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2. Online/Offline: Offline 
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11. Report on the programme: 

The training programme was entirely hands-on in nature, enabling participants to learn 

through direct practice. The following topics were covered: 

• Introduction to Computers 

Basic components of a computer system, hardware and software, operating system 

fundamentals. 

• MS Word 

Creating and formatting documents, inserting tables and images, page setup, and basic 

editing tools. 

• MS Excel 

Data entry, basic formulas and functions, creating tables, charts, and simple data 

analysis. 

• MS PowerPoint 

Creating presentations, slide formatting, inserting multimedia elements, and 

presentation techniques. 

• Internet and Email Applications 

Internet browsing, searching academic resources, creating and using email accounts, 

and online safety basics. 

Participants were encouraged to perform each task individually under the guidance of the 

instructor, ensuring effective learning. 

12. Outcome of the Programme 



The training programme was highly beneficial for the participants. At the end of the 

programme: 

• Participants gained practical knowledge of basic computer applications 

• Their confidence in using computers increased significantly 

• They became capable of preparing documents, spreadsheets, and presentations 

independently 

• The programme helped bridge the digital divide among students 
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