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Introduction:

Centre for Internal Quality Assurance aim to ‘Improve Quality internally’. For that purpose
CIQA organizes workshop / seminar / training program on regular basis. With an aim to increase
technical efficiency of non-teaching staff, CIQA organized One Day Training Program on
‘OFFICE AUTOMATION’.

Program started with a welcome & introduction of training program by Dr. Ram Thakar
Director, CIQA. He explained the vision-mission of the CIQA and also elaborated the future
training program scheduled for development of teaching as well as not-teaching staff of the
university. He explained the importance of training in day to day working and focused on need of
SMART work in computer. He also highlighted the impact of SMART work for increasing

personal efficiency in working.

Prof. Madhukar Shewale, Head, Library & Resource Center, emphasizes on availability of
technical sources in LARC. He requested to all should take advantage of the modern technical

facilities available in the Library & in the University too. It will help them to work effectively.

One Day Training Program chief guest Prof. Prakash Deshmukh, Registrar, YCMOU gave the
inaugural speech. He appreciated the concept of organizing training program on ‘OFFICE
AUTOMATION’. He also motivated the participants to attend such training programs as it will
reflect in their day to day office work. He told that learn for yourself and it will benefit to
University as well as to us.

The best part of Training program is the Training was conducted by our CIQA Technical Expert

Shri. Somnath Jadhav. He started training by introducing the main functions of computer and

basics of using computer in day to day office working. He also explain about the SMART use of

computer by explaining the various keys used with Windows and MS office. He also elaborated




increase the efficiency of work. Information Book on short keys for Windows and MS office was

circulated to all participants for guidance and for further hands on.
Hands on training were conducted in Library Computer Lab.

Vote of Thank was given by Mr. Pradeep Ohol by giving thanks to Hon. Registrar, Director

CIQA, Head Library, and Trainer, all individuals who helped for organizing this training program

and to all Participants.

Participant:

IITAARTE AT HERTEE o flemdis, A1Th

e o FITaTE UeTeter FHE=A|IeT WITUTh WIITeTuT sy

"OFFICE AUTOMATION"

HHAR

oh.

At / T

BIE)

qgA™H

o

off. 75 fager 9

HETE AT

st v T ST

FoTarae HET

S, ST HET S

SATEITYAT h&T

oY, 3ffareT qr=ar Hishol

AT STTeleh ohed

. ET HIgd URATEG &

el gfaer a1

st gg R gl | a7 areier

T graeT T

oft, Frereit ey arfed

TG HE T SEHTA Fed

Y. TIRTH Qe areta

HITH g

ot anfores fasarTe 9imes

foret forvmr

Shee. ST A

Tt forvmr

foret formr

e, TR TPer e

G I e

Y. F9TEd g g

TR T | sy

e T GIToTeR e

Aol Fea aRiar e

e feramT HeroTes Sy

AT TR AT T

v feramT HeroTes Sy

e ford  Wigk

o, TR fUerstt g

ey fod  Jisk

gt dll ooy SR

TR T - 1

ot FeramaoT e gt

TS T - 1

AT, ST 379 Srelled

TR T - 1




o, FRHAR FHAEIT WAR

TRIETT T -

oY, THYT ST AT

IR T -

oY, JaTST I WIR

it TTS] AT R

RIS T -

AT, 7T AT TR

e e -

sft. QT AR A

TRIETT T -

T, oTis; sterTeT sy

TRIETT T -

ST, AT ITS] S

RIS T -

s, T e feg o

TRIETT T -

Sff. T[oTTe TR 37fe

LT T - 3

ot gTREg  FHAR™ TErR

TeTT T - 3

TR, 7T o qe

feremefl qoammo &

sft. | TR gEEit

foremeft T@n feram

Tormelt Tar favmr

sft. Yaiy, feg Tiar emer™

fermell sheamor & e oy

o, Tafers eiema 3k, ¥

Tl WYIER o {ordeoT shef

i, Qg Y TRramsit
BEICHES

T WigR o Toreor et

Y. RIS HYTe Sk

T WigR o Toreor et

Tl YR & {odvor shef

T, faem g a9

T 65

off. FAEY e Serg ot

PRIEIE T

Sradt. R g
s

Terd o AR &5

oY, MR AR ol

TNAT o AR 5

o, fg oIk farsamrer A

Ted o ARG &5

ST, AT TG
IGEX:]

HAToR o |13
formeng =T

ot wgHer Zall & e

o o <o ferememg @

ot TS HeeRt STTaTd

ARG ToreT Toremamman

3 oo
Sieft. SiSTett fomig AR

AU F L f=meTman

off. 9T HaRW 5o

ST HRT

ToTg equTeTTe TormmeTan

Srelt, Aferan T 2

SreToTes Gerr fersmT

sff. HRIT VAT TR

TG HT T SEHA Fad

ST, T THRT OISt

A= J 913




FNE HATT

ot Ty ore™ AR

Hoarad HEeH

(AW o
St Tt Yefers qaR

SATEITYAT h&d

ot aioe werg U Tiesor

FTEG 1T T T@HTA T

sft. e AR a1

ey fE=e e

ot AT Ug HT S

Tl YIE o {ordvoT shef

=ft, forfig STed s

ERIEIEG




Banner of the Activity:

Yashwantrao Chavan Maharashtra Open University, Nashik

(NAAC Accredited ‘A’ Grade)

Easy Access

Office Automation MS Shortcut Key

Compiled by
Shri. Somnath Jadhav

Centre for Internal Quality Assurance
Yashwantrao Chavan Maharashtra Open University

Complied by : Somnath Jadhay, CIQA Pagelof6




Geo tagged Photos of Activity:

s

Sawargaon, Maharashtra, India

"

IMSV+83), YOMOU, Sawargaon, Maharashtra 4222
LatN 20" 1'5 5488
Long £ 73" 41' 33.3688"

W1V 1200 PN

Sawargaon, Maharashtra, India

IM3V+831, YOMOU, Sawargaon, Maharashtra 422222, India
LatN 20" 1'55776"

Long £73"41' 33.36"

| IV 1142 AW

Sawargaon, Maharashtra, India

IM3V+83), YOMOU, Suwargaon, Maharashtra 422222, India
LatN 20" 15538

LongE 73" 41/333664"

2611721201 P




Sawargaon, Maharashtra, India : L il

'y

i IMSV+83), YOMOU, Sawargson, Maharashtra 422222, Inda L ahd G831, YOMOU, Sawargaon, Maharashtra 422222, India
‘ 3 ars :

-~ r

Director A o
Center fer Internal Quality Assura ,
Yashwartrao Chavan Maharashtra Open University, Nashik




