
RASHTREEYA SIKSHANA SAMITHI TRUST 

R V INSTITUTE OF MANAGEMENT 
CA 17, 26 Main, 36th Cross, 4th T Block, Jayanagar 

Bengaluru. Karnataka 560041 

A Report on Certificate course on IT Skills for 2020-22 batch MBA students 
Venue: Computer Lab 1, Lab 2 and Lab3Duration: 25th January,2021 to 8th April 2021 
And online classes on ZOOM Platform 

Time: 4.00 QIll- 5.30 pm, Number of hours : 40 Semester & Section/: pI Sem/A,B,C al!ld D 
No. of Participants: 170 Event Coordinator: Mr.Na~asubba Reddy 
This course aims to increase student's computer knowledge and skills so as to develop attributes that 
enhance an individual's interactions and job performance. 
The objective of the course is to inculcate potential skills in the students to prepare them to deal with the 
external world in a collaborative manner, take initiative, solve problems, and demonstrate a sound IT 
skill so as to hoid a good impression and positive impact 
Objectives 

~ Demonstrate an advanced knowledge of the Word Processing package, MS Office and a 
knowledge of how to design & create effective and structured documents like technical reports, 
letters, brochures, etc., 

y Demonstrate the skills in the appropriate use of various features of the spread sheet package MS 
Excel and also to create useful spreadsheet applications like tabulated statements, balance sheets, 
statistical charts, business statements, etc. 

y Demonstrate the skills in making an effective presentation with audio and video effects using the 
MS Excel package 

y Draw graphical pictures, flow charts, block diagrams etc. , using the drawing tools available in MS 
Word or MS Power Point and incorporate them into documents and presentations. 

y Demonstrate the basic skills in using Social media, Email and online tools 

MS-WORD 2016 
1. 	 Introduction, Working with Documents,Formatting Documents 
2. Creating Tables,Drawing,Tools 

Module 2: MS Excel 2016 
1. 	 Introduction,Working with Spreadsheets 
2. Formatting Spreadsheets,Working with sheets,Creating Charts 

Module 3 MS Power Point 
1. 	 Introduction,Creating a presentation 
2. 	 Formatting a presentation,Adding Graphics to the presentation 
3. 	 Adding effects to the presentation,Printing Handouts 
4. 	 Generating standalone presentation viewer 

Module 4: Building basic proficiency in using Social media, E-mail and other 
online tools 

1. 	 Creating and updating profiles on various social media platforms Email etiquettes. 
2. 	 Online Tools: Google: Drive, Scholar, Classrooms, Current, Slides, Calendar, Groups., Forms, 

Keeps; Zoom; Microsoft teams etc. 
3. 	 Prezi: Interactive power point slide 
4. 	 Canva- Creating Brochure, Logos, Business Card, Business Presentation, Info graphs. 
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Outcome Achieved/ Attained: 

After successful completion the course the students will be able to: 
COl: Understand and apply various tools and techniques embedded in MS-Word 
C02: Understand and apply various tools and techniques embedded in MS·-excel 
C03: Understand and apply various tools and techniques embedded in PowerPoint 
C04: Understand and apply various online tools for information exchange, collaborative working 
environment and other presentation tools. 

Feedback of students on the course 

Student's feedback on the course, faculty was very good. All students got practical experience in the IT 
Skills - (MS-Word, Basic Excel, MS-Power Point - Prezi-Canva) 

-r-

Director 
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