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A Two-Day Capacity-Building Workshop   

on 

“Computer Proficiency for Beginners: A Step-by-Step Approach” 
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Venue: Xavier UG Computer Lab, 3rd Floor, Jubilee Building. 

 

Trainer: Dr. V.Sumathy, Assistant Professor, Dept. of Statistics, Loyola College, Chennai 

 

--------------------------------------------------------------------------------------------------------------- 

A two-day capacity-building workshop titled “Computer Proficiency for Beginners: A Step-

by-Step Approach” was organized for the Administrative Staff (Group 2) by the Internal 

Quality Assurance Cell (IQAC) of Loyola College. With the objective of strengthening basic 

computer skills essential for office operations, the workshop aimed to improve the efficiency 

of the participants in handling routine computer-based tasks and put to use their gained 

computer skills in their day-to-day tasks. 

The workshop commenced with a prayer to invoke blessings for a fruitful learning experience. 

Mr. Cleophus, the Office Superintendent welcomed the participants and thanked the college 

management and the organisers for these learning opportunities provided to the office 

staff. 

Rev. Dr. Boniface Jeyaraj, S.J., Secretary and Correspondent, Loyola College, delivered the 

felicitation address, highlighting how such workshops play a crucial role in professional 

development and contribute to smoother administrative functioning. He emphasized the 

importance of computer literacy and encouraged staff to make the most of this opportunity. 

 



 

 

 

 

 

With a brief introduction and honouring of the resource person Dr. Sumathy, the session 

commenced 

Workshop Highlights & Key Learnings: 

With her vast experience as a tutor, the sessions were designed with a beginner-friendly, hands-

on approach, covering key topics such as: 

✔ Microsoft Word 

✔ Microsoft PowerPoint 

✔ Microsoft Excel 

✔ Gmail & Email Automation 

✔ Digital safety and ethics as beginners 

 

 

 

 

 

 

The training included step-by-step demonstrations, followed by guided exercises to enable 

participants to understand and learn these skills. To ensure experiential learning, participants 

were given individual computer systems to practice the exercises given, type a letter and 

share an email.  



 

  



 

  



  



 

  



 


