Three-Day “Computer Training Program” for Non-Teaching Staff

Date(s) of the Event:

8th May, 2025 to 10th May, 2025
Time: 3:00 PM — 4:30 PM
Venue: Room No. 92 & Central Computer Lab, Research Building

Organizing Department:

Internal Quality Assurance Cell (IQAC) and Department of Computer
Science, St. Xavier’s College, Ranchi

Report Prepared by: Dr. Kamaldeep (Program Co-ordinator, Asst. Professor, Dept.
of Computer Science)

Objectives:

The primary objective of this training program was to enhance the digital
literacy of the non-teaching staff. The sessions aimed to introduce
foundational computer concepts, improve operational efficiency with essential
software tools like MS Word, Excel, and PowerPoint, and raise awareness
about cyber safety and online utilities.

Outcomes:
o Improved familiarity with computer hardware and software components.

« Basic proficiency in using MS Office applications for daily administrative
tasks.

« Awareness of cybersecurity threats and preventive measures.
« Hands-on practice to reinforce theoretical knowledge.

Number of Participants:

Participants: 77 non-teaching staff of the college.

Faculty Involved:

Name Department

Dr. Kamaldeep Dept. of Computer Science, St. Xavier’s College,
Ranchi

Mr. Surya Narayan | Dept. of Computer Science, St. Xavier’s College,

Prasad Ranchi

Dr. Supriya Gupta Dept. of Computer Science, St. Xavier’s College,
Ranchi

Dr. Rakesh Raja Dept. of Computer Science, St. Xavier’s College,
Ranchi
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Mr. Ritesh Kumar Dept. of Computer Science, St. Xavier’s College,
Ranchi

Mr. Gurpreet Singh | Dept. of Computer Science, St. Xavier’s College,
Ranchi

Any Special Guests/Resource Persons Involved:
o Dr. Fr. Robert Pradeep Kujur, S.J. (Principal)
o Dr. Fr. Ajay Minj, S.J. (Vice-Principal)
o Dr. Swarar Chaudhuri (In-Charge, Dept. of Computer Science)
« Dr. N. Venkat Appa Rao (Associate Professor, Dept. of Zoology)
e Dr. Shiv Kumar (IQAC Coordinator)
o Dr. Sanjay Sinha (Dean- Students Welfare)
o Dr. Kamaldeep (Program Co-ordinator)
o Prof. Surya Narayan Prasad
« Dr. Rakesh Raja
o Prof. Gurpreet Singh

o All Faculty Members of the Department of Computer Science (for hands-on

sessions)
Notice
Computer Training Program
For Non-Teaching Staff
'.- 8 - 10" May, 2025 (3-Days)
b
Venue- Room No-492 (3" Floor)/Central Computer Lab, Rescarch Building, SX¢
Fimre- 3:00-4:30 pm
Organized by IQAC and Department of Computer Science
St. Xavier's College (Autonomous), Ranchi
[ s
About the Program

A three-day Training program on Basic Computer Skills for Non-Teaching Staff was
organised by IQAC (Internal Quality Assurance Cell) and Department of Computer
Science, St. Xavier’s College (Autonomous), Ranchi form 08" May- 10 May, 2025.
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Principal Dr. Fr. Robert Pradeep Kujur, S.J. said that it is a significant step towards
enhancing the non-teaching staff’s digital literacy and administrative efficiency. He
emphasised that sensitizing the staff through these kinds of programs will increase
their knowledge and make them technically sound. Dr. Swarat Chaudhuri (In- Charge,
Dept. of Computer Science) said that such hands-on training experience will improve
understanding of concepts, ensuring better management of database of students and
teachers. Grade III & IV non-teaching staff of the college actively took part in the
programme and they also showed their interest for the purpose considering need of
computer application and online based office activities.

Program Co-ordinator Dr. Kamaldeep, Asst. Professor, Dept. of Computer Science
said that this workshop was designed to empower the participants with essential digital
tools to streamline daily operations and improve productivity. Dr. Shiv Kumar-IQAC
coordinator, emphasized on the importance of computer knowledge in day to day ad-
ministrative work. He also informed the participants that this type of programme will
be orgainsed at regular intervals for the Non-teaching staff. During the session, par-
ticipants received hands-on training in key areas such as Computer Basics, Operating
Systems and Network Security, MS Office applications (Word, Excel, PowerPoint),
Email communication, internet usage, Online Services, File management, and basic
troubleshooting techniques. The interactive and Hands-on sessions allowed attendees
to practice real-world applications, ensuring that they gained practical knowledge and
confidence in using computers for various administrative tasks.

The Computer Training Program saw enthusiastic participation from the non-
teaching staff, who actively engaged in discussions, practical exercises, and
problem-solving activities. Personalized guidance was provided ensuring that each
participant could understand and apply the concepts effectively. By the end of the
session, attendees reported a significant improvement in their ability to handle
digital tools, making their work processes more efficient and organized. This
initiative aligns with the college’s commitment to continuous professional
development and digital empowerment. The success of this workshop highlights the
importance of equipping all members of the non-teaching staff with necessary
technological skills, ultimately contributing to the smooth and efficient functioning
of the institution.
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Detailed Program Schedule

St. Xavier’s College, Ranchi

uter Training Program” for Non-Teaching Staff

o (08.05.2025 to 10.05.2025) iy

Time: 3 pm -4:30 pm Venue: Room No. 92 & Computer Center Lab, Research Building
Conducted by IQAC and Dept. of Computer Science

Detailed Program Schedule

Three-Day “Comy

| Module | Dr. Rukesh Raja (3%

Computer Basics Introduction to Computer, Basic Operations of Computer, Features
of Computer, Application of Computer, Components of Computer,
Hardware Component, Software Component, Classification of
Computer, Input Device, Types of Input Device, Output Device,
Types of Output Device, Parts of CPU, Processor Manufacturer,
Types of Output, Memory and Storage, Types of Memory, Types of
tor e Si of Software.

Elementary cxplanation of Android and Windows Operating
systems, Efficient utilization of Windows based computers, Error

handling and recovery principles of Operating systems,
Unders
!

Network Security

“MS Word, Email and 12, Working with a‘es, Mail Merg, cras
Online Services Email Basics, Sending an Email, Spam Trash, CCand BCC
concept, Creating Google Forms, Organizing Google Meet, Using
Gemi

Basics of MS Excel, Forma

Footer, Freeze Pares, Cell Re
Funetions
Basics of PowerPoint, Views, Inserting Image, Shape, Hyperlink,

Slide Orientations, Applying Transition and Animation, Timing the
Presentation, Inserting Multimedi;

g a Cell, Merge & Wrap, Header and
erences, Working with Formulas and

MS Word, MS Excel and MS PowerPoint

(Dr. Kamaldeep)

(Dr. Shiv Kumar)

Program Coordinator IQAC Coordinator, :
Asst, Professor, St. Xavier's College, Ranchi
~ Dept. of Computer Science,
N St Xavier's College, Ranchi
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Acknowledgments:

A valedictory function was conducted on 10" May, 2025 from 4:30 pm to 5:30 pm.
Principal Dr. Fr. Robert Pradeep Kujur, S.J., expressed his heartfelt appreciation to
the IQAC and the Department of Computer Science for their dedicated efforts in or-
ganizing and executing the training program. Vice- Principal Dr. Fr. Ajay Minj, S.J.
assured for conducting more such training sessions in future to enhance the knowledge
of staff members. Dr. Fr. Prabhat Kennedy Soreng, S.J, Registrar, extended his con-
gratulations to the resource persons for delivering an informative and engaging ses-
sion. He also commended the enthusiastic participation of the non-teaching staff mem-
bers.

Participant Feedback: Participants of the training program found the sessions highly
beneficial and relevant to their roles within the college. They appreciated the practical
approach, which enabled them to enhance their Computer Basics skills for more effi-
cient day-to-day tasks. Many expressed their gratitude for the opportunity to improve
their digital literacy. Participants also filled an online feedback form at the end of the

program. The link for the feedback form was
https://forms.ele/Bo4GF96XwpbDgCaH6 . The link of the feedback collected from
the participants 1S https://docs.google.com/spread-

sheets/d/11rG6x 13UM2Hc9f8bOnK 89K EinW8PPQA /edit?usp=shar-
ing&ouid=115382274719249558406&rtpof=true&sd=true

Conclusion: The three-day Computer Training Program program for non-teaching
staff, organized by IQAC and Department of Computer Science was a resounding
success. It not only contributed to the skill development of the participants but also
reflected the college's commitment to promoting digital literacy among its staff
members. The event received praise from both the college's Principal and Vice-
Principal and Registrar, affirming its value and impact. We look forward to organize
more such programs in the future to empower our staff and ensure the continued
growth and success of St. Xavier’s College, Ranchi.
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Certificates Link

During the valedictory session certificates were distribute by the Principal, Vice-
Principal, Registrar, Dean- Students Welfare and IQAC Co-ordinator.

The link of the certificates ditsributed is as follows:

https://drive.google.com/file/d/1 DPirgNlgtb Ltk X6 WQTx THIiPf1 API1Zel/view?usp=
sharing
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Photographs:
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2. Class Room Session:
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Hands-On Session
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Valedictory Function

{58 oP= Map camera

Ranchi, Jharkhand, India
S988g+whb, Dr Camil Bulcke Path, Pathalkudwa,
Nayatoli, Ranchi, Jharkhand 834001, India

Lat 23 .3¢€ I66° Long 85 226832334°

10/05/2025 04:06 PM GMT +05:20

—— P
T st

Ranchi, Jharkhand, India
988g+wh5b, Dr Camil Bulcke Path, Pathalkudwa,
MNayatoli, Ranchi, Jharkhand 834001, India

Lat 23.367369"° Long 85.32634°
10/05/2025 04:08 PM GMT +05:30

Ranchi, Jharkhand, India

988g+whb, Dr Camil Bulcke Path, Pathalkudwa,

MNayatoli, Ranchi, Jharkhand 834001, India
Lat 22.236737° Long 85 326339°
10/05/2025 04:11 PM GMT +05:30

Page 27 of 33



ih'MT TiLL
BELL GO£-§_|

[l
ﬂ GPS Map Camera

Quadrangle, St. Xaviers College Main Building, Purulia
Rd, Pathalkudwa, Nayatoli, Ranchi, Jharkhand 834001,
India

Lat 23.368014° Long 85.326054”

10/05/2025 04:28 PM GMT +05:30

T 3 o

Page 28 of 33




Media Coverage:

Qv Hawr

T, Y 09 7, 2025

m

diF feaeiia dwgee ufdieror dRissH @I IRY

Zia siftrerd ictst
YIHH | T

Ty A wew, o A
TR W o W
faam % HEE qeEeE H
e e % fr
i fom o e
FFE H I B
4 80 fnw 0 T

W EER AR E A

FA AT 3 Fﬁﬁﬁﬁ
5 Ty o Fogen A,
W e uﬂwaﬁg =‘v

Fiwn # e s
B SR R w e
woEm 4 = g
wm & 4w e
TR ST 8. T W %
W TR W FA WS
T AAF HEF 2,

TTOTETTT Y : FAE
THIF B FHEEH J
f & A 7 e @ 3
nﬁmm%w;;:ﬁa‘mhﬁﬁ
i H A
At frew, TS
Pl woum a2, g,
T T @ A
WA WO FEE W

mﬁa#ﬁwa’?qﬁaﬂwm
HR . wEE F o
AW T M-y . ERT
g fi=, Fop we
fam % Femmesy @ @@
o, i T
fim Fom, Swes] 4
fon, &1 9w ¥ T, W

HFHT“PJUT e, =1 f
=, T T, W, mﬂ?ﬁﬁ;

A T L e 0, ok e
@ lgﬁ_%zfllﬁl eicht, eppmare, 931'52025

IadAfaTaH BIATHA
h I Uulre1or =

=i, a4 Sarearar| S
s f P 31 Forans ret

==
=TI

m@rﬁuﬁﬁ

i

fore

TTAT B =T TEETH OSi

Dxal 21 U9 A A9 agoiA B
Taamas o= 1971 39

HIPIR DI g=dig cara |

A= 11-05-2025

UTSTRTUT ShTeich | HU=

ﬂiﬂtmé’rhwﬁaﬂﬁﬁuﬁt
H amdrE oY SR SR
M F g duEe § AT = aEeRl q s
wfas & TeEpr R F B go uftvem sRERG W e
IR FIHE R =Y & T
It & WA wEL = wo
WES T | R B
B el FR S TR

Page 29 of 33

Eﬂﬁ

TEETaE 2

T g U
i, mnm =52,

UrRITE = o e =
R

e
ER

U H S Wad, TETERS,
L= o R o e (= e e e 1



G TR oazaliot o come. e 2020 | 10
db<iipl gorA s 8T A

S eTEITSIE931 : Rl

| sz wras |

11?& ﬁ'&ﬁtmﬂlmw

=37 ¥ =rY BT SICAETESH & | ShieTsT

HWH-=Eh =1 ehHeT=ly -1 a1 26 a1
ﬁqwﬁaasvuﬁwmmtr
'a:ﬁh:‘r::\'wma‘itfnf‘smm

SR &1 712 | UfST2707 U shaT=ret
AT SRS ATl =Rl HHTeTTA faw |
=, I =7 FaT 99rg s6=1

= =L a1 H 9991 141 20 | s

o, ar fraer, U e IafE=ra =1

e

epaper.ranchiexpress.com

et He Sferrd Foror o F s i wepe T
Wmmmuﬁmﬁmﬁﬁmmﬁtm
e srvge wforero srreisee 1 T femis: 10/05/25 1
T Fe & TTEE EReE W62 Y9 e, TS T AEhE
T ST g, [ S T I B A A
F T B STEYAE ¥ HeTs B S W WA 9 H
FFHETE * W 43§ A T e sEEn T 2
FrErEr T warn e A B O =9 o ufeer s o
== = =1 2 T o gfvgm fem o fra afos wie
FHG, A fren ud Jeas HadiiE], va oy 92 e
UE FfAeES wiEa Ay uHue @, giardiEs, Uaae et
=7 i FwT € W A A B 5% e FOE 5
e H fAgur a-rm e afs wfass § sscfis agaa &
SR FH T T | FEFN 3 Flers) WO T s
Ul & wra SR f fam w99 o Sv-urar =
HIST STeT Fre s, v, <ForTT =, TR W S e,
Wnﬁnfﬂﬂmamﬁﬁm%ﬁqﬂm
m = wHCNM, FEEEHT wH=Ew 3 f'm
FOW, = T o, W T umE, = gien
TR, T T, . TR R, Y. e fe anfe e o

Page 30 of 33



X
2R s |4
A, 11 98 2025

dqHTE ddHIDI

T H UMb

aqﬁaiﬁnaamaﬁ Inam‘

SAFRYT Halear, Il - Ha st Frers
T SR Y T W A
F dga TAW 9 wmeS % e
=l % o = feaea weget ae
WWWE"%IWWW
W TEE_ UG FeR UGS H GHIH
FEFT ¥ wE F adom T g
o drhsEe S 6 3al B SiEsas
£ S F EAA TIE W A A F
FAFEF ® e 4 § Fge g gl
TR T 51 BHEA 5 A
o= o 9% = @ afEam FwEEs |
FIAS HHAl B Fe T W A fTU
T, f5ad sfos oE FEET, ATHRE
faen ua Jeas faEERE, oHuE o,
S ud g d@idd de uHuE o
TERERE, USRS Hedl W S ol
I W | WEAGIE wAE T
afgen | 9FEHF FEaE F  EER

W#Wﬁlmaw@ow

T T T | TEHT H Fiera oF U
T fETeTRT A o " WietEee
o foar T 99 W IY-weEE SO
fram & Taurmegw =1 wId =iEd,
mmmﬂrmmﬂwm
ggaaF 2l g FER, Sugsseg =
dgem fower W gEEMETT wwE, S1

T, aaw 11 WE, 2025

m@rﬁaﬁﬁmmwdmm

7§ WHE a1 & fow 2
T AT 8| FEHH
Toag% 3 FHGRN 7 A
T 39 W07 T § e
i F afE AHE FEX,
Iifer fem w Ao
ffdl, wom &%, i
U IR ofdE, e,
U 3 i SR & T

Page 31 of 33



Zozs |

e
fr

ﬁ;mmm%

= Sk e ==y 21 SIcaiaTa=6

SRR, SIS AT ST =T
or=r === =T ==
ﬁ=r=='r Srfer =rofeerer =Y.

2R IR
W, 11 98 2025

ﬁmmﬁmwmm
| T T oTeAe TS W o S R
STFE® ® w1 @A o g g el
FIAFHT T = BHEAET o =ar 5
= 5= 9% 9 =9 ufEa wrEsEs o
FIA S B kBl e T O uivisv fTg
g, ﬁmﬁaﬁﬁsmw ﬂmﬁ%ﬂ
e ud sEEEA ﬁf:ﬁ? U tr.'%.
TEREEE, UFEE Gedl W SR ol
Tﬁaﬁ?aﬁnﬁqﬁﬁﬁ?mwaﬂ
ot o nwfﬁma?——imﬁ-' :-H'm't

W#‘mﬁmﬁlwﬁawﬂ ® SFROT

= T T | THERS o Fers oF Ol
T fETaTRTR SR AT afiefree
o1 fezr @) =5 Uy Fg-urEE 21
fgam % foarmeay =i FeId =igd,
FEAPT HEIAF S HHEL, ST
Uo=aF =l TE FER, Suassd =L
e fewern, WL gEAmE AwrE, =L

Page 32 of 33



@ feogzars um.qm.mzozs
ddofqripida
'qsquéleiﬂlglw

Tl affa Wargemr| §d

e epferet H o v

%Waﬁqﬁm;{%m Wﬁlm

A TP 3 TE AN | g e
e o e o . SRS fecioy %ﬁwmﬂ%
e 3 : \

ﬁ%:ammwumimmmm:?mﬁ TR AT TR | 3 g o
e gt v e 1 T R 10/05/25 T i 1 A A e M & TRER & 39 el B
T FoA F WA e 052 Y4 FuY, TS 7 AN mmumamwml AR ) T 5 31
e Rl QO o T T U e AR | o 0 e o O O
F T BF AEEE £ FR F FAE WE W E T F il S ol
mmmﬁ%?%mglmmi fep wfreqon I P B | RS 1 I
e 3 : oo
o 1 o 1 3 P e A ity T 9 e, e mﬁmﬂﬁﬂw
g, SN e T e e, o v g et T e e, .
e 1 ST & ST A R 3 iR O 5 o ; Q‘TERQT"E fore e foome 1 3k
ey # o a=rn v o e § sl aeas & EITIIIIE{\TGE? ec, WOR SR |
ST T T | T 6 e % v o e T S |

FUAT % A wfefrwRe | fem w9 wsy-yEnt =
TR ST ST S, Wt | TR S Wy e A,
T, R SR T e 3w e, Fwn
Ho=EEs 3w, mazmﬂ oo=gE 8 e
FEA, 2 T o, W, TR T, = gien
T, T, . e e, 0 it o anfz e o

Page 33 of 33




