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Mr. Patil A.S.
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Ku. Ghadage A.P.

Mr. Nalawade Rajendr
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Microsoft Word Course Contents

1. INRTODUCTIONS OF MS WORD
» What is Ms Word?
» About Extensions
» Ms Word is Part of
» How to Start
2. HOME TOOLBARS
» Clipboard
» Fonts (Practical Assignment)
» Paragraph (Practical Assignment)
» Styles (Practical Assignment)
» Editing (Practical Assignment)
3. INSERT TOOLBARS
» Pages & Tables (Practical Assignment)
» Ilustrations (Practical Assignment)
» Links (Practical Assignment)
» Header & Footer (Practical Assignment)
» Text & Symbols (Practical Assignment)
4. FORMAT TOOLBARS
» Text Box Styles (Practical Assignment)
» Shadows & 3-D Effects (Practical Assignment)
» Arrange & Size Management (Practical Assignment)
5. PAGE LAYOUT TOOLBARS
» Page Setup (Practical Assignment)
» Page Background (Practical Assignment)
» Paragraph & Arrange (Practical Assignment)
6. MAILINGS TOOLBARS
» Create Letter (Practical Assignment)
» Start Mail Merge
» Write & Insert Fields
» Preview Results & Finish > g
SHORTCUT KEYS ("
PRINCIPAL
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At — 03 November 2025 @ 29 November 2025
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INRTODUCTIONS OF MS WORD | Mr. Kadam M. M. L 10

- T |
HOME & INSERT TOOLBARS Ku. Ghadage A.P.| 10

FORMAT & PAGE LAYOUT TOOLBARS | Mr. Patil A.S. 10

|

MAILINGS TOOLBARS Mr. Kadam M.M. | 10

SHORTCUT KEYS Mr. Kadam M.M. | 10
) |

50
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Skill Enhancement Courses (SEC)
HIVCT AlgiTd AATHHA 2025-26

Eﬁ&'f — MS-Word Certificate course

Time Table

Fremay — 03 November 2025 @ 29 November 2025

TS - Multimedia Center
4 — g 10.00 pmd 11.00 pm

.| srerramaTe e HEATH Date

INRTODUCTIONS OF MS WORD Mr. Kadam M.M. | 1" Week

| HOME & INSERT TOOLBARS Ku. Ghadage A.P. | 2 Week

|
T

FORMAT & PAGE LAYOUT TOOLBARS | Mr Patil AS. | 3rtWeek
; |

d |
4 | MAILINGS TOOLBARS Mr. Kadam M.M. | 4™ Week |
‘ |

- |
SHORTCUT KEYS Mr. Kadam M.M. ] 4" Week

Exam 29/11/2025

01/12/2025 Certificate Distribution Ceremony
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Balasaheb Desai College, Patan. '
Department of Library
(2025-26)

Skill Enhancement Course (SEC)
“ MS-Word Certificate course ”

Inauguration Function

Introduction Mr. A.S.Patil

Chief Guest Dr. H.V.Kate

Chair Person Prin. Dr.S.D.Pawar
Chief of Presence - Mr. Nalawade Rajendra
Vote of Thanks Mr.Kadam M.M.

Day & Date - Monday 03/11/2025

Venue

PRIA IPAL
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Koyana Education Society’s

Balasaheb Desai College, Patan. | &%

‘@Q Inauguration Function m"

S Department of Library .
2025-26

Name of the Activity - * Skill Enhancement Course (SEC)”

“ MS-Word Certificate course ”

Date - 03/11/2025
Venue - Multimedia Center

Prin. Dr. S. D. Pawar, Prof. Anil Patil, Dr.Kate H.V., Mr. Nalawade
Rajendra, Mr. M.M .Kadam, Kum.Asmita Ghadge

| Objcctlve of Activity- Providing information and training to student about

the working of librarianship.

Outcomes of Activity The student acquired the skills of librarianship

Name of The Guest- Dr.Kate H.V

Chair Person of Activity- Prin. Dr. S. D. Pawar

Vote Of Thanks- Mr.Kadam M.M.

Balasahieb Desal Coliage Patan
Tal, Palur Ds\b tara 415206 (W
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Lecher Report -
Department of Library -
2025-26

Name of the Activity - * SKill Enhancement Course (SEC) ™

“MS-Word Certificate course”

Mr. Kadam M.M.
INRTODUCTIONS OF MS WORD

Venue - Multimedia Centre
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Koyana Education Society’s -
Balasaheb Desai College, Patan. &%,
Lecher Report "”f"’"”"‘
Department of Library —_—
2025-26

Name of the Activity - *° Skill Enhancement Course (SEC)”
“MS-Word Certificate course”
Ku. Ghadage A.P.
HOME & INSERT TOOLBARS

Venuve - Multimedia Centre
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Koyana Education Society’s

Balasaheb Desai College, Patan. PN |
Lecher Report t‘j‘““‘”‘"

Department of Library
2025-26

Name of the Activity - ** SKkill Enhancement Course (SEC)”

“MS-Word Certificate course”

Mr. Kadam M.M.
MAILINGS TOOLBARS & SHORTCUT KEYS

Venue - MS-CIT Centre

1
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Koyana Education Society’s

Balasaheb Desai College, Patan.

Exam Report

Department of Library

2025-26

Name of the Activity - *Skill Enhancement Course (SEC)”

“MS-Word Certificate course”

Mr.Patil A.S.

Topic - FORMAT & PAGE LAYOUT TOOLBARS

Venue - Multimedia Centre
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Department of Library
2025-26

Name of the Activity - “ Skill Enhancement Course (SEC)”
“MS-Word Certificate course”

Mr. Kadam M.M.
Online Exam 29/11/2025

Venue - MS-CIT Centre

.
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Koyana Education Society's
Balasaheb Desai College, Patan.

CERTIFICATE

SKILL ENHANCEMENT COURSE (SEC)
MS-Word Certificate course

DEPARTMENT OF LIBRARY

This is to certify that Student,
Balasaheb Desai College, Patan has successfully completed the Skill
Fnhancement Course (SEC) ‘MS-Word Certificate course’ in the
academic year 2025-26 and possesses proficient knowledge of MS-
Word.

Convener IQAC Coordinator Prin&fbal

Mr.Anil Patil Dr. H. V. Kate Prin, Dr. S. D. Pawar




Koyana Education Society’s

Balasaheb Desai College, Patan

Library

Name of the activity- “Skill Enhancement Course (SEC)”

“Ms-word Certificate course”

Date- 03/11/2025 to 29/11/2025 Place- Multimedia Center
Time- 10.00pm to 11.00pm
Chief Guest- Dr.Kate H.V. ( 1QAC Coordinator)

President - Prin. Dr. S. D, Pawar (Principal B.D.C.Patan)
Chief Attendance - Mr. Nalawade Rajendra

Pro. Anil Patil ( Librarian )

Feedback

Very
Good

Name Excellent

GOTPAGAR KARAN PRABHAKAR \/
DEWAKANT PRAMKUMAR SURYAKANT ==
KADAM HARSHADA BHIKU \//
KADAM HARSHADA MAHADEV v

PAWAR SHUBHAM ASHOK
KADAM ADITY SANDIP

KADAM RAGHURAJI NANDKUMAR
KADAM SHUBHAM BHIKU

PARIT ADITI AMAR
JOY JOHNSON COYTO
DEWAKANT RAMA SURYAKANT
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Name Excellent

AREKAR ADITYA DEEPAK =
PAWAR LAXMI SHITARAM Pl
CHAVAN ANUJA SURESH
SURVE SUMIT KRUSHNAT T
KUMBHAR ANAMIKA YASHWANT v
PATANKAR SANJANA SANTOSH “
BHALEKAR SASMIT RAJARAM =
v

KADAM HARSH RAJENDRA
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