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Participants 

  



Report on one –day NTS Enrichment Programme 

On 

“Microsoft Office as Automation Tool” 

 

Date: 08.01.2022        Venue: Seminar Hall 

 

IQAC has organized a One-day Enrichment Programme for Non-Teaching 

Staff of GTNAC. 

 The programme commenced with prayer song. Dr. M. Muthumari, 

Coordinator-IQAC welcomed the gathering and made a brief outline about the 

programme. Dr. P. Balagurusamy, Principal elaborated on the need and 

importance of MS-Office as a basic tool in office automation and also mentioned 

about the roles of non-teaching staff in maintaining records pertaining to students 

and records related to UGC and the way of documentation.  

Dr. S. Saravanan, Associate Professor of Physics and Co-coordinator, IQAC 

demonstrated about the various facilities available in MS-Word, MS-Excel and  

MS-PowerPoint with selected examples. Further, he clarified some specific doubts 

raised by the participants.  

Dr. D. Srivenidevi, Assistant Professor in History and Criterion – 6 Convener 

proposed the vote of thanks.  

About 42 Non-teaching Staff attended and benefitted from this programme. 

The programme closed with the National Anthem.  
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