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REPORT
Word processor is a software program capable of creating, editing storing, and

printing typed documents. Today, the word processor is one of the most frequently
used software programs on a computer, because of its versatility in creating
a document, with Microsoft Word being the most popular word processor. In view
of this IQAC of Sacred Heart College, Thevara organized a training programme on
word processing for the administrative staffs of the college.

The program started with a silent prayer. Dr. Joseph T Moolayil, IQAC co-
ordinator of Sacred Heart College, Thevara welcomed the participants and the
resource person. The technical session was handled by Mr. Sreejith M. G., IQAC

Programme officer, Sacred Heart College, Thevara.

Technical Session

In the technical session Mr. Sreejith explained about the various existing word
processing software such as google docs, Microsoft word pad etc. He then gave a
detailed tutorial on the widely used word processing software ‘Microsoft Word’. He
explained the various components, features and advantages of Microsoft word
processing software and urged the participants to explore the various applications in
the software. He also pointed that by using word processing software it would not
only help the storage of text in the computer which would reduce the space
consumption but also we can protect the documents by setting passwords for the
documents which would prevent unauthorized persons from viewing the documents.

12 Non-teaching staff participated in the training programme.

In the concluding session Mr. V. A. Jose, Superintendent, proposed vote of

thanks to the resource person and the organizing committee.




PHOTO:

Sreejith M. G. demonstrating Word Processing (18/07/2014)
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