Course Coordinator:

M.C. Venkata Subbaiah,
Asst. Professor,

Dept. of Civil Engineering,
KSRMCE.

oD
Dept. of Civil Engineering
Cce to:

IQAC-KSRMCE

ST

) /ksrimce.ac.in Follow Us:

L)
e »vi e
R

.4 =1 2 Jksrmceofficial




K.S.R.M. COLLEGE OF ENGINEERING

(UGC-AUTONOMOUS)
Kadapa, Andhra Pradesh, India— 516 003

KSNR

fives on..

Approved by AICTE, New Delhi & Affiliated to JNTUA, Ananthapuramu.

An ISO 14001:2004 & 9001: 2015 Certified Institution

DEPARTMENT OF CIVIL ENGINEERING
List of students registered for Value Added Course On
“MS office for documentation” from 10/04/2023 to 22/04/2023

I\SI:;. Roll Number Name of the student Semester | Branch
1 219Y1A0101 Anagondi Lakshmi Narasimha I\ Civil
) 219Y1A0102 | Bandaru Sai Teja I\ Civil
3 219Y1A0104 | Bukke Mounika 1\ Civil
4 219Y1A0106 | Deringula Shivamani I\ Civil
5 219Y1A0107 | Enarathi Sai Kumar 1\ Civil
6 219Y1A0109 | Gillela Kalyani 1\Y Civil
7 219Y1A0110 | Gunde Siddartha Naidu I\% Civil
8 219Y1AO0111 Jetty Vishnu Vardhan 1\Y Civil
9 219Y1A0112 | Kalisety Sushanth IV Civil
10 219Y1A0115 | Kommaluru Venkata Sujith I\ Civil
11 219Y1A0118 | Kothapalli Amarendranath 1\ Civil
12 219Y1A0126 | Murukuti Madhusudhan Reddy 1\ Civil
13 219Y1A0127 | Nagannagari Yuvaranjani IV Civil
14 219Y1A0130 | Narayana Bhanu Supriya v Civil
15 219Y1A0136 | Pottipati Datta Sai 1\% Civil
16 219Y1A0143 Shaik Khan Mahammad Saif 1A% Civil
17 219Y1A0158 | Vemuri Bhuvaneswari I\ Civil
18 229Y5A0119 | Golla Gunasekhar I\ Civil
19 229Y5A0122 | Gundluru Siddik 1\ Civil
20 229Y5A0123 | Immubaigari Mahammad Sharif 1\ Civil
21 229Y5A0124 | Kambam Sai Kumar 1\Y Civil
22 229Y5A0125 Kethyreddy Varun Kumar Reddy 1\ Civil
23 229Y5A0126 | Kommu Manoj 1\ Civil
24 229Y5A0127 Kummetha Lokesh 1\Y Civil
25 229Y5A0130 | Lankala Sumithra v Civil
26 229Y5A0134 | Marriboina Naveenkumar 1\ Civil
27 229Y5A0135 Meesala Sekhar v Civil
28 229Y5A0136 | Mude Mohan Krishna Naik v Civil
29 229Y5A0137 | Nakkala Akhila I\ Civil
30 229Y5A0140 | Rajendram Jayanthachar I\Y% Civil
31 229Y5A0141 Rayadurgam Mohan I\ Civil
32 229Y5A0145 | Shaik Ali Sikindar 1\ Civil
33 229Y5A0146 Shaik Arif v Civil
34 229Y5A0147 Shaik Mahammad Arif Basha v Civil
@ »/ksrmce.acin - Follow Us: B3 @) % /ksrmceofficial




35 229Y5A0148 | Shaik Malik Basha

36 229Y5A0149 | Sirigiri Sankeerthana

37 229Y5A0150 | Sirisani Revanth

38 229Y5A0151 Syed Zakriya Ahamed

39 229YS5A0155 Uppara Venkatesh

40 229Y5A0157 | Yanabothula Prasannakumar
41 229Y5A0158 | Yanamala Varsha
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Registration for Value Added Course on
"MS office for documentation" From
10/04/2023 to 22/04/2023

= mevs@ksrmee.ac.in (not shared) Swiich account
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&

* Required

Roll Number *

Your answer

Name of the Student *

Your answer

B.Tech Semester *

O 1 Sem
(O 11 SEM
O 1 SEM
O VSEM
O V SEM
O VISEM
O VIISEM
O VIISEM 2




Branch *

O aviL

EEE
MECHANICA
LECE

CSE

Al&ML

OO 0O0O0O0

Email ID *

Y our answer

Clear form

Never submit passwords through Google Forms.

This form was created inside of KSRM College of Engineering. Report Abuse

Google Forms
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Syllabus of Value Added Course

Course Name: MS office for documentation

Course Objectives:

* To create, edit, and format documents effectively using Microsoft Word, including setting
margins, adjusting line spacing, and applying various font and alignment options.

* To become proficient in using essential Word tools, such as templates, the Ribbon interface,
and the Quick Access Toolbar, to streamline their document creation process and enhance
productivity.

» Acquire the skills to incorporate illustrations, images, and graphics into documents, as well
as the ability to customize and format these elements to improve document visual appeal and
communication

@ Course Outcomes: Upon completing the course students will be able to:

* Independently create, format, and edit documents in Microsoft Word, demonstrating mastery
over features such as margins, line spacing, font styles, and text alignment.

e Skilled in utilizing Word's tools and interfaces, including templates, the Ribbon, and the
Quick Access Toolbar, resulting in a more streamlined and efficient document creation
process.

 Integrate illustrations, images, and graphics into documents and apply formatting techniques
to enhance the visual impact of their documents, effectively conveying information to readers.

» Capable of collaborating with others on documents using features like track changes, allowing
for efficient feedback and review cycles while maintaining version control and clarity in
document revisions

Contents:
1. Launch Word
2. Window and Ribbon Features
3. File Tab
4. Templates
5. Window Options
6. Customize Your Ribbon
7. Quick Access Toolbar
8. Non-Printing Characters
9. Practice Document
10. Save a Document
11. Select Text
12. Margins
13. Line Spacing
14. Format a Document
15. Additional Font Options
16. Text Alignment
17. View Modes
18. Spelling and Grammar Checks




19. Page Breaks and Section Breaks
20. Tables

21. Edit a Table

22. Format a Table

23. Print a Document

24. lllustrations Demonstration

25. lllustrations Quick Reference
26. Track Changes Quick Reference
27. Additional Quick References

Textbooks:
1. ML Humphrey “Word for Beginners”, ML Humphrey Publishers, New Yark.
2. Joan Lambert “Microsoft Word 2019 Step by Step™, Microsoft, USA.
3. Guy Hart-Davis “Teach Yourself VISUALLY Word 20197, John Wiley & Sons, INc.,

Indianapolis. IN. .

Reference Books:

1. Peter Schiessl “Microsoft Word 2019 - FIRST VOLUME - Training Book with many Exercises”,
by Lindemann Group Publishers.
Dan Gookin “Microsoft Word 2019 For Dummies”

to

(3]

Linda Foulkes “Learn Microsoft Office 2019™, Packet publishing Limitedy Mumbai, India.
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SCHEDULE
Department of Civil Engineering
Value Added Course
On
“MS office for documentation” from 10/04/2023 to 22/04/2023
Date Timing Resource Person Topic to be covered
10/04/2023 | 4 PM to 6 PM Sri.  P. Rajendra | Launch Word, Window and Ribbon
‘ Kumar Features, File Tab
11/04/2023 | 4 AM to 6 PM Sri.  P.  Rajendra | Templates, Window Options
Kumar Customize Your Ribbon
12/04/2023 | 4 PM to 6 PM Sri.  P.  Rajendra | Templates, Window Options
Kumar Customize Your Ribbon
13/04/2023 | 4 PM to 6 PM Sri.  P. Rajendra | Quick Access Toolbar, Non-Printing
Kumar Characters, Practice Document
14/04/2023 | 4 PM to 6 PM Sri. P. Rajendra | Quick Access Toolbar, Non-Printing
Kumar Characters, Practice Document
15/04/2023 | 2 PM to 6 PM Sri. P. Rajendra | Save a Document, Select Text,
Kumar Margins, Line Spacing
16/04/2023 | 9 PM to 6 PM Sri. P. Rajendra | Format a Document, Additional Font
Kumar Options, Text Alignment, View
Modes
17/04/2023 | 4 PM to 6 PM Sri. M.C. Venkata | Format a Document, Additional Font
Subbaiah Options, Text Alignment, View
Modes
. 18/04/2023 | 4 AM to 6 PM Sri. M.C. Venkata | Spelling and Grammar Checks, Page
Subbaiah Breaks and Section Breaks, Tables
19/04/2023 | 4 PM to 6 PM Sri. M.C. Venkata | Spelling and Grammar Checks, Page
Subbaiah Breaks and Section Breaks, Tables
20/04/2023 | 4 PMto 6 PM Sri. M.C. Venkata | Edit a Table, Format a Table
Subbaiah
21/04/2023 | 4 PMto 6 PM Sri. M.C. Venkata | Print a Document, Illustrations
Subbaiah Demonstration
22/04/2023 | 4 PM to 6 PM Sri. M.C. Venkata | Illustrations Quick Reference, Track
Subbaiah Changes Quick Reference, Additional
Quick References
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Report of
Value Added Course on “MS office for documentation”
From 10/04/2023 to 22/04/2023

Target Group - B. Tech. Students

Details of Participants - 41 Students

Co-coordinator(s) : Sri. M.C. Venkata Subbaiah

Resource Person(s) : Sri. P. Rajendra Kumar and Sri. M.C. Venkata Subbaiah
Organizing Department : Civil Engineering

Venue : CADD Lab, Civil Department

Description:

The Department of Civil Engineering conducted a Value Added Course on “MS office for documentation”
from 10™ April 2023 to 22" April 2023. The course was instructed by Sri. P. Rajendra Kumar and Sri. M.C.
Venkata Subbaiah, Assistant Professor, Civil Engineering and coordinated by Sri. M.C. Venkata Subbaiah,
Assistant Professor, Department Civil Engineering, KSRMCE.

The Microsoft Word Basics course aimed at equipping participants with essential skills in using
Microsoft Word for document creation, formatting, and collaboration. Throughout the course,
participants engaged in a series of interactive sessions that covered topics such as navigating the
Word interface, customizing the Ribbon and Quick Access Toolbar, applying advanced text
‘formatting, incorporating illustrations, and utilizing collaboration features like Track Changes.
Practical exercises and hands-on activities were integrated into each session, allowing participants to

apply their learning in real-time.

By the end of the course, participants demonstrated proficiency in creating well-formatted
documents, effectively using Word's tools, enhancing documents with visuals, and collaborating on
shared projects. The course was met with positive feedback from participants who noted improved
confidence in using Microsoft Word for both personal and professional purposes. The structured
syllabus, hands-on approach, and focus on practical application contributed to the; success of the
course in meeting its objectives and providing participants with valuable skills for' their document-

related tasks.
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