S.T.S.N. Govt. Degree College

KADIRI - 515591
Sri Sathya Sai Dist., A.P.

Affiliated to Sri Krishnadevaraya University, Ananthapuramu.

DA oS0 edd

LIST OF MENTORS AND MENTEES FOR TWO MONTHS INTERNSHIIP

Admitted Year: 2021-22 IV- Semester - 2022-23

Academic Year: 2022-23

S.NO NAME OF THE MENTOR GROUP NUMBER OF STUDENTS

1 P.GuruPratapReddy BZC 40
JL.V.Ramana

2 | p.Hazivali MPCS 21
AH tha R

1 anumantha Rao 20
I.Dasaratha Ramaiah 75

* | pr.p.AdiNarayana CZPMPT 16

5 K.SundarMohanReddy 13
B.LalithaBai THP
P.Chandra

6 HEP 36
K. HariKrishna

7 P.Noorjahan UHP 15
Dr.K.Chandra

g | S.MD.Ali B.COM(C.A) 83
Dr.P.M.SivaPrakash
N.Puspalatha
M.RaviNaik

9 B.COM|General) 28
K.Ashok

Total 292
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List of students: Participated in 2 Months Short Term Internship — IV Sem — B.Sc 2022-23

Programme name

Program Code

List of students undertaking project work / field
work / internship

I B.Sc (BZC) 30540 ANKIREDDIPALLI SIVA PRASAD
I B.Sc (BZC) 30540 BADISEM SIMHADRI

I B.Sc (BZC) 30540 BASINENI MOULIKA

I B.Sc (BZC) 30540 BUDAGALA VENU

I B.Sc (BZC) 30540 DHANAVATH ANU

I B.Sc (BZC) 30540 JADENI SIRISHA

I B.Sc (BZC) 30540 JERRIPOTHULA HARISH

I B.Sc (BZC) 30540 KATHULURI SIVA PRASAD

I B.Sc (BZC) 30540 KOTLAGASTHI SOFIYA

I B.Sc (BZC) 30540 MADARAPU TEJA VARDHAN
I B.Sc (BZC) 30540 MADDIMANU CHARAN

I B.Sc (BZC) 30540 MAMILLA SHOBARANI

I B.Sc (BZC) 30540 MAVITI ANIL KUMAR

I B.Sc (BZC) 30540 NADENDLA NAZUMA

I B.Sc (BZC) 30540 NALLE KEERTHI

I B.Sc (BZC) 30540 POOLAKUNTA NAGAMANI

I B.Sc (BZC) 30540 PULAKUNTA BHAGYASREE
I B.Sc (BZC) 30540 R GANGADHAR NAIK

I B.Sc (BZC) 30540 SEERAM MARUTHI

I B.Sc (BZC) 30540 SHAIK HEENA ARSHIYA

I B.Sc (BZC) 30540 SHAIK JAHEDA

I B.Sc (BZC) 30540 SHAIK KATTUBADI AFRIN

I B.Sc (BZC) 30540 SHAIK SAMEENA

I B.Sc (BZC) 30540 SHAIK SIDDIK

I B.Sc (BZC) 30540 SHAIK TASLEEMA

I B.Sc (BZC) 30540 S MAHAMMAD SABEER BASHA
I B.Sc (BZC) 30540 TALARI JYOTHI

I B.Sc (BZC) 30540 THAMMISETTY GANASUDHA
I B.Sc (BZC) 30540 VARAKULA MANIKANTA

I B.Sc (BZC) 30540 V PURUSHOTHAM

I B.Sc (BZC) 30540 YANUMALA ANUSHA
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Department of... A, | EM L R i o

Submitted by:

Name of the Student .H..r:f)...- ,ﬁ.id:ﬂi}:ﬁ.; .....................................
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Student’s Declaration

e e e

LS. Siddin a student of JL Q.tc¢ fﬂlﬂ]
Program, Reg, No. ZluwoSoucousz  ofthe Department

Df_L]:amLm;ﬂ_Enl]ege do hereby declare that | have completed
the mandatory internship from i=/oFlanto i = cq—200in

Svrns Inctipte bodive . (Name of  the intern

organization) under the Faculty Guideship of

(Name of the Faculty Guide), Department of

!_E.mié:‘md S TEN GO0 F—m—"i’ﬁrame of the College)

_c.ci=di
(Signature and Date)
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Official Certification

This is to certify that__ S, &tddik [Name
of the student) Reg. No. Liupoosougoiss completed his/her

Internship Ln_ﬂwﬂg_]ftﬂd&[ﬂame of the Intern
Organization) on { Lmputey Llenlg

(Title of the Internship) under my

supervision as a part of partial fulfillment of the requirement for the
Degree of B.sc(Bachulay ot Eiﬂﬁﬁ] the Department of

me.ﬂaﬁ_,ﬂmhnﬂ;ngﬁuﬂfﬁﬁme of the College).

This is accepted for evaluation.

Endorsemenis

Head of the Departmem!

Principal

=———_F__‘——’-—_—_=_
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Certificate from Intern Organization

This is to certify that S . Siddik [(Name of the
intern] Reg. Noauroosougoudof € T.5-M &0C (Name of
the College) underwent internship in _S\WMS Tryctitude

(Name of the Intern Organization) from_15-0C3 - 2033 to

2~59 —asuathe overall performance of the intern during his/her

i
internship is found to be _Setistnc j:ru (Satisfactory/Not
Satisfactory).

]
Authorized Signatory with Date

———rr
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Chapter-I
EXECUTIVE SUMMARY

Computer Praficiency is an inevitable parl of education. The course is aiming to equip all

the Arts, Science, and commerce aspiranis to have basic skills as well as hands on
experience on word processing, for creating excel spreadsheets, for building databases and
preparing presentations, through the use of Microsoft Office Word, Excel, and PowerPoint

programs After successful completion of the internship, the student will be able to

understand the following.
Objectives:
¥ To pive basic information about the computer system,

# To give knowledge about computer hardware and computer software,

L

To Familiarize students with the use of MS Windows, Internet and E-mail. |
¥ To familiarize students with the use of MS Office-MS Word, MS Excel & M5 !

PowerPoint,

Learning Outcomes:
¢ Tounderstand the hasics of computers
¥ Learned about MS Office, Typing, and Excel
¥ To enrich the practical knowledge of computers
+  Learned about Internet, E-Mail and Power Point
v Learned Navlgate and perform common tasks in Word, such as opening, viewing,
editing, saving, and printing documents, and configuring the application,

¥ To know the Format text and paragraphs in computers
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Microsoft word is an important education application, It is important to Process raw
facts into meaningful information. Microsoft word can benefits teachers and students to
create new innovative methods of learning and teaching. Microsoft word and Microsolt
office suite for students help to transmit educational materlals and practice systematically
in school and university faster with higher quality. In which students can use Microsoft
word templates to teach complex fundamental into simple methods. In traditional
education method, students write and practice school leaving certificate on notebooks. But
in future students need to print the letter or all the departments will be becoming digital. In
that time you can't imagine the applications are received by a handwritten letter on
physical paper,

Microsoft Office is a family of server software, and services developed by Microsoft for
various purposes, Microsoft Office is a suite of desktop productivity applications that is
designed specifically to be wused for office or business use, | learned how
Microsoft word and MS Office etc. application can be used and utilized by students to faster
the process of receiving and giving information. And to achieve this purposes around the
world school and colleges. [ believe Microsoft Word is an important application that can
improve and maximize practical education practices in schools and colleges. | learned
many computer basics for getting Government and private jobs. Every day | went into the
Global Computer Centre, Kadiri for second internship for getting degree. This Institute has
given good training for M5 Office and other basic computer knowledge. | also attended
regular classes and note down the notes and did practical experience. [ used desktop for
practical experience. 1 really appreciate the government for giving this wonderful

opportunicy.
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Global IT Solutions [GITS) is an [SO 9005:2015 certified institute, it was registered under
MSME and maintained under Zareen Educational and Welfare Soclety. It was established in

2005.

Objectives:

-

'\-I'

L

o

Chapter-1I

OVERVIEW OF THE ORGANISATION

Our Objective therefore is to create an atmosphere of values that foster a
comprehensive approach to the growth of students that will generate not only

integrity but also give back to society their skills and create a world of equal

appartunites to all,

To provide participants with the opportunity to gain accredited, marketable work
skills which in turn can lead to employment opportunities,

To develop confidence and self-esteem by helping participants to become involved

in Computer Training !

Ta eliminate the perception that Computer technology is passing people by and to
increase the general awareness of the possibilities offered by Computer Training

Ta develop role models within communities this can promote the benefits of
Computer Training

Strengthen the development of associated learning center as a proactive role model
for high quality and learner centric computer literacy program.

To improve standards of computer education in the rural area people.
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" # Our mission studied their theme properly and decided te provide better higher

technical education in computer skills,

Mission:

GITS has been absorbing and accommodating leastwise numbers from Class [ to Class X,
Intermediate, Degree, PG, Engincering/Medical students and imparting valued computer
know-how and updated operational training, making each of them a product of any
necessities that would develop on their needs, either to serve as a Government servant or
to earn for their livelihood etc. The Organization Mission provides every student with a
platform to refine his/ her skills and make a mark in the computer literate world. To
sharpen student skills and male them as masters in new technologies. The mission is
“Bringing People and Computers together suecessfully” and to meet the augmenting needs

of the Government and Private Sector

Vision &Goal:
* To cultivate IT Culture among different section of people. Epg, Shudents,
: employees, entrepreneurs ete.

¥ To provide quality IT education and Training to the downtrodden people.

¥ Provides a clear job/project description for the work experience.
¥ Orients the student to the organization, its culture and proposed work assignments.
+ Helps the student develop and achieve learning goals.

« Offers regular feedback to the student intern.

GITS looks forward to being a recognized Model Private Computer Training Institute in the

state in meeting the prevailing needs of technical man power through quality, efficient and
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resourceful training. Motto / Goal the MOTTO of *STRIVE FOR EXCELLENCE" adopted by
the institute truly stands testimony to the commitment, enlightened vision and foresight
exclude by the management of Glebal 1T Solutions in a attempl to establish jtsell as a
institute for excellence, a name to reckon with in future. ILis said “A FOCUSED MIND I5 THE
SOURCE OF ALL POWER™ and noting epitomizes it better than the philosophy of GLOBAL IT
SOLUTIONS. Career and future of the student depends on their academic performance. Dur
aim is to provide conceptual and in-depth training to male their base strong as well as
scoring good marks which helps them to get admission in good college, We want to grow in
terms af quality and then quantity.

Student Success is our Achievement:

We aim to provide a user friendly environment to our students with latest hardware and
software technologies. Students are provided with flexible practical timings as per the
convenience. At GITS, each student is given a special attention and importance. Our aim is
to provide best education so that a student can have bright career in IT feld.

Working Environment:

The institute provides good environment to learn technology to the students.
Working in a real-world environment will help you understand the depths of your field and
will help you determine whether it is a career you wish to pursue in the future. An
internship will help you Jearn about your capabilities and ultimately encourage you to have
a greater understanding of your strengths and weaknesses. It ean be a challenging
experience at times. Still, the benefits you gain from being pushed out of your comfort zone
will help you tremendously in the future when you are presented with a difficult task or

situation,
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[ CHAPTETR-3

INTERNSHIP ON

I A SKILL DEVELOPMENT COURSE IN COMPUTERS:
M5 OFFICE
| The National Education Policy (NEP) 2020 makes internships mandatory and calls

for research as a requirement for graduation in all domains, specifically for the four-year
undergraduate programmers’, Herice, the UGC has issued guidelines instructing educational
institutions how to go about this. The Govt. of Andhra Pradesh, Higher Education
Department has introduced Skill and Skill Development courses along with three
mandatory Internships during their graduation. The Andhra Pradesh state council of
Higher education has given the instructions te all the colleges and universities. Hence, the
internship is mandatory for degree students. The Commissioner of the Collegiate Education

and Concerned universities are the implementing authorities, Here I am going to explain

the internship, working conditions, work schedule, what equipment used for internship
and how | have successfully completed the tasks given by the mentors, and what kind of

skills acquired etc are discussing in this chapter.
Need for basics of Computers:

Basic computer knowledge is about how computers work and how to use them. This may
include typing, learning keyboard commands, powering a computer on and off, knowing
how to connect and disconnect the Internet o a computer. It ean help you understand
different operating systems and application software. Whether you are a college graduate,

salesperson, marketer, copywriter, teacher or working professional, you are required to
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know the computer basics. Having basic computer knowledge makes it easier to complete

||
.J
II

everyday tasks and increase workplace productivity,
Internship and Its Importance:

An internship is a period of work experience offered by an organization for a limited
period of time. Once confined to graduates, internship is used practice for a wide range of

placements in businesses, non-profit organizations and government agencies, They are

typically undertaken by students and graduates locking to gain relevant skills and
experience in a particular field. The students will get benefit from these placements
because they often recruit employees from their best interns, who have known capabilities,
thus saving time and money in the long run. Internships for professional careers are similar
in some ways. Similar to internships, apprenticeships transition students from vocational

school into the workforce. Interns may be college students, and university students, or

post-praduate adults.

It addition, an internship can be used to build a professional network that can assist
with letters of recommendation or lead to future employment opportunities. The benefit of
bringing an Intern into full-time employment is that they are already familiar with the

company, therefore needing little to no training. Internships provide current coliege

e kil P EE AR TV FL B ST ST A F L U e S e Y T e e —

students with the ahility to participate in a field of their choice to receive hands-on learning

about a particular future career, preparing them for Full-time work following graduation.

Companies in search of interns often find and place students in mostly unpaid
internships, for a fee. These companies charge students to assist with research, promising

to refund the fee if no internship is found, The programs vary and aim to provide internship
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3 placements at reputable companies. Seme compantes may also provide controlled housing

3 in a new city, mentorship, support, networking, weekend activitics or academic

? credit. Some programs offer extra add-ons such as language classes, networking events,

3 local excursions, and other academic options.

y Some companies specifically fund scholarships and grants for low-income

¥

applicants. Critics of internships criticize the practice of requiring certain college credits to
be obtained only through unpald internships. Paying for academic credits is a way to
ensure students complete the duration of the internship, since they can be held accountable
by their academic institution, For example, a student may be awarded academic credit only

after their university receives a positive review from the intern's supervisor at the

SponSOring organization.

Intern Responsibilities:
¥ Fulfilling tasks set out by supervisors from several departments.

v Attending meetings and taking minutes.
¥ Performing research at a supervisor's request.
¥ Updating social media platforms and writing copy for posts,

¥ Creating images for social media posts.

Equipment Used:

Computer hardware includes the physical parts of a computer. It refers to the computer
system, especially thase that form part of the central processing unit. Computer technicians

should know the basic components of computer hardware and how to work with each part,

including the motherboard, power supply, lkeyboard, mouse and maonitor. In this article, we

Pl
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discuss what computer hardware is and the hasic components of it along with how
computer technicians can safely troubleshoot key parts of a personal computer.
Hardware:

Computer hardware includes the physical components of a computer. Personal computers
[PCs} are electronic devices that use microchips to process information and may include
desktop computers, laptops or tablets. Since a computer comprises many hardware
components, they work together and depend on each other to function properly. These are
the tollowing need to be learning for basics in computers,

Computer

Ky Board

Mouse

CPru

Hard Drive

Printer

Monitor

Mother Board
Input Device

Power Cable

Power Supply
Digital Board
White Papers
Pens

Note Book, Learning Environment
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Skills Acquired during Internship:

While getting an internship is one part of the internship process, it is complete enly
when [ grasp the relevant skills through my experience. | will get to learn a Jot of technical
skills. Soft skills are a hasic necessity to become a professional.

Learn about Basic knowledge in computers.

M5 Office

Typing

M5 word

Email

Printing

Repairing

Excel

Datz Entry

Graphs and Charts
Bar Diagrams

Other skills acquired:
Communication skills
Interpersonal skills
Collaboration with team
Time Managemen!
Adaptability

Critical Thinking
Research and Analysis
[nitiative

Leadership

Warking with different mentalities
Tasks

Flexibility

Eager to learn
Environmental conditions etc.

]
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ACTIVITY LOG FOR THE FIRST WEEK-

Dayé:
Brief descripti Ferson [n-
Date D:?I“ E'i“l.' offee Learning Outcome | Charge
¥ Ackvily Signalure
5fey [2an s ]
Day - 1 Introduction of typing master | Typing master introduction %
13/ 0 3|10y 3
Day- 2 Knowing about all keyboord keys | Kevboard keys ?
EFLENPTIE
MiUSE mouLs
Day -3 j
| valefany |
Know about which finger s used 1o ASDF OR KL KEYS
Day -4 press A5 DF or LKL letters %
20f a3 B I
'Ir i Krew aboul which finper is used to ER DR LD, KEYS
press ER or L0 letter
Day -5
2.1 lo3 (201 7 |
Practice all keys Practice i
Day -6 .
!
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WEEKLY REPORT

Jad
WEEK - 1 (From m.!ﬁil[_ﬂi.}...li%m,ﬂj )

improve typing speed and accuracy. [n twio weeks

Typing Master is a software program designed to
o learn and improve the following skills:

of using Typing Master regularly, WE can expect {

1. Proper typing technique: Typing Master emphasizes correct finger placement and posture,
helping WE develop and maintain a proper fyping technique. This include spacing were
fingers on the home row keys and using all were fingers L0 bype.

2. Increased typing speed: Using Typing Master's typing exercises and drills, we can improve
were typing speed over time. The program tracks Were progress and provides feedback to
help we increase Were words-per-minute (WPM] rate.

3. Improved aceuracy: Alongside speed, Typing Master a
software provides practice exercises that focus on reducing errors
memeory for accurate typing,

4. Eliminating bad typing habits: Typing Master helps identify and correct bad typing habits,
such as pecking at keys or looking at the keyboard while typing. By practicing with the
program, we can break these habits and develop more elficient typing techniques.

5. Typing Auency: with regular use of Typing Master, we can develop fluency in typing
resulting in smoother and more natural typing. we will become more comfortable and
confident in typing which can greatly boost were productivity.

6. Special typing skills: Typing Master often includes specialized drills and exercises for
specific typing skills, such as number typing, punctuation, and typing special characters,
These exercises help enhance were averall typing proficiency.

7. Typing accuracy and precision: Typing Master focuses not only on speed but also on
accuracy and precision. [t helps we improve keysiroke accuracy, reduce types, and develop

a more consistent typing rhythm.

Iso helps we improve accuracy. The
and developing muscle

Remember, were progress in typing largely depends on where commitment to practice regularly
and engage with the exercises provided by Typing Master. Consistent and dedicated practice will

yield the best results in improving were typing skills over a two-week period.

BT
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ACTIVITY LOG FOR THE SECOND WEEK-

l
Day& | _ . Person In-
Date \ Brief description of the Leaming Outcome | Charge
'i Daily activity Signature |
Know about which finger is wsed to G,H Letlers
LL;;C' :|-£';.___-.r: press G or H letter
Day - 1 %f
Know about which finger is used to ¥.1,0,P. Letters
lul.-'r H'}'I 1 press ¥, U,0,P letters
Day-2 %
A Know about which finger is used 1o Q.W. Letters
2.5 /Iﬁ ?}’Iu press W Letters
bay -3 e
Know about which finger is used to ZX.L.V Letters 3
%I}E’q’f"’ij press ZX.CV. Letters ﬁ
Day - 4 = ;
| g
| =
Know about which finger is used to B.MM Letters E
23/0%/ 23 press BN M. Letters i
Day =5 % =
All keys practice ? ‘
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WELK - 2 [From m?.‘f."..ﬁ?r.... tw IJtL?‘JJI

Typing mastery refers to the ability to type accurately and efficiently on a keyboard. Developing
gn|:|_-|:|. typing skills can greatly enhance were productivity and speed when working on a computer.
To improve were typing speed and accuracy, here are some tips:

1. Proper posture and hand placement: Sit up straight with were feet flat on the floor. Position
were hands on the keyboard with were fingers resting lightly an the home row keys. The
home row keys are "ASDF" for the left hand and “[KL;" for the right hand.

2. Learn the keyboard: Familiarize with the help of the keyboard. The standard keyboard is
known as QWERTY, named after the first six letters in the top left row of letters. Be aware of
the position of each letter, number, and symbal on the keyboard,

3. Start with touch typing: Teuwch typing is the technigue of typing without looking at the
keyboard. By using this method, we can type faster and more accurately. Practice placing
were fingers on the home row and use the correct finger for each key. For example, use
were left pinky finger for the “A” key and right index finper for the " key.

4. Typing exercises: Practice typing exercises and drills to improve speed and accuracy. There
are varlous online typing tutor programs and websites available that provide interactive
typing lessons and games These platforms often of er different levels of difficulty and
provide real-time feedback on performance.

5. Typing games: Engage in typing games that can make practice more enjoyable. Games like
*Typing of the Dead,” "Type Racer,” or "Nitro Type™ can help we improve the typing speed
while having fun.

6. Focus on accuracy: While speed is important, accuracy should not be overlooked.
Concentrate on hitting the correct keys with the appropriate fingers. Avoid looking at the
keyboard and try to develop musele memory for the key positions.

7. Practice regularly: Consistency is key to improving the typing skills. Set aside dedicated

practice time each day, even if it's just a few minutes, Regular practice will help to build

muscle memory and improve the speed over time.
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ACTIVITY LOG FOR THE THIRD WEEK-

Dayé Person [n-
ﬂ -
Date rltfde.smptiF:} et . Learning Outcome | Charge
Daily activity Signalure
:.:1!1' 03 f2023) Whiat is compuker Computer introduction
Day-1 | %
L! 2, !K ﬂ:f'."'-’-ﬂlé. What s hardware i Hardware
Day- 2 é’é.-
l"_':-'li/.p R 'Jrlm What 15 software Software
Day-3 %
ﬂl{ﬂﬁfmu (perating system | Operating system
Day - 4 %
|
" File manager File manager
o} /o3 2012
E-"'-hl' ﬂ'?{:?.ﬁﬁ Connecting internet and web Internet and web browsers
Day -6 browsers
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WEEK - 3 (From Dt W ({1 ] S

In an introduction to computers, WE will learn about various aspects and components of a
computer system, Here is a detailed explanation of what WE can expect to learn:

. What is a computer; we will gain an understanding of what a computer is, its purpose, and

how it functions. This includes the concept of input, processing, output, and storage

. Hardware: we will learn about the physical components of a computer, such as the central
processing unit (CPU), memory (RAM), storage devices (hard drives, 550z), input devices
(lkeyhoard, mouse), and output devices {monitor, printer).

. Software: WE will explore the different types of software, including the operating system
(e.p, Windows, mac0S), applications, and utilities. we will also understand the difference
between system software and application software.

. Operating System: An introduction to operating systems will cover the role they play in
managing computer resources, providing a user interface, and running applications. we will
learn about different types of operating systems, such as Windows, mac(s, and Linux

. File Management: we will learn how tv organize and manage files and folders on a
computer, This includes creating, renaming, maving, copying and deleting files and folders.

. Computer Networks: we will be introduced to the concept of computer networks and learn
about the basics of local area networks (LANs) and the internet This Includes

understanding 1P addresses, domain hames, and protocols like TCP /1P,

. Internet and Web Browsers: This section will cover the basics of the internet, Including web

browsers, scarch engines, and common wieh Services, we

search for information, and stay safe online,
. Computer Security and Privacy: An introduction to computer security will cover the

importance of protecting the computer and personal information. This includes learning

shout antivirus software, firewalls, and safe browsing practices.
. Computer Ethics: we will explore the ethical considerations surrounding compuler use,

including topics such as online privacy, intellectual property, and responsible digital
citizenship.

10, Troubleshooting and Maintenance: An introduction to troubleshooting will teach we how to
identify and resolve common computer problems. we will also learn about regular
malntenance tasks like software updates, disk cleanup, and virus scans.

will learn how to navigate the web,

LT R T T T T T o e ———

rview of the topics typically covered in an (ntroduction to computers. Different
er detail or cover additional subjects depending on the

level of the course and learning objectives.

This is just an ove
courses or curriculum may go into furth
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ACTIVITY LOG FOR THE FORTH WEEK-
Day& : . Person In-
Date Bt 1:|an r_riph.m-lu ofthe Learning Outcome | Charge
Daily activity Signature
o i‘f} 'E.-"I 2o Know about introduction of Micrasoft word brief
Microsoft word introduction
Day -1 %
Ak Know aboul Introduction of ‘Microsaft PowerPoint brief
n-:l.j E'JI - Microsoft PowerPoint Introduction
Day- 2 e
Know ahout introduction of Micrasoft Excel brief
Dﬁf E’fl 204) Micraseft Excel introduction %/
Day -3
Know about Microsoft Outlook Microsoft Dutleolk beiel
nq/ '.i'f.‘e.ha_f] - introduction
Day - 4 %
Know about Microsoft access Microsoft Axis brief
i'.ﬂ.-"} E?J'[ :’m—i intreduction
Day - 5 i%
Know ahout Microsaft publisher Microsoft publisher brief
| I.’,P'E‘f_z_,l:gi{ introduction
Day -6

ature of the Mentgr
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Et::fl osolt OF ice is a comprehensive suite of productivity applications developed by Microsoft

b i|mr-'lrlrrn. it h_as become the industry standard for of ice software and is widely used in various
MSiness, l.'!dll_.l::':lllunﬂl, and personal settings. Let's take a closer look at the key compaonents and

features of Microsoft Office:

1. Microsoft Word: 'Word is a powerful word processing application that allpsws users Lo
create, edit, and format documents. It is a wide range of features such as ﬂlfll}]l L'I'IEEHHB,
mr_nmar checking, formatting options (fonts, styles, colors), page the settings, and the
ﬁl:!lhl:].-' to insert tables, images, charts, and other objects into documents.

2. Microsoft Excel: Excel is a spreadsheet program used for data organization, analysis, and
calculation. It of tools for creating and managing spreadsheets, performing complex
calculations using formulas and functions, creating charts and graphs, and generating
reports. Excel is widely used for financial analysis, data analysis, and bud getting

3. Microsoft PowerPoint: PowerPoint is a presentation software used for creating visually
appealing and engaging slideshows. It allows users to create and arrange slides, add text,
images, videos, audio, and animations, and apply various transition effects. PowerFaoint is
commonly used lor business presentations, educational lectures, and training materials.

4. Microsoft Outlook: Outlook is an email dient and personal information manager that helps
users manage thelr emalls, calendars, contacts, and tasks. It of features like email
organization, filtering, and sorting, scheduling meetings and appointments, managing
contacts, and setting reminders. Outlook also integrates with other Microsoft of ice
applications, making it easy to share information and collaborate with others.

5. Microsoft Access: Access is a database management system that enables users to create and
manage databases, It provides tools for creating tables, queries, forms, and reports to store,
organize, and retrieve data. Access is commonly used for building small-scale databases, i
managing inventories, and creating custom data-driven applications.

6. Microsoft Publisher: Publisher is a desktop publishing application designed for creating
professional-looking publications, such as brochures, flyers, newsletters, and magazines. It a
variety of templates, design tools, and formatting options to create visually appealing

documents
7 Microsoft SharePoint: SharePoint is a web-based collaboration platform that [acilitate steam

work, document sharing, and information management within organizations. It allows users
to create websites, share documents, collaborate on projects, manage work flows, and
provide access controls for secure collaboration.

These are just a few of the main components of Microsoft Of ice. Microsoft continues to enhance
and expand the Of ice suite with new features, integration with cloud services, and improved
collaboration capabilities. Microsoft OF ice is available for Windows and macOS operating systems,
and there are different versions and licensing options available to suit different user needs,

including subscription-based services like Of ice 365 and perpetual licenses like Of ice 2019,
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ACTIVITY LOG FOR THE FIFTH WEEK-

Day& ; Person In-
Date B des::rlph.m? ok the Learning Outcome | Charge
Daily activity Signature
L'}_Ir? Ej 21 Microsoft world tools Introduction iMicrosnit word tools
Day -1 %
g |
| 1y J E.I‘I L2 Learn about basic text formatting | Baslc text formatting
Day- 2 % 5
1 ':f; E; 23 Enow about page lavoul Page layout
Day - 3 ?
Know about inserting and formatting]  Inserting and formatting
‘e f EJ" 24 images images
Day -4 g/p
i i
L ':I!"ﬁa_‘l Learn about m:et tabie send Tables and columns
Day -5 %ﬂl
h rE‘f F/2a Know about headers and folders | Headers and folders g




1. Basic Text Formatting: we can learn how to change the font style, size, and color of text. WE

These are just some of the skills and technigues that WE can learn in Microsoft Word. By becoming
proficient in these areas, WE can create professional-looking documents and efficiently manage the

written content.

25
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In Microsoft Word, WE can learn a variely of skills and techniques for creating and cditing
dﬂ{"l.l ments. HE'I'-E are Lome of *he I.m}l fEEturE -ﬂ“d runfﬂnns Lh at WE can IE‘H_rn In HiErDSu[t Wﬂl‘d:

can aiso learn how to .;:Fp[!,r fm'mgtt“]g DpL‘iﬂnE such as bold, italic, underline, and strike
through. Additionally, WE can learn how lo adjust paragraph spacing, alignment,
indentation, and bullet and numbering styles.

Page Layout: we can learn how to set up the document’s margins, orientation (portrail or
landscape], and page size. we can also learn how to add headers and footers, page numbers,
and apply different page layout options such as columns, barders, and shading,

Inserting and Formatting Images: we can learn how to insert and resize images in the

document. we can also learn how to wrap text around images, apply styles and effects, align

images, and crop or rotate thetn.

. Tables and Columns: we can learn how to create and format tables to present detaining

organized manner, we can add or delete rows and columns, merge or split cells, apply cell
formatting, and add horders or shading to tables. Additionally, we can learn how to create

columns in the document for a newspaper-style Layout,

. Headers and Footers: we can learn how to add headers and footers to the document, which

are sections that appear at the top and bottom of each page. we can inserl page numbers,
date and time, document title, and other information in the headers and footers

Styles and Themes: we can learn how to apply consistent formatting to the document by
using styles. Styles allow we to apply preset formatting options to headings, subheadings,
body text, and other elements. Additionally, we can learn how to apply predefined

document themes to change the overall look and feel of the document.
Collaboration and Review: we can learn how to collaborate with others on a document by

using features such as track changes and comments, Track changes allow we to seed its

made by different users, while comments allow users to leave feedback or make

sugpestions.
Mail Merge: we can learn how to use the mail merge feature to create personalized letters,

L envelopes, or labels. Mail merge allows WE to merge a data source [such as a list of names

and addresses) with a Word document to create multiple personalized copies,
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ACTIVITY LOG FOR THE SIXTH WEEK-

i Day& . poores Person In-

i Date Bried drsmphm:l of the Learning Quicome Charge

i Daily activily Signalure

| | I
Y S ':"}1' o about i of styles Styles and teams

| <y Jop | Wi et ¢ ierent bypes of stybes

| ’J and theme

I t-.'a _‘. - 1 | %—1

I

| —

s Learn qﬁ-i-l.:*nl:m'r.al_{uns and reviews | Collaborations and reviews
-1 I|_F & E:."'_'.\ o

wt Y

21 FE‘F-;ML] ! Learn about User interface User interface /%
Day -3 | >
:_LU. Iu?fzi:g._] Learn about what is mail merge Mail merge
Day -4 %
L 57“ [2003 Know about Ribbon ~ Ribhon

2L ;"" o {ﬁ_..:nf_] Know about quick access toolbar Quick access toolbar

i 7k

et ]
Si ure of the Meator
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to make document

o friendly interface designed
User Interface: Microsoft Word has a user-friendly inte nclude the Ribban,

creation and editing intuitive. The main components af the Interface i

Quick Access Toolbar, Document Area, and the Status Bar,
2. Ribbon: The Ribbon is located at the top of the window and contains multiple tabs, each

| ] i - include Home, Tnsert, Page Layout,
representing a specific set of functions. These tabs inclu :
References, Mailings, Review, and more. Each tab is further divided into groups that contain
related commands and tools, ] _
3. Quick Access Toolbar: The Quick Access Toolbar is 2 customizabl
left corner of the window, we can add frequently used command

ACCESS, :
4. Templates: Microsoft Word of the a wide range of pre-designed templates for various

document types, such as resumes, cover letters, fyers, brochures, and more. . F
5. Saving and Exporting: we can save the documents |n various formats, including .docx, .pdl,

stf, xt, and more. word also supports exporting to other Microsoft office formats and
Google Docs, i

6. Table of Contents and Index: Word can automatically generate a table of contents base done
the document's headings and page numbers. It can also create an index for easier

navigation. .
7. Inserting Objects: we can insert various objects into the document, such as pictures, shapes,

SmartArt graphics, charts, hyperlinks, equations, symbols, and more.

¢ toolbar located at the top
5 to this toolbar for quick
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ACTIVITY LOG FOR THE SEVENTH WEEK-

Dayé " oo
[.'lirte Brief description of the Learning Outcome
Daily activity
. .lf;lfrg} 1oy ) | know about Document area know about Document area
Day =1
)] E}.I'I ﬂ.gfr 10 Learn about status bar " Status bar
Day- 2
| bearn about Document creation and | Document creation and
lq{} ‘ Elr*ﬂij" editing editing
Day -3 |
Learn about style sand themes | Styles and themes
s J.f o Pf‘.mlj. ,
|
Day -4

E I! o ('mj Know about Spell a:n&g_mmmar Spell and grammar check

check
Day - 5
21/0 RI’ 201.3|  Learn about reviewing tools Reviewing tools
Day -6

Si re of the M
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- Document Area: The Document Area is the main working area where we can create, edit,
and format the documents. It dispiays the content of the currently open document,

. Status Bar: The Status Bar is situated at the bottom of the window and provides useful
information about the document, such as the page number, word count, language settings,
and zoom level,

Document Creation and Editing: we can start a new document from scratch or open an
existing one. we can type and edit text, insert images, tables, charts, and various objects into
the document. Formatting options lile font style, size, color, alignment, and spacing can be
easily applied to the content.

. Styles and Themes: Microsoft Word allows we to apply different styles and themes to the
documents, which change the overall appearance of fonts, colors, and formatting to give the
document a consistent and professional look.

. Page layout: WE can set page margins, orientation (portrait or landscape), page size, and
customize headers and footers. Additionally, Word provides options for creating columns
and managing page breaks,

. Spell and Grammar Check: Word includes a built-in spelling and grammar checker to help
we identify and correct errors in the document. Tt underlines misspelled words and suggests
corrections.

. Reviewing Tools: The Review tab of features like Track Changes, Comments, and Compare
to help with eollaborative editing and reviewing of documents,

Inserting Objects: WE can insert various objects into the document, such as pictures, shapes,
SmartArt graphics, charts, hyperlinks, equations, symbols, and more.

. Table of Contents and Index: Word can automatically generate a table of contents based on
the document’s headings and page numbers. It can also create an index for easier

navigation.
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ACTIVITY LOG FOR THE EIGHTH WEEK-

Dayé: i e o Person In-
Date et dn.ﬁmph.m? el Learning Outcome | Charge
Dhaily activily Signature
TI s | [ J_.c..:ﬂ Power Point introduction PowerPoint introduction
Day -1 90.-:
|Creating slides and slide designs and| Shides and slides designing
# (ll ;! 'le_l layout and layout
Dy - 2 "
"—,.f 9 |F-1-E| L-_}‘ Know about adding multimedia Adding multimedia g
Day =3
.._i_f:i’ % !mu LEE!-:;{ ;i:"[;iit.-!..pf;k'r mokes Speaker notes |
|
et % |
2én Learn about Animations and Animation moments !
2./?; =3 transactons I
Day -5 /41}[/ I
2}; l.}pll,r oIl Know about slide show settings Slide show settings O :
|
Dray -6 % :
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lh. Microsoft PowerPoint, WE can learn a varlety of skills and techniques for creating and delivering
presentations, Here are some of the key features amd functions that WE can learn in Microsoft
PowerPoint:

1. Creating Slides: WE can learn how to create now slides and add content to them. we can
choose from different slide layout and add text, images, shapes, charts, and tables.
Additionally, we can learn how to apply slide themes to change the overall design of the
presentation.

2. Slide Design and Layoul: we can learn how to customize the design and layout of the slides.
WE can change the background color or image, apply different fonts and color schemes, and
adjust the spacing and alignment of elements on the slide. we can also learn how to arrange
slides in a specific order and manage slide transitions.

3. Adding Multimedia: we can learn how to enhance the presentation by adding multimedia
elements. we can insert audio or video files, embed YouTube videos, and record and insert
narration. we can also learn how to control the playback of multimedia elements, such as
adjusting volume or setting the starting poinL

4. Animations and Transitions: we can learn how to add animations and transitions to the |}
slideshow malte the presentation more visually engaging. Animations allow we to apply
movement or effects to text, images, and other glements on the slide. Transitions are the
visual effects that eccur when moving from ane slide to the next

5. Speaker Notes: we can learn how 1o add spealer notes to each slide, which can serve as
additional information or reminders for when WE are defivering the presentation. Speaker
notes typically not visible to the audience and can help we stay organfzed and on track
during we representation,

6. Slideshow Settings: we can learn how to customize the settings for the slideshow. We can
eet the slide timing, choose whether to advance slides manually or automatically, and
customize the slideshow for presenting on different devices or screens

7. Collaboration and Review: we can learn how [0 callaborate with others on a PowerPoint
presentation. WE can share the presentation with others, allow them to comment or make

edits, and track changes made by different users. Additionally, WE can learn how to use the
presentation view to practice and deliver the presentation effectively.

B. Presentation Tips and Tricks: we can learn various tips and techniques for creating and
delivering impactful presentations. These may include using visual alds effectively,
structuring the presentation with a clear message or storyline, using data and charts

marra vany cpEnr e Ol B T LT CHRL T T W TR T L el i T T T T T T

effectively, and engaging the audience through interaction or storytelling

(¥ Scanned with OKEN Scanner



CHAPTER-5

OUTCOMES DESCRIPTION
INTERNSHIP ON BASICS OF COMPUTERS: MS
OFFICE

An internship is an official program offered by organizations to help train and provide
work experience to students and recent graduates. The concept of working as an intern
began a long time ago but has drastically evolved over the years. Internships first started as
a laborer who would take on voung individuals and teach them their art or trade. The I

purpose of an internship or rather an apprenticeship was to gain new skills to be able to

obtain future work,

In modern interning, an intern or trainee can work for an organization for a specific
amount of time. Interns can work for 1-6 months or longer, depending on the company and
the industry. Internships are popular amongst graduate and undergraduate students who
need to gain research or valuable work experience. Almost every sector and type of
company, from a large multinational corporation to a small startup, now offers internships.

Internships can be an exceflent, low-risk recruitment tool. Internships are specific work

situations in which individuals work on a temporary basis for an employer to gain work

experience in their chosen field.
Internship outcomes:

Internships have traditionally been offered te younger workers—usually college students

looking te gain experience before they praduate However, they are increasingly being

sought oul by and offered Lo workers at all stages ol thelr careers, in particular workers

#I
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changing aveers, By partaking in an internship, you will be able (o fain real-life exposure,
EVow your knowledge ang determine, Internships not only provide you with the first-hand
EEperience iy 1he real working world but alsq eniahle you 1o understand the carecr
trajectory for Your desired joby (e You can learn how to apply the knowledge you have

Acquired during an internship to your fiygure workplaces,

¥ Bri REINg fresh perspective

* New Skills Acquired on computer hasjes
¥ Learned new techniques

# Typing work

* Leaned M5 Office, Exenl, WardPad etc

» Baslcs in Computers

\:’

Improved the overall work dimate

* Thoughts changing

» Faster Leadership gualities
* You get to know Prospective students
# Interns are usually highly motivated individuals wh ake initiative.

* We eager tg Baln experience in thejr field
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Interns bring a fresh perspective and new Ideas into the work environment
Mativating and stimulating to the members

¥ Place to work is very important

¥ Planning and Assigned tasls

¥ Supervision should be worked out

* Time sense and clear communication

# Thework must represent a real opportunity for learning and achievement
# We feel welcome and give them the resources they need.

# Obtain feedback from interns about the projects they complete. This benefits both

your internship program and your company.
# Stay in close touch with successful interns

¥* Soclal media is important

¥ To gain real work experience and provide meaningful assistance to the company.

¥ To have a mentor who provides guidance, feedback, receptiveness and models
professionalism.

* To gain experience and skills in a particular field.

¥ To develop professional contacts.

¥ To gain exposure to upper management.

# Ta receive an orientation to the company for which they are interning.
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¥ This introduces the student to the company’s mission and goals and provides them
with information about company rules, regulations and procedures. It also

mtroduces the intern to fellow employees who they can go to in the future with

questions, {

i Networking is the exchange of information between individuals to form acquaintances and

relationships to firther their professional career. An internship is an experiential learning
Opportunily that offers an invaluable chance for students to nctwork and build crucial
professional connections before they even graduate. For some students, it is & stepping-stone to
banus opportunities within the same organzation, including a full-time job, The more people you
meet in the professional world with the same interest, the higher your chances to grow as a
professional. We will get to know how these people work, what strategics they use to tackle a
diffcult situation, and how they pet the job done. Different people have different skills. Meeting
them and watching them work will help me to understand how to work with different people and
in various work environments. We can use their strategies and reinvent them for your
circumstances. Everyone knows that the job market is competitive, especially in the current
climate. We got competitive edge in the global world. Intemnships can provide me with
expericnce and the skills. We have been motivated to acquire experience outside ofknowledgze.
Internships are supervised, structured learning experiences in a professional setting that
allow you to gain valuable work experience in a student’s chosen field of study.

Conclusion:

[ am very much happy with my internship, earlier 1 have completed community service

project now [ am attached to the Global IT Solutions for learning basic computer skills,

(¥ Scanned with OKEN Scanner



which are necessary for jobs in the Future. | feel that the students are workdng In good

environment, 1 have experienced with People Interactions are good and we know each

ather's. The institute provides minimum facilities to the students in the premises. They are

always available in the computer center and maintenance is good. The teacher and

supervisor explained the clarity of job roles in Govt. and private sectors. This institute is

small, so there are no such protocols, but they have been following certain procedures for
smooth functioning of the Institute. They are maintaining good atmosphere among the
students and maintained strict discipling rules. They have following time schedule for each
class. We are buildup our skills through harmanious relationships with our friends and
teachers. We participated in social awareness programmers that are conducted by the
institute and college. There is good mutual support between the college and computer
Centre. I learned how to do work with team members, how to motivate the friends during
critical stages. The working environment is good. | really enjoyed my internship, its a

memorable event and useful for my career. Thanks to the supervisor, Principal and

computer center, College, University and Govt. of Andhra Pradesh for making me

lmowledgeable person.
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Total outcomes of the Internship Skills Acquired

Describe the work environment you have experienced (in terms of people
interactions, facilities vailable and maintenance, clarity of job roles, protocols,
procedures, Processes, discipline, time management, harmonious relationships,
socialization, mutual support ang teamwork, motivation, space and ventilation, etc.)

Good environmen i very important for learning and doing job or any other work.
Good environment i5 always boosting Up your interest. A work environment is the setting,
social features and physical conditions in which you perform Your job. These elements can
impact feelings of well-being, workplace relationships, collaboration, and efficiency and
employee health, The office s more  comfortable  and  improving my
communication, Hosting company events and expressing gratitude builds trust and igmites
enthusiasm,

The work environment Impacts my mood, drive, mental health and performance. My
confidence is increased. Owverall environment is good at the computer centre; though slight
noise from the outside, Positively influence the entire work environment in the computer
centre, It is boosting a whole ecosystem of energies and resources, The second most
prominent outcome is the ability to test-drive the talent. | feel that there is a good
interaction with my classmates at the lea riing centre, Minimum facilities are available like
fam, light, tables, chairs, Computers, interment, water and other minim needs. There are no
protocols and procedures. They fixed the time from morning to evening for classes and
framed time table accordingly. We are also participated in the social awareness
programimes organized by the college and internship institution. There is @ good mutual
support between the college and computer centre. As an arts student, computer knowledge
Is necessary for my better future. Motivation classes are also conducted and my supervisor
is always encouraging me to complete the tasks Ventilation is good at the centre,
Whenever the teacher has assigned the group work, we will complete It as a team work,
which is helpful for enhancing my leadership qualities,
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are the sphect
Peclalized knowledge and expertise required to perform specific

specific to
ols and Programs in real world situations. Diverse technical skills

abouyt every fald
and in : o
health care a5 education, I facy dustry, from IT and business administration to
ook

technical

are required ip just

skills, such 55 eloud :;T:;::: tf‘%"""::ﬂ meﬂ.m across industries require basic
platforms, There are i B in Google Drive and navigating secial media
require Include e IP &5 of more advanced technical skills that a job might
workplace skills, also — Ef:hg_'—laﬂﬁﬂ.. technical writing, or data analysis. Unlike
technical skills often require sl:J- st 3'—_’:h a5 communication and time management,
Tiarhviiat st specific education and training to acquire.

;'l:i:::nled rEIIE following few Technical skills, but not in depth. Sometimes referred to a5 hard

techn};::":};?;:::rﬂctu.'al knowledge I use in order to complete tasks. Some examples of
Typing

Internet browsing

Mails

Data analysis

WordPad

M5 Difice

Graphics

Writing

Printing etc.

The following skills are the necessary for job.

Positive attitude. Being calm and cheerful when things go wrong,

o
Communication. You can listen and say information clearly when you speak or

v
write,
¢ Teamwork

+  Self-management
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¥ Willingness to learn
¥ Thinking skills
* Resilience,

(problem solving and decision making)

Describe the managerial skills

you have acquired (in terms of planning, leadership,
team work, behaviour,

workmanship, productive use of Lime, weekly improvement

1 competencies, goal setti ng. decision making, performance analysis, ete.?

First | can understand what is mean by managerial skills; Managerial skills are the

lnowledge and ability of the individuals in a managerial position to fulfill some specific

MaAnagement activities or tasks. This knawledge and ability can be learned and practiced.

However, 1 also acquired th rough practical implementation of required activities and tasks,

This skill will help me to manage people and technology. | understand the how to do work

with planning and how to lead the team work, and how to manage the time and how to

improve the decision making during working hours, and finally I understand the how to

reach our goal in future, all these | observed in my internship,

Types of managerial skills

There are three types of skills that are essential for a successful Management process:

# Technical skills

Il
¥ Conceptual skills

¥ Human or interpersonal management skills

Technical Skills:

These skills tell us, kmowledge and ability to use different techniques to achieve what we

want. Technical skills are not related only for machines, production tools or other

i equipment. | observed skills that will be required to complete the office work within the

stipulated time. It also useful for to increase sales,

design different types of products and
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services, market the products and services, cte, Technical skills are most important for

students to do computer system work, Witheut technical skills, we cannot get more jobs.

Conceptual Skills:

1 understand the Conceplual skills are necessary Lo improve our knowledge and ability. 1
can easily see the whale through analysis and diagnosis of different conditions. In such a
way we can predict the future of the business or institute/Company/organization/
department as a whole. | observed that Conceptual skills are vital for top managers, less
critical for mid-level managers in the company.

Interpersonal Managerial Skills:

Human or interpersonal management skills are much needed to enhance our knowledge
and ability to work with different people. One of the most critical management tasks is to
waork with people. These skills enable students/Employees to become leaders and motivate
other employees for better accomplishments. Additionally, they help them to make more
effective use of human potential in the company. Simply, they are essential skills for all

hierarchical levels in the company.
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Describe how you could improve your Communication Skills (in terms of
improvement in oral communication, written communication, conversational
abilities, confidence levels while communicating, anxiety management,
understanding others, getting understood by others, extempore speech, ability to
articulate the key points, closing the conversation, maintaining niceties and
protocols, greeting, thanking and appreciating others, ete.?

Having good English communication skills is necessary across many Industries and
job roles, The ability to express yourself clearly and confidently can help you on a personal
and professional front. Regardless of your existing skills, you should work on your English
communication to advance In your career. In this internship | also learned some basic
communication skills in English language. Basic communication skills are necessary for
effective communication in any envirenment, especially in your worlplace.

During my internship | followed Reading, writing, listening and speaking for

improving my language skills. | slightly improved oral and written communication,

sometimes | talk to my friends in English language, which gave me confidence. 1 can
understand the others, while they arc speaking. 1 followed slow speaking practiced with
other friends, and | read English news papers and listening English videos and audios

whenever | have time regularly. Sentence formation, listen to others, ask questions are

helped me alot to improve my communication skills during my internship,
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Describe
how you could enhance your abilities in Group Discussions, Participation in

team
S contribution as a team member, leading a team /activity.?

L understand that ¢
1k Group Discussion is a type of discussion that Invelves people sharing

ideas or activities ;
es. People in the group discussion are connected with one basic idea, Based

on that ides, evor . ) .
te BVELYONC in the group represenls his/her perspective. Group Discussion is a

discussi ; : . '
ssion that tests the candidate's skills, such as leadership skills, communication skills,

social skills i £
b oskills and behavior, politeness, teamworlk, listening abllity, General awareness,

confidence, problem-solving skills, ete. Group discussion is always performed around the
table. People can sit in any arvangement, but everyone should be able to see every face. It is
not only the usual discussion, but it is also a discussion with knowledge and facts. Group
Discussions are an essential part of testing candidates in the organizations, recruitment
process, etc. It also plays an important role in improving the skills of a student.

I was participated in few group discussions in my collage and few in internship
classes, Due to this discussions, my confidence levels are increased and | am thinking while
| speaking the words. My communication is somewhat better if compare with previous
year. | can observe the team work is more important for complete the any task 1 also

observed that during the work process, we face many problems, but we can overcome to

I that
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Describe th
¢ Technological Developments you have ohserved and relevant to the

subject
Ject area of raining (focus on digital technologies relevant to your job role). ?
The twenty-

first ce
ntury has seen a technological revolution. Several highly commercial

and widely i
ely used technologies from the early 20005 have completely vanished, and other

ones have -
ave replaced them. In 2021, many latest lechnologies will emerge, particularly in the

ﬁ '1 S i
¢lds of computer science and engineering. These latest technologies are only going to get
e i
tier in 2021, and they may even make it into the hands of the average individual. These
are the key trends or latest technologies to look at whether you're a recent computer

scien 1 ;
te graduate or a seasoned IT professional and how these innovations are upending

the established quo at work and on college campuses.

Digital technologies are electronic tools, systems, devices amd resources that
penerate store or process data. Well known examples include social media, online games,
multimedia and mobile phones. Digital learning is any type of learning that uses

technology. [t can happen across all curriculum learning arcas,

Artificial Intelligence and Machine Learning
Edge Computing
Quantum Computing

Augmented reality
Robotics
Cyber security

Bininformatics

Data Science
Full Stack Development

L T L SR S T S

|
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Virtual Reality and Ay Emented Reality
Final Thoughts

3 G Network
Automation

Digital Twin

Real Time Analytics
Black Chain Tech nology
Cyber Security

Virtual reality

(E: Scanned with OKEN Scanner



SE!

Student Self Evaluation of the Short-Term

Internship

Student Mame: =, Sidd ik
Vierms ol Inlemshi !1-':": --|-|_l-:|1|-1'|.'_ 15 f ﬂ-q‘a l{]-}_..l

Date of Evaluation: ﬂEf'l!lLtﬂ—,l .

Registiralion Nu:_';._r_l,umnl‘-:.,'{}l;_m-lml -

Tk LEH_ IJ...E}J--_] .

; ' rJivs ""‘TUE““'
Organization Name & Address: _evL F o . [ 'CIL'IP:' ;

Please rate your performance in the following areas.

Rating Scale

WIO2E w] & o e b g =

e s e e
h b k= O

Oral communication

Written communication
Froactiveness

Interaction ahility with community
Positive Attitude

Self-confidence

Ability to learn

Work Plan and organization
Professionalism

Creativity

Quality of work done

Time Management
Understanding the Community
Achievement of Desired Outcomes
OVERALL PERFORMANCE

o e e e e R Rk bk ek

Letter Grade of CGPA Calculation to be provided

e
2 3 4 5

2 3 a4 57
2 3 4 5
2 3 &~ 5

7 3 4 5"
2 3 4 57
7 3 4{}; 5
2 3 4 5
55 i i
7 3 4 57
2 3 4 5.7
2 3 T

2 3 4 'd
8 E &
T Y Ty
_C . Ciddike

Signature of the Student
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Evaluation by the Supervisor of the Intern
Organization

Y3

Student Mame: =8 atdt&-lh

Term of Internship: choyy From: |5 -85 - 2013 To: 3 ~ofQ—pezry

Date of Evaluation: 06/u| 011

Organization Name &Address: SV MS 1n£+ﬁhiﬁt-;—ﬂﬂiﬂ#“P¢fﬂw‘ﬁf\:cnUJ‘i.
5.T.C.N GDC, Fadii,
¢ . V- Rowrono-
c12q 56 ouq .

Name & Address of the
Supervisor

Mobile Number

Registration No: 214 0060 elpa0y

Please rate the student’s performance in the following areas:
Please note that your evaluation shall be done independent of the Student's self-
evaluation

Rating Scale: 11s lowest and 5 is highest Rank

o B0 w3 O e B e ba

[
th s b b e D

Oral communication

Written communication
Proactiveness

Interaction ability with community
Positive Attitude

Self-confidence

Abilicy to learn

Work Plan and organization
Professionalism

Creativity

Quality of work done

Time Management

Understanding the Community
Achievement of Desired Outcomes
OVERALLPFERFORMANCE

Date: .t?"/fr/ﬁ-ﬂi&

1
|
i
|
1
1
1
1
1
1
1
1
1
|
1

4v" 5
4 5/!
i ol e
4 " 5 “

o L T N o R ¥ B oS T TN i R C- [ T (e R X (ST R
Bl Lk Gad Ll L Bk LD L o med Rl Lad bad ot
B
Lh
N
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PHOTOS AND VIDEOS LINKS
ANY OTHER MATERILS RELATED TO TOPIC
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— EVALUATION
9 Internal Evaluation for Short Term
H'“‘ﬂ Internship (On-site/Virtual)
-\-\'H.\_‘,
. Objectives:-
- v To integrate the Theory and practice.
hﬂ"ﬂ' v To learn to appreciate work and its function towards the future.
— -3 ¥ To develop work habits and attitudes necessary for job success.
= 3 v To develop communication, interpersonal and other critical skills in the
- future job.
‘_‘-‘--
~ i ¥ To acquire additional skills required for the world of waork.
R | Assessment Model:
B % There shall only be internal evaluation. |
e # The Faculty Guide assigned is in-charge of the learning activities of the
B student sand for the comprehensive and continuous assessment of the
o SdeﬂE\. I
— 9 % The assessment Is to be conducted for100 marks.
it + The number of credits assigned is 4.Later the marks shall be converted into
-2 I‘ grades and grade points to include finally in the SGPA and CGPA.
:, # The weightings shall be:
9 & Activity Log 25marks
. + Internship Evaluation S0marls
o
Y = Oral Presentation Z5marks
' L >  Activity Log Is the record of the day-to-day activities. The Activity Log is .
. ascessed on an individual basis, thus allowing for individual members with in
e groups to be assessed this way. The assessment will take into consideration
;,‘;‘" the individual's student’s invalvement In the assigned work.
e *  While evaluating the student’s Activity Log, the following shall be
R J considered-
ndae
=9
o
=9
A
e
A
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|
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¥ The individual student’s cffort and commitment.

¥ The originality and quality of the work produced by the individual

student,

¥ The student’s in tegration and co-operation with the work assigned.

¥ The completeness of the Activi ty Log.

#  Thelnternship Evaluation shall include the following components and based

on Weekly Reports and Dutcomes Description

R E R E R E R

=

Description of the Work Environment.

Fi
-
=

. Real Time Technical Skills acquired.

o

[

Managerial Skills acquired.
d. Improvement of Communication Skills.

g. Team Dynamics

f. Technological Developments recorded.

W W W W WO YW e WYY WY e Y Y
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INTERNAL ASSESSMENT STATEMENT
»
] Name of the Student : S . S <1k .
» :rug-ra.me of Study - {rﬂrﬁFw Ral § 0.
ear of Study i 203 1
’ ;
| Group : E-.Et:-l:_E:u:j
Register No/H.T.No il posoUugodid .
Name ofthe College : ¢ 7 p . ,?‘HDC ) Imach v .
| Hmlsersty —L ke Oniversi-hy.
siNo | Evaluation Criterion Maximum Muarks
I! Marks i Awarded
L. Activity Log 10
'l Z Internship Evaluation o
3. -Drnl Preseniation o
GRAND TOTAL 50
Dhate: signature of the Faculty Guide

e T e e T A P N E T T T T P R RL D e e
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ﬂ | EXTERNAL ASSESSMENT STATEMENT
;\’ Name OF the Student: Programe of Study: & 51’:}4] ke — CompuUriel Rocic.
.] Year of Study: 2.0 3@? 4 :]
b J Group: (2 L C =

I’ | Register No/H.T. No: Name of the 22| L 00 RodUgqous.

T College: 5, T". 5.0y GDC, kel .

" University: _ ¢ |, (UNIVE RS T Y.

&

S | .

i 5iNo Evaluction Criterion Maxinrusm Marks
9 Marks Awarded
9 = 1. Internship Evaluation 80

I | .

| For the grading giving by the

» | 2 Supervisor of the Intern Organization 20 |

; 3 Viva-Voce 50 .

| TOTAL 150

o i

> | GRAND TOTAL (EXT. 50 M + INT. 100M) 200

I | - e —
E . Signature of the Faculty Guide

IP |

? . Signature of the Internal Expert

q

i : Signature of the External Expert

% |

]

’ Signature of the Principal with Seal

b
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