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

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

Affiliated to Sri Krishnadevaraya University, Ananthapuramu.

LIST OF MENTORS AND MENTEES FOR TWO MONTHS INTERNSHIIP

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

Academic Year: 2022-23

5.NO NAME OF THE MENTOR GROUP NUMBER OF STUDENTS

1 P.GuruPratapReddy BZC a0
J.V.Ramana

2 | p.Hazivali MPCS 2
AH tha R

1 anumantha Rao 20
I.Dasaratha Ramaiah 75

* | pr.p.AdiNarayana CZPMPT as

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

(7] 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
MN.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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................................. RSELRZL ) i esenesss

Under the Faculty Guideship of St Yot B F’M'ﬁ'wf""

Department OF i Soekd EM e LRY v e i AR BRI AP

Submitted by:

Name of the Student .H..-;f?...-.ﬁ.idcm:ﬁ.; ....................................

Reg.No:_Z1U2 005008043,
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student’s Declaration

LS. Stddik a sudent of 1L gge(Rzc)
Program, Reg, No. ZluwoSoucousz  ofthe Department

of ' College do hereby declare that | have completed
the mandatory internship from iwfoqlagite oa— cg—2eLin

Svrns Inctipte odivy . (Name  of  the  intern

organization) under the Faculty Guideship of

(Name of the Faculty Guide), Department of

!_l:\.mi;zmd S TEN GO F—‘“J‘ﬁ[ame of the College)

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

This is to certify that__ S . &idik [Name
of the student) Reg. No. 2iurooscudOiid completed his/her

Internship Ln__m_mg;]idjg_]ftﬂchﬂ_[ﬂame of the Intern
Organization) on { Lmpurtey €l lL.

(Title of the Internship) under my
supervision as a part of partial fulfillment of the requirement for the
Degree of B.sc(Bockulay ot ccierfi the Department of

_chm;jaﬂ_,ﬂmbnﬂ;agﬁmﬂfﬁﬁme of the College).

This is accepted for evaluation.

Endorsements 5v| Gathya 5ol Cist.

Head of the Departmem

Principal

.——_—'___*_—v_ﬁ-
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Certificate from Intern Organization

j This is to certify that S . Siddik [Name of the
; intern] Reg. Nowuroosougeudof € T.5.M G0C (Name of
the College) underwent internship in _SWMS Ty ctideate

[Name of the Intern Organization) from_15-C3 - 303 3 to

2~o9 —asathe overall performance of the intern during his/her

e
internship is found to be j.:r[lg:h:gigra (Satisfactory,/Not
Satisfactory).

-
Authorized Signatory with Date
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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 prescntations, 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,

W

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

MPowerPoint,

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 ean benefits teachers and students to
create new innovalive 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 cemplex 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 orall 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
Eiven 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 1T Solutions [GITS) is an IS0 9005:2015 certified institute, it was registered under
MSME and maintained under Zareen Educational and Welfare Soclety. It was established in

2005.

Objectives:

=

N

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 employrient 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.

T improve standards of computer education in the rural area people.
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# Our mission studied their theme properly and decided to 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 ete, The Orpganization 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, Sudents,
employees, entrepreneurs ete.

¥ To provide quality IT edecation 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 guality, efficient and
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resourceful training. Motto / Goal the MOTTO of “STRIVE FOR EXCELLENCE" adopted by
the istitute truly stands testimony to the commitment, enlightened vision and foresight
exclude by the management of Glebal 1T Solutions in a altempl Lo establish jtsell as a
institute for excellence, a name to reckon with in future. 1Lis said “A FOCUSED MIND 5 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 make their base strong as well as
scoring good marks which helps them to pet admission in good college, We want to grow in
terms of 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 fexible practical timings as per the
convenience. At GITS, sach student is given a special attention and importance. Qur aim is
to provide best education so that a student can have bright career in IT fleld.

Working Environment:

The institute provides good environment to learn technology to the students.
Working in a real-world envirenment 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 abeut your capabilities and ultmately 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’, Hence, the UGC has issued guidelines instructing educational
institutions how Lo 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 T 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 can help you understand
different operating systems and application software. Whether you are a college graduate,

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

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 capahilities,
thus saving time and money in the long run. Internships for professional careers are similar
in some ways. Similar to internships, apprenticeships transitlon students from vocational

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

post-praduate adults.

Iit 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 college

T r A kil PR RE TS L ST ST A E L e S e e T T e —

students with the ability 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 praduation.

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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placements at reputable companies. Some companies may also provide controlled housing

in & new city, mentorship, support, networking, weekend activities or academic

H

credit, Some programs offer extra add-ons such as language classes, nelworking events,

local excursions, and other academic oplions,

Seme 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 unpaid 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
SPONSING 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 those 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

Pa—
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discuss what computer hardware is and the basic com ponents of it along with how
camputer technicians can safely troubleshoot key parts of a personal computer.
Hardware:

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

Computer

Eey Board

Mouse

CPru

Hard Drive

Printer

Monitor

Mother Board
Input Bevice

Power Cable

FPower 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 lot of technical
skills. Soft skills are a basic 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 acqguired:
Communication skills
Interpersonal skills
Collaboration with team
Time Management
Adaptabilicy

Critical Thinking
Research and Analysis
[nitiative

Leadership

Warking with different mentalities
Tasks

Flexibility

Eager to learn
Environmental conditions ete.

e ey Lo ]
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CHAPTYER-IV

ACTIVITY LOG FOR THE FIRST WEEK-

Dayé ) ‘
Date Brief description of the Person In
Daily activity Learning Outcome thrﬁe
Signalure
5 fey [2en t 2
Day -1 Introduction of typing master | Typing muster introduction %
EILE 157-SH)
Day - 2 Knowing about all keyboord keys | Kevboard keys %
18/03 2003
mouge i
Day - 3 %
| valedf

Enow about which finger s used ml ASDF OR KL KEYS

Day -4 press A5 DVF or LKL letters %
2.0 pH a
'Ir oy Kmmw about which finger is used Lo EROR L0, KEYS
press ER or L0 letter
Day -5
2 [ o f-i'-‘:'l-‘_i = i

Practice all keys Practlce
Day -6 = lI
|
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WEEK - 1 [From m'ﬁ_{_qhﬁmﬂ_r?j

ping speed and accuracy. In twio weeks

Typing Master is a software program designed to improve &y
improve the following skills:

of using Typing Master repularly, WE can expect to learn and

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 leys and using all were fingers Lo 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
memory 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 efficient typing technigues.

5. Typing fuency: 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 overall typing proficiency.

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

a more consistent typing rhythm.

Iso helps we improve accuracy. The
and developing muscle

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

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

 BEESES R itenmite
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ACTIVITY LOG FOR THE SECONT WEEK-

ﬁ

Dayk | i Person In-
Date | et d-.‘:'-'.l:ﬂprl.‘n? f A Learning Outcome | Charge
I Daily aclivity Signature
Know about which finger (s used to ,H Letters
Ll?rﬁ q_flll'j press Gor H letter
Day - 1 /;//,‘
Kmow about which finger is used to ¥.1.0 P Letters
'l'ul."r H?i -1 press ¥, [,0.F letters
Day-2 %
e Know about which finger is used 1 . W. Latters
2% /“lﬁ ?}‘;u press W Letters
Day -3 =
Know about which finger s used o XV Letters
‘aé;}ﬂfij press ZXGV. Letters
Day -4 %
l
Know abaut which finger is used to BNM Letters
qu}ﬁquﬂ press BN M. Letters
Day =5 %

2 3/6% 2.3

Dray -6

Allkeys practice
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WEEK = 2 (From Dr.b (V) 1L SR |

Typing mastery refers to the ability to type accurately and efficiently on a keyboard. Developing
gun_d. typing skills can greatly enhance were productivity and speed when working on a computer.
To improve were Dyping speed and acearacy, here are some Eips:

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 on the home row keys. The
home row keys are "ASDF" for the left hand and “JKL;" 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 symbol on the keyboard,

3. Start with touch typing: Teuch typing is the technigue of typing without looking at the
keyhoard, 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 Anger for the "] ke,

4. Typing cxercises; Practice typing exercises and drills to improve speed and accuracy. There
are vartous 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. H

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
kevboard and try to develop musele memory for the key pasitions.

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 ta build

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

Dayé& | Person In-
E ks
Date rief d e?mpti:m} of the . Learning Outcome | Charge
Daily activity Signature
2.:1!1'.-;;:;. J2023) Whiat is compuker Computer introduction
i
Day-1 | %
. BHKEZH'ZDLB | What Is hardweare . Hardware
Day- 2 éaé-'
C:-'I‘/{:- R .;J‘m What iz zoftware Saftware
Day-3 %
ﬂl?[ﬂﬁ«fmu Cperating systern | Operating system
Day - 4 %
|
ol File manager File manager
0} /o3 o2
E"’"IF ﬂ-?{:&ﬂ—ﬁ Connecting internet and web Inbernet and web browsers
Day -6 browsers
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WEEK - 3 (From Dt =]

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 jearn:

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

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

. Hardware: we will learn about the physical components of a computer, such as the central
processing unit {CPU), memory (RAM), storage devices (hard drives, 55D¢), input devices
(keyhoard, mouse), and output devices (monitor, printer),

3. Software: WE will explore the different types of seftware, 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 to organize and manage files and folders on a
comyputer, This includes creating, renaming, moving, 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 [ike TCE/IP.

_ Internet and Web Browsers: This section will cover the basics of the internet, including web
browsers, scarch engines, and common weh services. we will learn how to navigate the weh,
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 abeut regular
malntenance tasks like software updates, disk cleanup, and virus scans.

rview of the topics typically covered in zn introduction to computers. Different
er detail or cover additional subjects depending on the

This is just an ove
courses or curriculum may go into furth
level of the course and learning objectives.
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ACTIVITY LOG FOR THE FORTH WEEK-
Day& . . Person In-
Date Bt des coptowgline Learning Outcome | Charge
Daily activity Signature
o i‘f,l" Ef 2oy Know about introduction of Microsoft word hrief
Microsoft word introduction
Day -1 %
$OL Know about introduction of Microsoft PowerPoint brief
nq-"ll E'JI K Microsoft PowerPoint Introduction
Day- 2 e
Know ahout introduction of Micresoft Excel brief
Gﬁj Ellr)lm"":"-':'I Micrnsaft Excel introduction %
Day -3
Know about Microsoft Outlook Microsaft Outleok bejel
= ':1/ Bl2tug - introduction
Day - 4 %
Know about Microsoft access Microsoft Axis brief
"ﬂa‘) E?J'[ 200+ introduction
Day - 5 i%
Know ahout Microsaft publisher Microsoft publisher brief
| I.’,P'E‘f_z_,l;g'i{ introduction
Day -6

ature of the Mentgr
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ET::::-“"S"JH Of ice is a comprehensive suite of productivity applicatinns developed by Microsoft
: i|1-|:rr:L|:14:rr|.. It h_ES become the industry standard for of ice software and is Withaty user ) Yare

usiness, educational, and personal settings. Let's take a closer look at the key companents e
features of Microsofi Office:

1. Microsoft Word: Word s 3 powerful word processing application that allosws users Lo
create, edit, and format documents. It is a wide range of features such as spell checking,
grammar checking, formatting options (fonts, styles, colors), page the settings, and the
al:f:ﬂ":!r' to insert tables, images, charts, and other objects inte documents.

2. Microsoft Excel: Excel is a spreadsheet program used for data arganization, 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. PowerFPaoint is
commonly used for business presentations, educational lectures, and training materials,

4. Microsoft Outlook: Outlook is an email dlient and personal information manager that helps
users manage thelr emails, calendars, contacts, and tasks. It of features like email
organization, filtering, and sorting, scheduling meetings and appointments, managing
contacts, znd setting reminders. Outiool 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, |
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, doecument 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-

Dray e Bt : Person In-
Date niet des::rlph.m? of the Learning Outcome Charge
Daily activity Signature
L'}_Ir? E/,f 27 Microsoft world teols Introduction Microsnft word teols
Day -1 %
4 ; E.-'I - Learn about basic text formatting : Basic text formatting
Day-2 % .
1 '5"; E; 23 Know about page lavoul Page tayout
Day =3 %
Know about inserting and formatting]  Inserting and formatting
' K EJ" 221 Images images
Day - 4 Q/p
L [ q{;ﬁm Learn about ::-]'n:nt;.:et table send Tables and columns
Day-5 g{
g 18/%/2.1 Know about headers and folders | Headers and folders g
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In Microsoft Word, WE can learn a variely of skills and techmigques for creating and cditing
documents. Here are some of the key features and functions that WE can learn In Microsolt Word:

1. Basic Text Fl}t‘mattinE: whe can learn how tocha nge the fant 51‘}"]!, _';iz,u, {ll’ll‘i color of Lext. WE

can also learn how to ;pp[}r fm'mg'[t“]g Dpl:iﬂl‘lE such as bhold, 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 marging, orientatien (portrail or
landscape], and page size. we can also learn how to add headers and footers, page numbers,
and apply different page layout aptions 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 then.

. 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

cnlumns 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,

I 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,

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.
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ACTIVITY LOG FOR THIE SIXTH WEEK-
| S R
: rays: Person In-
| Date | Wried deseriplion ofthe Learning Qutcome | Charge
| Daily aclivily Signalure
| | I
| Wy J n{;;& TN Know about different types of styles Styles and teams

and theme
t]-. _"i' - 1 | -1

I
I
| Ay e

| Learn eollaborations and reviews | Collaborations and reviews

f
2\fe Ef_mz-:'_q,
Day- 2 ‘f%

I _E__J,I&-. F.JML] Learn about User interface User interface %
Day -3 2
:_LH fﬂE’fﬁﬂEﬂ Learn about what is mail merge Mail merge
Day - 4 %
£ tr/n‘i‘fﬂﬂ Know about Ribbon Ribhon

2 /"" g M ! Know about quick access toolbar Quick access toolbar

i | o

Si ure of the Mentor
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to make document

i . friendly interface designed
User Interface: Microsoft Word has a user-friendly inte nclude the Ribbon,

creation and editing intuitive. The main components of 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 ' T : nclude Home, Tnsert, Page Layout,
representing a specific set of functions. These tabs inclu . I
References, Mailings, Review, and more. Each tab is further divided into groups that contain

related commands and taols,
! : i {bar is a customizable toolbar located at the l‘n:-p
3. Quick Access Toolbar: The Quick Access Too bpspinmsip o

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. . ;
5. Saving and Exporting: we can save the documents in various formats, including .doc, .pdL

stf, .oit, and more, word also supperts exporting to other Microsoft office formats and
Google Docs, g

6. Table of Contents and Index: Word can automatically generate a table of conteénts base done
the document's headings and page numbers. 1t can alse 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.
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ACTIVITY LOG FOR THE SEVENTH WEEK-

Dayé& Person In-
Date Brief description of the Learning Outcome | Charge
Daily activity Signature
_ lr;lffgj rer ) | know about Document area lenow about Document area
Da}r =1 %
¥ E}.I'I ﬂ.glir | Learn about status bar " Stalus bar
Day- 2 ’%
| learn about Document creation and | Document creation and
lq.} Z E{ﬂl:]' editing editing
|
Learn ahout style sand themes | Styles and themes
2 gfo Pf‘.mlj. |
Day -4 : %
e Know about Spell an-:fg_mmmar spell apd grammar check
2\ [08/2003 Spells
Day - 5 g’
z1/0 H 2003 Learn about reviewing tools Reviewing tools
Day =& ’%

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 situsted at the bottom of the window and provides useful

information about the document, such as the page number, word count, language seltings,
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 like font style, size, color, alignment, and spacing can be
easily applied to the content.

. Atyles and Theémes: 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 conzsistent 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 collaborative editing and reviewing of documents,
Inserting Objects: WE can insert various ohjects into the document, such as pictures, shapes,

SmartArt graphics, charts, hyperlinks, equations, syinbols, 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.

I
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ACTIVITY LOG FOR THE EIGHTH WEEK-

Dayé& : o Person In-
Date et dn.ﬁmph_ﬂ? of the Learning Outcome | Charge
Draily activity Signature
TI i | I -"'-E'.:lﬂ PowerPeint introduction PowerPoint introduction
Day -1 gb"’
|Creating slides and slide designs and| Slides and slides d'-‘—"'EE“i“E o
= (ll 7 'le—l layout and lapout
Dizy - 2 i
J_}J, 9 flﬁlf_? Kniow about adding multimedia Adding multimedia g
Day =23
.1‘; ? JioLl Learn about speaker notes Speakar notes |
|
Day -4 % |
2c Learn about Animations and Animatlon moments
3_/1%’(' =3 transactons I
Day -5 ’jgb I
: !
2}, "f',|"|."r3 a1 1. Know about slide show settings Slide show settings | ¥ :
i
Dray -6 % .

Si

[
ure of the Me?:r/
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!“l Microsoft PowerPoint, WE can learn a varlety of skills and technigues for creating and delivering
presentations, Here are some of the key features and fimctions that WE can learn in Microsolt
PowerPoint:

. 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.

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, appiy 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.

. Adding Multimedia: we can learn how to enthance 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 !I
movement or effects to text, imapes, and other elements 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 o add speaker notes to gach 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 Jearn how to customize the settings for the slideshow. We can
eel the slide timing, chonse 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 PowerPaint
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

Ll - —
i
i
|
e,
\F !
L~
1
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effectively, and engaging the audience through interaction or storytelling
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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 Ihtern
began a long time ago but has drastically evolved over the years. Internships first started as
a laborer who would take on young individuals and teach them their art or trade. The [

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 lenger, 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 feld.
Internship outcomes:

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

looking te gain experience before they graduate. However, they are increasingly being

sought oul by and offered o workers at all stages ol thelr careers, in particular workers
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thanging aveers, By partaking iy an internship, you will be able (o fain real-life expasure,
Brow your Enowledge ang determine, Internships not only provide you with the first-hand
EXPerience in the real working world byt also enable you 1o understand the carpor
trijectory for YOur desired job (i, You can learn how 1o apply the knowledge vou have

acquired during an internship to your futyre workplaces,

B Bringing freg) Nerspective

# New Skills Acquired on tomputer basjes
¥ Learned new techniques

# Typing wark

* Leaned M5 Office, Excol, WordPad erc

» Baslcs in Computers

\._r

Improved the overall wark dimate

# Thoughts changing

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

F We Cager to galn experience in their figld

(¥ Scanned with OKEN Scanner



f/

¥

¥ ¥

Interns bring a fresh perspective and new Ideas inta the work environment
Mativating and stimulating to the members

Flace to work is very important

Planning and Assigned tasks

Supervision should be worked out

Time sense and clear communication

The work 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

To 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

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

questions. 1

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
profissional connections before they even graduate. For some students, it is & stepping-stone to
bonus opportunities within the same arganization, including a fall-time job, The more peaple you
meet in the professional world with the same interest, the higher your chances to prow as a
professional. We will get to know how these peeple work, what strategics they use to tackle a
deffculr 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 |I
in verious work environments. We can use their strategies and reinvent them for your
circumstances, Everyone knows that the job market is competitive, éspecially in the current
climate. We got competitive edee in the global world. Intemships can provide me with
expericnce and the skills. We have been motivated to acquire cxperience owtside of knowledge.
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 I am attached to the Global IT Solutions for learning basic computer skills,
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which are necessary for jobs in the future. | feel that the students are

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

other'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

FI 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 sccial awareness prograimmers that are conducted by the “

institute and college. There is good mutual support between the college and computer

Centre. | learned how to do work with team members, how to motivate the friends during
critical stages. The working environment ig good. | really enjoyed my internship, it's 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

Deseribe the work environment you have experienced (in terms of people
interactions, facilities Available 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 environment very important for learning and doing job or any other work.
Good environment is always boosting up your interest, 4 waork 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 is more comfortable and improving my
communication, Hosting company events and expressing gratitude builds trust and ignites
enthusiasm,

The work environment Impacts my mood, drive, mental health and performance. My
confidence is increased. Overall environment is good at the ctomputer 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 s 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 alzo 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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Describe the real time

techni
skills ang hands gy o T ievee

EXperience)

Technicsa) skills are the

cquired (in terms of the job related

Specialized ) _
tasks ang Use specif nowledge and Bxpertise required to perform specific

1T tonl
5 and Programs in real world situations. Diverse technical skdlls

about every field and i
hdustry,
health cg reand education, In fact
il

technical

are required ip fust
from IT and business administration to

—-— many entry-level positions across in dustries require basic
W5, such as elgug computing in

platforms, There are many examples of more
require incude

Google Drive and navigating social media

advanced technical skills that a job might
Programming
workplace skills, alzq called sq
technical

languages, technical writing, or data analysis. Unlike

. ft skills, such as communication and time management,
skills aften Yequire specific education and training to acquire.

Technical skills;
I i
earned the following few Technical skills, but not in depth. Sometimes referred to as hard

skills, i i
lls, invelve the practical knowledge I uze in order to complete tashs. Some examples of
technical skills are:

Typing

Internet browsing

Mails

Data analysis

WordPad

M5 Dffice

Graphics
Writing

Printing etc.
The following skills are the necessary for job.

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

¥ Communication. You can listen and say infarmation clearly when you speak or
write.

« Teamwork

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

(problem sobving and decision miaking)

Describe the managerial skills

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

workmanship, productive use of Lime, weekly improvement
goal setting, decision making, performance analysis, ete.?

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

in competencies,

lowledge and ability of the individuals in a managerial position to fulfili some specific

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

However, 1 alsa acquired through practical implementation of required activities and tasks.

This skill will help me 1o 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 4 successful Mansgement process:
# Technical skills

¥ 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. [t also useful for to increase sales,

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

students to do computer system work, Without 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 whole through analysis and diagnosis of different conditions. In such a
way we ean 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 knowledpe
and ability to work with different people. One of the most critical management tasks is to
wotk 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.

(¥ Scanned with OKEN Scanner



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
comimunication 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 1 followed Reading, writing, listening and speaking for
improving my language skills. 1 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 are 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

teams, contribution A% @ leam member, leading 8 team factivity.?

I wnderstand that \
nd that Group Discussion (s a type of discussion that Invelves people sharing

ideas or achvitine. 1+ '
Qvities. People in the group discussion are connected with one basic idea, Based

on that iden . } . . g
v EVETYONE N the proup represenls hisfher perspective. Group Discussion is a

EIRIES ; : 1 i :
discussion that tests the candidate s skills, such as leadership skills, communication skills,

social skills and behavior, politeness, teamwork, listening abllity, General awareness,

confidence, problem-solving shills, ete. Lroup discussion is always performed around the
table. People can sit in any arvangement, but everyone shoukd be able to see every face. [tis
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 rale in improving the skills of a student.

I was participated in few group discussions in my collage and fow in internship
classes, Due to this discussions, my confidence levels are increased and | am thinking while
| speaking the words. My communication s 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

that
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Describe
he Technological Developments you have observed and relevant to the

subject
JeCt area of raining (Tocus on digital technologies relevant to your job role), ?
The twenty-

first ce P '
ntury has seen a technelogical revolution. Several highly commercial

and widely :
ely used technologies from the early 2000s have completely vanished, and other

ones have r
ave replaced them. In 2021, many latest technologies will cimerge, particularly in the

ﬁ "1 Sy i
clds of computer seience and engineering. These latest technologies are only going to get

b i
tter in 2021, and they may even make it into the hands of the averape individual. These

are the ;
the key trends or latest technologies to look at whether you're a recent computer

scien e ;
te graduate or a seasoned 11 professional and how these innovations are upending

the established quo at work and on college campuses.

Digital technologies are electronic tools, systems, devices and 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

technelogy. [t can happen across all curriculum learning areas,

Artificial Intelligence and Machine Learning
Edge Computing
Quantum Computing

Augmented reality
Robotics
Cyber security

Bininformatics

Data Science

s S S S S e e

Full Stack Development

1
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Virtual Reality and Ay gmented Reality
Final Thoughts

4 G Network
Automation

Digital Twin

Real Time Analytics
Black Chain Technology
Cyber Security

Virtual reality
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Student Selfl Evaluation of the Short-Term

Internship

Student Name: 5 . 5"":1.:' e
Form o 11\ll~i'|1ﬁlti;1‘.r -r::?a-w. 'I‘,Tfﬂ:H -5 )y |

Bafe of Evaluation: ﬂEf'l!lLtﬂ—,l .

Registralion Mo 2 |(UO0SDUSOUT |

Ko H

; ' vOivy ""‘TU"';"I‘“'
| Organization Name & Address: vl F ._.Eﬂmlﬂi?:' i

2R [10-3.

Please rate your performance in the following areas.

Rating Scale

WY oo sl odm e b B =

e s e e
U o e k= O

Date:

Oral communication

Written communication
Froactiveness

Interaction ability 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 o e e ek bk ek

Letter Grade of CGPA Caleulation to be provided

IR T =
3 4 57
) 3 4 5"
2 3 &7 5

2 3 4 5
2 3 4 57
2 3 4{f 57
2 3 4 5

R o
7 3 4 s
2 3 4{ 577
2 3 4 5

2 3 4 g
RN S S
TR I T <
_C . Liddie

Signature of the Student
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Evaluation by the Supervisor of the Intern

Organization

Student Name: & 57 ;0

Term of Internship: byt From: |5 -0% - 2003 To: 3 ~09-2e023

Date of Evaluation: 061|013

Organization Name &Address: SV S 1n£+i"lz~_ﬁt-;—ﬂﬂiﬂ#”"PUfﬂtfr“ﬁf\:cmﬂj‘i.
5. T.S.N Gog, kadiv,
¢ o). V- Rowrono-
C12q 56 Gouq .

MName & Address of the
Supervisor

Mobile Number

Registration No: 214 0060 Selpaoy

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

WD B0 =) O L B laioba

Oral communication

Written Commiunicanon
Proactiveness

Interaction ability with community
Fositlve 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
OVERALLPERFORMAMNCE

Date: .t?"/ﬁ/ﬁ-ﬂi&

R I T I S [ UP S S PA r |

2 3 4v" 5
23 4 w
2 3 4 5"
2 3 5 v 5

2 3 4 Vs
2 3 4 gt
2 3 CET O

2 3 4 5"
2 B 4o~ 5

2 3 4 59"
2 3 4 5
2 3 4 v 5

2 3 4 5.
2 3 4 5
2 3 4 5’/
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PHOTOS AND VIDEOS LINKS
ANY OTHER MATERILS RELATED TO TOPIC
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EVALUATION

Internal Evaluation for Short Term
Internship (On-site/Virtual)

Objectives:-

v

v

To integrate the Theory and practice.

To learn to appreciate work and its function towards the future.

¢ To develop work habits and attitudes necessary for job success.

v Ta develop communication, interpersonal and other critical skills in the

o

future job.
To acquire additional skills required for the world of waork,

Assessment Model:

T

=

N

There shall only be internal evaluation,

The Faculty Guide assigned is in-charge of the learning activities of the
student sand for the comprehensive and continuous assessment of the

students.
The assessment is to be conducted for? 00 marks.

The number of credits assigned is 4 Later the marks shall be converted into
grades and grade points to include finally in the SGPA and CGPA.

The weightings shall be:
& Activity Log 25marks
+ Internship Evaluation S0marks
= Oral Presentation 25marks

Activity Log s the record of the day-to-day activities. The Activity Log is

ascessed on an individual basis, thus allowing for individual members with in

groups to be assessed this way. The assessment will take into consideration

the individual's student’s invalvement In the assigned work.

=

While evaluating the student’s Activity Log, the following shall be

considered-
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3 73
: ¥ Theindividual student’s effort and commitment.

9 ¥ The originality and quality of the work produced by the individual

student.
» ¥ The student's integrati d co-operati [ § igned
gration and co-operation with the work assigned.

." ¥ The compleleness of the Activity Log.

? #  Thelnternship Evaluation shall include the following components and based
B on Weekly Reports and Outcomes Description

B a. Description of the Work Environment,

R b, Real Time Technical Skills acquired.

8 c. Managerial Skills acquired.

b4 d. Improvement of Communication Skills.

D g. Team Dynamics

D . Technological Developments recorded.

o| ||
e

i

3

b ]

?

»

»

>

»

»

¥

?

»

»

y =

b

)
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INTERNAL ASSESSMENT STATEMENT
»
] Name of the Student : 55 -_'E.‘n,;l i,
P Programe of Study :f-rﬂl‘*"'l}"uﬁ-r’ RaliL.
Year of Study -
.ii < lﬂ_ll L]
Group : E'H-Efu[:E-zcj
Register No/H.T.No ‘2l os SoUugoUs . i
Name of the College : T 1l ,'EHDC ) Isachir .
ff University S [-Jﬁih’ﬂ*.:_ri'—l'Li _
SNo I Evalugtion Criterion Muximunt Merks
Marks Awarded
L Activity Log 10
!l Z Internship Evaluation 30
3. ‘Dml Preseniation 1
GRAND TOTAL 1
Drate: signature of the Faculty Guide

:
:
:
2
:
H
I
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EXTERNAL ASSESSMENT STATEMENT

Name OF the Student: Programe of Study: &5 | E'?c:ich k — Com PW EM'—E ‘
Yearof Study: L0273,

Group: (2 .LC '@. '?-"-'f_:]
Register No/H.T. No: Name of the 22| L00 RoHgqovs.

Colles: §,T. 5.0y GOC, kecly .
University: . C b5 ONIVERS| Ty

TEEYYES

¥ A g

- R TTeTvTwewewYeY WU R R EEEE R

SiNa Fvalnation Ceiferion Mazximum Marks
Marks Awarded
1. Internship Evaluation 80
| For the grading giving by the
| 2, supervisor of the Intern Organization 20 J
3. Wiva-Yoce S0 :
| TOTAL 150
| - GRAND TOTAL (EXT, 50 M + INT. 100M) 200

Signature of the Faculty Guide

Signature of the Internal Expert

Signature of the External Expert

Signature of the Principal with Seal
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-

0
K MName of the Student : B é_:)l,ijlﬂPI’O I
- Name of the College : &", T S ||\1 ED'U"IS D’EgﬁEﬁ CC:HE&Q
Registration Number: 545005440004
= Period of Internship: 7, mﬂit-h/g
oym S TnalRhte
Name & Address of the Internship Organisation: = ] )
kodiE - S1559)
—2
STSN GOVT DEGREE COLLEGE, KADIRI
(NAAC *B ' Grade)
Affiliated to

— SRIKRISHNA DEVARAYA UNIVERSITY,
- ANANTAPURAM
A
.-_
L
= —— = —1 ==
e 2
v 3
w 7
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FOR THE YEAR-2023

An Internship Report
on

Submitted in Accordance with the Requirement for the Degree of

lllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll e

Under the Faculty Guideship of... DﬁH E"]kxﬁ&k&m E\ll[;!z k P

Department of.......... zﬁﬂ.l'.g)%/ e A S P b e T Eh R
Name of the Enlle-gESTE:' F\J@EEU"ITD ‘%TEECQL@E #ﬂl‘.‘fﬁ

Submitted by:

RegNo:_2 14800 SA30004-
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Student's Declaration

1. ER‘&E&}*&_ a  student ol Bee rPrjﬁ'_]TﬂEﬂﬁml
Program, Reg. No. @ﬂﬂﬂﬂ:‘iﬂt}ﬂ&* afthe Department EI"J"J]{JZH/
of ST SUANC College do hereby declare that | have completed
the mandatory internship from 153-2093t0 &-9- 2633 in
.5'1’#1&'15’;""&1?'['“-L£ kaclif) (Name of the intern

—_—— —

9
organization) under the Faculty Guideship of Do ™, kﬁyjﬂnﬂ I\iﬁJ}(

(Name of the Faculty Guide), Department of  zzalapy

_mﬂ_.au.ulﬁrmmﬁmmmme College)

(Signature and Date)
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Official Certification

@
This is to certify that_B_ﬁé:ﬁ‘Eﬂ

of the student) Reg No.GIER00SATE
Internship in__ EMM‘% fD_ﬁ%_{@%g’; _f-cngl_]?uName of the Intern
Basich of Compders

under my

[Wame

completed his/her

Organization) on

(Title of the Internship)

supervision as a part of partial fulfillment of the requirement for the

Degree of @f@tﬁﬂ{’? in the Department of
e %ﬁj {_"ﬂf" hid??kame of the College).

This is aciepred for evaluation. (\

Signatur# with Date and Seal

= Hnad
pariment of Zoolkeqy
STEN. Govt UG & P, nnll
HADIR] - 515 551,
Sri Sathya 5si Djst, (a.p)

Endorsements

Faculiy Guide

ead af the Department

Principal
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Certificate from Intern Organization

)
This is to certify that__5. (Name of the

|

|

|

| =

1 intern) Reg. NoQlaSmsadooodol S ESN.ENC  (Name of
!

|

|

the College] underwent internship in _@L’m % _ Tnehide [‘f-ll':rm

(Name of the Intern Organization) from__|5 = 3~ and3 Ay
S- 9- 2092 the overall performance of the intern during his/her

internship is found to be %@L (Satisfactory/Not

Satisfactory).

1
Authorized Signatory with Date
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Chapter-I
EXECUTIVE SUMMARY

Computer Proficiency Is an inevitable part of education. The course i5 aiming to equip all the

Arts, Science, and commerce asplrants to have basie skills as well as hands on experience on

word processing, for creating excel spreadsheets, for bullding databases and preparing

presentations, through the use of Microsoft Office Word, Excel, and PowerFoint programs

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

following.

Dbjectives:

¥ To give basic information about the computer system,

* To give knowledge about computer hardware and computer software.

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

PowerPoint

Learning Qulcomes:

Ll

o

To understand the basics of computers

Learned about MS Office, Typing, and Excel

Toenrich the practical knowledge of computers

Learned about Internet, E-Mail and Power Point

Learned Mavigate and perform common tasks in Word, such as opening, viewing,
editing, saving, and printing documents, and configuring the application.

T know the Format text and paragraphs in computers

&3 Scanned with OKEN Scanner



Microsoft word is an important education application. [t ls important to process raw facts
Inte meaningful information, Microsoft werd can benefits teachers and students to create
new innevative methods of learning and teaching, Microsoft word and Microsoft office suite
forstudents help w transmit educational materials 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 edugation 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. Inthat thme you can’t Imagine
the applications are received by a handwritten letter on physical paper.

Micrasoft Office is a family of server software, and secvices developed by Microsoft for
varigus purposes, Microsoft (ffice is & suite of desktop productivity applications that is
designed specifically to be wsed for office or business wse. 1 learned how Microsoft
word and M5 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 Microsoll Word is an important application that can improve and
maximize practical education practices in schools and colleges. | Iﬁ]‘nedmn}l computer
basics for getting Government and private jobs, Every day | went into the Global Computer
Cenire, Kadiri for second internship for getting degree, This insttute has given good tralning
for M5 Difice and other basic computer knowledge. | also attended regular classes and note

down the notes and did practical experience, | used desktop for practical experience. | really

appreciate the government for giving this wonderful opportunity,
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Chapter-1l
OVERVIEW OF THE ORGANISATION

Giobal [T Solutions [GITS) is an 150 9005:2015 certified institute, it was registered under

MSME and maintained under Zareen Educational and Welfare Society. [t was established in
2005.
Objectives:

* Our Objective therefore is to create an. atmosphere of values that foster a
comprehensive approach to the growth of students that will generste not only
integrity but also give back to society their skills and create 2 world of equal
opportunities to alk

% To provide participants with the opportunity to gain accredited, marketable work
skills which in murn can lead to employment apportunities,

To develop confidence and seli-esteem by helping participants to become fnvolved

'lf

in Computer Training
% To eliminate the perception that Computer technology Is passing people by and
Increasc the general awareness of the possibilities offered by Computer Tralning

To develop role models within communities this can promote the benefits of

L1

Compiter Training

Strengthen the development of associated learning center as a proactive role model

‘r

for high quality and learner centric computer literacy program.

¥ Toimprove standards of computer education in the rural area people.
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> Qur mission studied their theme properly and decided to provide better higher

technical education in computer skills.

Mission:

GITS has been absorbing and accommodating leastwise wambers from Class [ to Class X,

Intermediate, Degree, PG, Engineering/Medical students and imparting valued computer

know-how and updated operational training, making sach of them a product of any

necessities that would develop on their needs, either to servedsa Government servant orio

sarn for their livelihood ete. The Organization Mission provides every student with a

"
- L platform to refine his/ her skills and make a mark in the computer literate weorld. To sharpen
| spudent skills and make them as masters in new technologies. The mission is "Bringing

i 1 People and Computers together successfully” and to meet the augmenting needs of the

I: l Government and Private Sector

> : Vision &Goal:

iy — ' ¢ Tocultivate [T Culture among different section of people. E.g., Students, employees,

q:;'i E entreprengurs etc,

i'-l = / To provide quality IT education and Training te the downtrodden people,

ﬁ-l_ | ¥ Providesa clear job/project description for the work experience,

2 | # Orients the student to the organization, its culture and proposed work assignments,

_ : 1 ¢ Helps the student develop and achisve learning goals.

:- h ¥ Offers regular feedback to the student intern.
1 A

L 1 GITS logks forward to being a recognized Model Private Computer Training Institute in the

> | state in meeting the prevailing needs of technical man power through qualicy, efficient and

1

=1

S e

_1a
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%
K | resourceful training. Motte / Goal the MOTTO af “STRIVE FOR EXCELLEMNCE" adnpte:l by the
- | institute truly stands testimony to the comm|tment, enlightened vision and foresight exclude
- | by the management of Global IT Solutions in a attempt to establish itself 25 a institute for
- 4 excellence, 3 name to reckon with in future: It is said “A FOCUSED MIND IS THESOURCE OF

ALL POWER" and noting epitamizes it better than the philosephy of GLOBAL ITSOLUTIONS.

!

Career and future of the student depends on their academic performance. Our aim is to

provide conceptual and in-depth training to make their base strong as well as scoring good

marks which helps them to get admission in good college. We want to grow in terms of
quality and then quantity,
Student Success is our Achievement:

W aim to provide a user friendly environmenk to oar sbudents with latest hardware and

i)
e L T ——— —;—— i —— —— — ._

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 2im is
o provide best edecation so thata student can have bright career in T field,

Waorking Environment;

The institute provides good environment bo 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 fiture. An i nternship

will help you kearn about your capabilities and ultimately encourage you to havea sreater

understanding of your strengths and weaknesses. ltcanbaa uhalb&n_glng EXperience ak times,

—

‘ Still, the benefits you gain from belng pushed out of your comfort zone will help you

rremendously in the luture when you are presented with a difficult task or situation.

‘ e T ——"

R PePerennee

..u
o
=)
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CHAPTETR-3

INTERNSHIP ON .
A SKILL DEVELOPMENT COURSE IN COMPUT ERS:
MS OFFICE

The National Education Palicy [NEP) 2020 makes internships mandatory and ealls for
research as a requirement for graduation in all domains, specifically for the four-year
undergraduate programmers’. Hence, the UGC has issued guidelines instructing educational
institutions hew te go about this, The Govt of Andhra Pradesh, Higher Education
Department has introduced Skill and Skill Development eourses along with three mandatory
internships during their graduation. The Andhra Pradesh state council ol Higher education
has given the instructons to all the colleges and unlversities. Hence, the internship is
mandatory for degree students. The Commissioner of the Collegiate Education and
Concerned universities are the implementing authorities, Here | am going to explain the
internship, working conditions, work schedule, what equipment used for intérnship and
how | have successhully completed the tasks given by the mentors, and what kind of skilis

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

Basic computer knowledge is about how computers work and how to use them. This imay
include typing, learning keyboard commands, powering computer on and off, knowing how
to connect and disconnect the Internet to a computer. [t can help you understand different
operating systems and application sofeware, Whether you are 3 college graduate,

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

everyday tasks and increase workplace productivity.

Internship and Iis Importance:

An internship is a period of worle experience offered by an erganization 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 looking to gain relevant skills and
experience ina 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 similarin
some ways. Similar to internships, apprenticeships transition students from vocational

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

graduate adults.

In addition, an internship can be used to build a professional network that can assist
with letters of recommendation or lead to future employment oppartunities. 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 :urrent'ﬂ;uuggg
students with the ability to participate in a field of their choice to receive hands-an learning
about a particular future career, preparing them for full-time wark following graduation.

Companies in search of interns often find and place students in maostly 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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lled housing

placements at reputable companies, Some companies may also provigde contro
in a new city, mentorship, supporl, networking, wepkend activities or academic crodit.
g classes, networking events, laical

Some programs offer extra add-ons such as languag

excursions, and other academic options.

Some companies specifically fund sehalarships and grants for law-income applicants.
Crities of intermships eriticize the practice of requiring certain college credits to be obtained
only through unpaid internships. Paying for academic credits is a way to ensure students
complete the duration of the Internship, since they can be held accountableby their academic
institution. For example, a student may be awarded academic credit only after their
university receives a positive review from the interns supervisor at the sponsoring

organization,

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

+  Attending meetings and taking minutes.

¥ Performing research ata supervisor's request.

L ¥ Updating secial media platforms and writing copy for posts.
: «  (reating images for social media posts.

$—

i,'_ Equipment Used:

;.:_ Computer hardware includes the physical parts of a computer, It refers to the computer
¥ system, especially those that form part of the central processing unit. Computer technicians
‘i'i- = should know the basic components of computer hardware and how to work with each part,
3_'|'_ including the motherboard, power supply, keyboard, mouse and monitor, In this article, we
&
]
I = — = -

a‘j 3

-
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discuss what computer hardware is and the basic components of it along with how computer

techmnicians 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

I the following need to be learning for basics in computers,

Computer

Key Board
Mouse

CPU

\ Hard Drive

j Printer

¥ Monitor

K Mother Board
Input Device
Power Cable
Power Supply

Digital Board

White Papers

Pens ‘l

Note Book, Learning Environment
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While getting an internship is one part of the internship process, it is complete only

when | grasp the relevant skills through my experience. | will get t

skills. Soft skille are a basic necessity to become a professional.
Learn about Basic knowledge in computers.

MS Office
Typing

MS word
Email
Printing
Repairing
Excel

Data Entry

]

¥

¥

Skills Acquired during Internship:
Graphs and Charts

Bar Diagrams

Other skills acquired:
Communication skills
Interpersonal skills

Collaboration with team

Time Management
Adaptability

Critical Thinking

Research and Analysis
Initiative

Leadership

Waorking with different mentalities
Tasks

Flexibility

Eager to learn

Environmental conditions etc.

o learn a lot of technical
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CHAITYER-IV

ACTIVITY LOG FOR THE FIRST WEEK-

!

Ry Brief descraplion of the i
Date oty Learning Outcome | Charge |
Daily activity Signature |
|
!
I I
qﬂ 1—3;30;’_ 1 3 Itroduction of typing master | Typing master introduction !l MJL( |
- I
|
13038083
By 2 Enowing about all keyboard keys Keyboard keys
l
!SJ D}Im bl bk aafaiicr s R.L,/'_j-
Day -3
19 0%H 92 | ioww about which fngerisuscd to]  AS.DLF OR KL KEYS 1
s A5, 00F or JELL letiers
Day - 4 PECRETLEh LY oy W
&JJIGZH Mg Hnow about which finger (5 used to ER 00t 1,0, KEYS
o c press B or 1O kedler Wﬂ_,_
ay —
%ID?F&ES Practice all keys Practice -
Day -6 W

Siéna re of the Mentor
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ACTIVITY LOG FOR THE SECOND WEEK-

Person In-
Dayéc . .
thc Brief dﬂ'itl."ipillll'_l of the Learning Qutcome Charge
Draily activity Signature
Know about which finger is used fo G.H Letters
249/+92 press G or H letter Ml(/
Day -1
Know about which finger is used to ¥,U,0,P. Letters
ﬁ':’:'! :?-JEI ?:, press Y, U,0F letters
Day-2 e
Know about which finger is used to LW Letiers
ﬂﬁ.l’-:}-h?r% press QW Letters wy
Day -3
Froiw sboot which fingeris used bo TG Lelers
Db f'—}fﬁg press 5,0V, Latters W/'
Day =+
Knaw about which fingeris used to B.HM Letters
9342192 press HNM. Letters
Day -5
A% "'H 33 Al keys practice Practice W
ay -6

%

I

Signature of the Mentor
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ACTIVITY LOG FOR THE THIRD WEEK-

]
; Person In-
[:;:: Brief deseription of the Learning Outcome | Charge
Daily activity Signature
What is computer Computer introdugtion
9= Ha3
Day -1
What is hardware Hardware
31-%93
Day- 2
What is software Software
11 8/%3
Day =3
Dperating system Dperating system
2]8/93
Day - 4
File manager File manager
318123
Day -5

1§33

Connecting internat and web
browsers

Internet and 'i.veh browsers

Signature of the Mentor
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ACTIVITY LOG FOR THE FORTH WEEK-

Dyl Brief description of th ik
Date riek descripiion of the Learning Outcome | Charge !-
Daily activity Signature |
!
|
ST Knuw ahaut introduction of Microsof word brief |
s f glaz Microsoft word introduction !
Day -1
Know about intreduction of Micrasolt PowerPolnt brief
@1' 5,;3 Microsoft PowerPolnt introduoction 'JLV
Day-2 i
Know aboul introduction of Micrasoft Excel brief
'ﬂ&f{ﬂ 53 Microsoft Excel introduction

Day -3

Know about Microgolft Qutleok Microsoft Outlook brief

09 {}i | if;’ introduction {\ﬁLy/_
e
ek

Know about Microsolt acoess Microsaft Axis brief

1&] &J'EE introduction
Day -5

Know about Microsoft publisher | Microsoft publisher bricf

i I Slﬂ 3 introduction

Day -6
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ACTIVITY LOG FOR THE FIFTH WEEK-
f
Day& iof disccinti Person In-
Date ISR PRI G thie Learning Outcome | Charge
Disdly sctrely Signature

\2/Blaz

Microsoft world toals introduction

Microsoft word tools

1818192

Day -6

Day -1 UL;(
Learn about basiec text formatting Basic text formatting
1418123
Day-2
]"ihl:l'nl'al;nutq:-age layout Page layour
1sl%)93
Day -3
{Know about inserting and formatting]  Inserting and formatring |
14 ! Eiag images images |
Day =4
Learn about how to set table send Tables and columns
!‘-'}-fg!ﬂg eolumns
Day =5

Frinw about headers and folders

Headers and folders

Signature of the Mentor
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ACTIVITY 1OG FOR THE SEETH WEEE-

e _ - e |

|
Dayd Person In- |
ate Hriel description of the Learning Outcome Charge
hably activity Signalure
i
| i
i 1
T Knaw about ditferem types of siybes Styles and teams | |
11,'.” 8 js_’g and theme .
i]a}r £ ! W
Learn collaborations and reviews | Gollaborations and reviews
2118123 W
Day-2 1
I Lesern aliout User interface User interface
8918193 T
Mray - 3 {
Learn about what Is mail merge Mall merge i
83[8193 e
Pay -4
Kmow about Riblwen Ribbaon
ga-18 123 g.,ii-/#
Day -5
Ko abiout guick access taolhar Quick access toolbar
gs 892
Day -6
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ACTIMITY LOG FOR THE SEVENTH WEEK-

Dayéc . Person In<
Date Brief description of the Learning Qutcome | Charge
Diﬂ]." ﬂ'ﬂH\'i I? S{Enature
Enow about Decument ares ko absoit Dnmmml";lre::
R6/8lA3 1
|
Day -1
‘Learn about stats bar Statis bar
a8 B[22
Day-2
learn abmiit Dn:unn.;ﬁ't_fr';arinn and Document creation and
291 2193 editing editing |
Day =3
Learn about style sand themes Styles and themes

301823

Day - 4

218192
Day -5

Kaow about Spell and grammar
check

spell and grammar check

311& /93

Day -6

Learn aboul reviewing ools

Rowiewing tools

AL dh LA
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ACTIVITY LOG FOR THE EIGHTH WEEK-

Dayk
Date

Brief description of the
Daily activity

Learning Outcome | Charge

F-uweri‘alnt intredoction

]‘uweE.E"uinlml‘.rTllﬂm:tinn
19193
Day -1
Creating slides and slide designs and| Slides and slides designing
5! Ei j&?} layout znd layout !
Day-2 M
Know about adding multimedia Adding multmedia
2/9/33
Day -3 -
Learn aboat spra'ker notes speaker notes
20293
Day -4
Learn about Animations and Anlmatbion moments
@i q ilﬂ_?a transactions
Day-5 )O‘:kj/_
Know about slide show settings Slide shaw settings
9/9/33
Day -6

ignature of the Mentor
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CHAPTER-5

OUTCOMES DESCRIPTION
INTERNSHIP ON BASICS OF COMPUTERS: M5
OFFICE

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

internship or rather an apprenticeship was to gain new skills to be able to obizin frbuere worle

In medern interning, an intern or trainee can work for an organization for @ specific
amount of ime. Interns can work for 1-6 months or longer, depending on the company and
the industry. Internships are popular amongst gradusie and undergradusis 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 intarnships, Internships
can be an excellent, low-risk recruitment tool. Internships are specific work sitmations 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 to younger workers—usually s ks

lnoking 1o gain experience before they graduate. However, they are increasingly being

sought out by and offered Lo workers at all stages of their carcers, in particular worl
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changing careers, By partaking in an internship, you will be able to gain real-life exposure,
grow your knowledge and determine. Internships not only provide you with the first-hand
experience in the real working world but also enable you to understand the career trajectory
for your desired job title, You can learn how ta apply the knowledge you have acquired

during an internship to your future workplaces.

¥ Bringing fresh perspective

* New Skills acquired on computer basics

* Learned new techniques

¥ Typing work

Leaned MS Office, Excel, WordPad etc

'\."

Basics in Computers

W

¥ Improved the overall work climate

¥ Thoughts changing

# Faster Leadership qualities

Wy

You get to know prospective students

¥ Interns arc usually highly motivated individuals who tale inidative.

* We eager to gain experience in their field
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¥ Interns bring a fresh perspective amd new Ideas into the work environment

#  Motlvating and stimulating to the members

F Place to worlt is very important !l
» Planning and Assigned tasks

# Supervision should be worled out

# Time sense and clear communication

% The work must represent a real opportunity for learning and achievement
% We feel welcome and give them the resources they n ped.

% 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

% Social media is important

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

% To havea mentor who provides guidance, feedback, receptiveness and models

professionalism.

» To gain experience and skills in a pardcular field.
% To develop professional contacts.

% To gain exposure to Upper management.

y for which they are interning.

% To recelve an orientation to the compan
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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. [talso
introduces the intern to fellow employees who they can go to in the future with

fuestions,

Networking is the exchange of informution berween mdividuals 1o form acquaintances und

telationships to further fheir professional carcer. An intemship is an expericntial lcaming
opportunity that offers an invaluable chance for smdents to network and build crucial professional
connections before they cven graduate. For some students, it 15 a stepping-stone o bonus
oppoertunities within the same organization, including a full-time job. The more people youmeet in
the professional world with the same intercst, the higher your chances to grow a5 & professional.
We will zet to know how these people work, what strategries they use to tackle a difficult situation,
and how they get the job done. Different people have different skills. Meeting them and watching
them work will help me to understand how to work wath different people and in various work
environments. We can use their siraiegies and reinvent them for your circumstances. Everyone
knows that the job market is competitive, especially in the curment climate. We got compefitive
edae in the global world, Internships can provide me with expenience and the skills. We have been
maotivated to acguire experience outside of knowledge.

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 [ have completed community service

project now 1 am attached to the Global IT Solutions for learning basic computer skills,

ll
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which are necessary for jobs in the future. | feel that the students are working in good

environment. | have expericnced with People interactions are good and we kmaw each

other’s. The institute provides minimur facllities 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, 5o there are no such protocels, but they have been following ¢ertain procedures for
smooth functioning of the institute. They are maintaining good atmosphere among the
students and maintained strict discipline rules. They have following time schedule for each
class. We are buildup our skills through harmonious relationships with our friends and
teachers. We participated in sucial awareness programmers that are conducted by the
institute and college. There is good mutual support between the college and computer
Centre. | learned how to do work with team members, hew to motivate the friends during
critical stages. The working environment is good. | really enjoyed my internship, it's a
nemorable event and useful for my career, Thanks to the superviser, Principal and computer

center, College, University and Govl of Andhra Pradesh for making me knowledgeable

PErsomL
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Total outcomes of the Internship Skills Acquired

Describe the work environment you have experienced (in terms of people
interactions, facilities available and maintenance, clarity of job roles, protocols,
procedures, processes, discipline, time management, harmonious relationships,

socialization, mutual support and teamwork, motivation, space and ventilation, etc.]

Good environment is very important for learning and doing job or any other work
Good environment is 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 feclings of well-being, workplace relationships, collaboration, and efficiency and
employee health, The office is more comfortable and improving my communication.
Hosting company events and expressing gratitude builds trust and ignites en thusiasm.

The work environment impacts my mood, drive, mental health and performance. My

confidence is increased. Overall environment is good at the computer centre; though slight

noige 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 learning centre. Minimum facilities are available like fan, light,
tables, chairs, Computers, interment, water and other minim needs. There are no protocols
and procedurcs. They fixed the time from morning to evening for classes and framed time
table accordingly. We are also participated in the social awareness programmes organized
by the college and internship institution. There is a 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 camplete the tasks- Ventilation Is good at the centre. Whenever the teacher has assigned

the group work, we will r:n-mplEtE it as a team work, which is hetpful fat l:nham:jng iy

leadership qualities.
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Describe the real time technical skills you have acquired (in terms of the job related
skills and hands on experience)

Technical skills are the specialized knowledge and expertise required to perform sperie

tasks and use specific tools and programs In real world situations. Diverse technical skills
are required in just about every field and Industry, from IT and business administration to
health care and education. In fact, many entry-level positions across indu stries require basic
technical skills, such as cloud computing in Google Drive and navigating social media
platforms. There are many examples of more advanced technical skills that a job might
require include programming languages, technical writing, oT data analysis. Unlike
workplace skills, also called soft skills, such as communication and time management,
technical skills often require spacific education and training to acquire.

Technical skills:

| learned the following few Technical skills, but not in depth. Sometimes referred to as hard
skills, involve the practical mowledge | use in order to com plete tasks. Some examples of
technical skills are:

Typing

Internet browsing

Mails

Data analysis

WordPad

M5 OfMice

Graphics

Writing

Printing etc:

The fallowing skills are the necessary for job.

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

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

¥  Teamwork

< Lell-management
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«  Willingness to learn

« Thinking skills (problem solving and decision making]
+ Resilience,

Describe the managerial skills you have acquired (in terms of planning, leadership,
team work, behaviour, workmanship, productive use of time, weekly improvement in
competencies, goal setting, decision making, performance analysis, etc.?

First I can understand what is mean by managerial skills; Managerial skills are the
knowledge and ability of the individuals in a managerial position to fulfill some specific
management activities or tasks. This knowledge and ability can be learned and practiced.
However, | also acquired through practical implementation of required activities and tashs.
This skill will help me to manage people and technology. | understand the how o 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 | 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 successiul management process:

¥ Technical skills

¥ Conceptual skills

¥ Human or interpersonal management skills

Technical Skills:

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

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

equipment. | ohserved skills that will be required complete the office wark within the

stipulated time. It also useful for 1o increase sales,

design different types of products and
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services, market the products and services, ete. Technlcal skills are most impertan far
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students o do computer system warl, Without weehnical skills, we cannot get more jobs.

Conceplual Sldlls:

Funderstand the Conceptual shills are necessary to improve our knowledpe and abilit. 1 can
easlly sec the whole through analysis and diagnosis of different conditions, In such a way we
ean predict the future of the business or institute/Company/organization/ department as 4
whole, | observed that Conceptual skdlls are vital for top managers, less eritical for mid-level
managers in the company,

Interpersonal Manaperial 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 Lasks is to work
with people. These skills enable students/Employees to become leaders and motivateother
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 imprave your Communication Skills (in terms of

: ¢ versatinnal
improvement in oral communication, written cpmmunication, CFR

abilities, confidence levels while communicating anxiety mMIRAZEMERL,
understanding others, getting understond by others, extempore speech, ability to
articulate the key points, closing the conversation, maintaining niceties and protocnls,
greeting, thanking and appreciating others, etc?

Having good English communication skills is necessary across many indusiries 30
job rales. The ability to express yoursell clearly and confidently can help you on 2 persunE
and professional front. Regardless of your existing skills, you should work on your Engiish
communication to advance in your career. In this internship [ also learned some basic
communication skills in Enplish language. Basic communication sidlls are necessery for
effective communication in any environment, especially [n your workplace.

During my internship 1 followed Reading writing listening and speaking for
improving my language skills. [ slightly improved oral and writien communicston,
sometimes | w@alk w my friends in English languzge, which gave me: confidence 1 c=n
understand the others, while they are speaking. | followed slow speaking practiced with
gther friends, and | read English news papers and listening English videos and audios
whenever | have time regulary. Sentence formation, listen to others, ask guestions are

helped me 3 lot W improve my communication skills during my internship,
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Describe how you could enhance your abilities in Group Discussions, Participation in

teams, contribution as a team member, leading a team/activity.”
| understand that Group Discussion [s 2 type of discussion that involves people sharing ideas

: or activities, People in the group discussion are connected with one basic idea. Based on that
tdea, everyone in the group represents his/her perspective. Growp Discussion ig a discussion
that tests the candidate’s skills, such as leadership skills, communication skills, social skills
and behavior, politeness, teamwork, listening ability, General awareness, con fidence,
problem-solving skills, etc. Group discussion is always performed around the table. People
can sit in any arrangement, but everyone should be able to see every face, Itis nol only the
usual discussion, but it is alse 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 shills of a student

| 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 ohserve the team work 15 more important for complete the any task | also observed

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

{13 Scanned with OKEN Scanner



________.._———--———'-— —-.—————_-_________-._ - -

Describe the Technological Developments you have ohserved and relevant to the
subject area of training (focus on digital technologies relevant to your job role). ?

| The twenty-first century has seen 2 technulogical revolution, Several kighty commercial and
widely used technologles from the early 2000s have completely vanished, and other ones
have replaced them. In 2021, many latest technologies will emerge, particularly in the felos

of computer science and engineering These latest technologles are only going Lo gt better

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 3 recent computer sCence
graduate or 2 seasoned IT professional and how these innovetions are upendingthe

established quo at work and on college campuses.

Digital technologies are electronic tools, systems, devices and resources that generate

store or process data, Well known examples include social media, online games, multimedia ;

and mabile phones. Digital learning is any type of leamning that wses technology, It can

happen across all curriculum learning areas.

Artificial Intelligence and Machine Learning
Edege Computing

Quantum Computing

Avgmented reality

Hobotics

Cyber security

Biainformatics

Data Science

TR T S R

Full Stack Development
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Virtual Reality and Augmented Reality
Final Thonghts

5 G Netwark

Automation

Digital Twin

Real Time Analytics

Black Chain Technology

Cyber Security

Virtual reality

S
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First

of all
Mentdr/Supe

Avery  much  thankiy
K.Hari Krishna, Lecturer
VL. De

gree College, Kadiri

to my
I'Visor

Science, . STSN Go

for guiding me
He has given valuable suggestions to
intemship in stipulated time
tannot complete the given assi
Principal of the

throughoyt my Internship
Complete he

. Without his support, |

gnment. I am also thankful to the
College for her Cooperation and su

like O thank

ggestions. Iwould

to  the Srj Venkateswara

Marketing
Services(s ViS)Computer

Centre, Kadiri for enlightened about the

basic knowledge of computers and many other skills, which 1
aéquired. I'am very much thankful to the teaching staff at computer

centre for their valuable Inputs to learn the knowledge on computers.
Because of their efforts, I learned computer basics, MS Office, MS
Word, Excel, Typing and other communications skills etc, I am also
thankful to my parents and friends for giving cooperation and
support. [ would like to thank to the S.K.University for framing the

guidelines and rules from time to time. I am also thankful to the

Commissioner of Collegiate Education, Vijayawada and AP State

Council of Higher Education, Govt. of AP for giving this wonderful
opportunity,
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Student’s Declaration

__nd
LM'/}’IMVG bﬂfﬂ?m’ a student of ML QA[MEP)

Programme, Reg. No. f|Ucos5oHh2Yof the Department

of_Dnlilical 5100 College do hereby declare that I have completed

the mandatory internship from [(5-6F27 to -9-23 _ in

CYM 5 Kadin (Name of the intern
organization) under the Faculty Guideship of K Hor V\M\“%
(Name of the Faculty Guide), Department of
talibica| sciene 5 TSV gob’)‘ (f\lg&(ggfthe College)

M. handra 2 khas

{Signature and Date)




Official Certification

This is to certify that M. <han ch s .’k )'JCIY (Name
of the student) Reg. No. 9| Joresse 36e2Mas completed his/her
Internship in LGN Mg (K&dﬂl‘ (Name of the Intern
Organization) on £ cah\l[)l_\ 2r 5’)(-:'”)

(Title of the Internship) under —my

supervision as a part of partial fulfillment of the requirement for the
Degree of ,B A. Qa(:hulay QV Aﬁ(\_ in the Department of

PQ.!JEC'J_LﬁECQ/ 5. TS5 N Oou'- ngdNam’e of the College).

This is accepted for evaluation.

(Signature with Date and Seal)

Endorsements:

Faculty Guide: W

Head of the Department:

Principal:




Certificate from Intern Organization

This is to certi that M. d}md Ia ,(“ 1Y (Namet f the
intern) Reg. NoJ :Q: s 8fe2y of §-15N pﬂg(‘ ‘T";gw of
the College) underwent internship in syM <
(Name of the Intern Organization) from __ 2~ - 63 2ol s B
%q 7673 _ the overall performance of the intern during his/her

internship is found to be Zals ‘fg A"f (Satisfactory/Not
Satisfactory).
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Submitted under the requirement for the award of Short Term Internship of

B.Com., - Computer Applications

Under the Faculty Guideship

of

Dr. P.M. Siva Prakash,

M.Com., Ph.D., UGC-NET., AP&TS-SET

Department of Commerce
S.T.S.N Govt. Degree College, Kadiri

Submitted
by

M. Siva Shankar
Reg. No. 2042005066037

Department of Commerce
S.T.S.N Govt. Degree College, Kadiri




Declaration

I M. Siva Shankar student of B.Com.,-Computer Applications, Reg. No.
2042005066037 of the Department of Commerce, S.T.S.N Govt. Degree College, Kadiri do
hereby declare that I have completed the mandatory internship from 15.09.2022 to 14.11.2022 in

the Institute for Trainers and Tax Consultants, Vishakhapatnam under the Faculty

Guideship of Dr. P.M. Siva Prakash, Department of Commerce, S.T.S.N Govt. Degree College,
Kadiri.

(M. Siva Shankar)




Certificate

This is to certify that M. Siva Shankar, Reg. No. 2042005066037 has completed her

Internship at the Institute for Trainers and Tax Consultants, Vishakhapatnam on Tally

Prime under my supervision as a partial fulfillment of the requirement for the Degree of B.Com-

Computer Applications in the Department of Commerce, S.T.S.N Govt. Degree College,
Kadiri.

This is accepted for evaluation.

(Dr. P.M. Siva Prakash)

Faculty Guide

Head of the Department

Principal




Certificate from Intern Organization

This is to certify that M. Siva Shankar, Reg. No. 2042005066037 of S.T.S.N

Govt. Degree College, Kadiri underwent an internship at Institute for Trainers and Tax
Consultants, Vishakhapatnam from 15.09.2022 to 14.11.2022. The overall performance of the

intern during her internship is found to be Satisfactory.

(Institute for Trainers and Tax Consultants)




ACTIVITY LOG FOR THE FIRST WEEK

Brief description of daily
activity

Learning Outcomes

Person In-
charge
signature

1. Types of Accountants.
2. Types of Business Organization.
3. Status Of the Organization.

1.There are 3 types of accountants

» Financial accountant.

» Cost accountant.

» Management accountant.

2.1 learned about Trading Account &
Non —Trading Account.

3.1 learned about establishment status
of the business status of the
organization.

4 Differences between Academic
&Business Accounts.
5. Types of Accounts.
6.Classification of Incomes, gains,
Liabilities & Expenses, losses and
Assets.

4.1 learned about Differences between
Academic & Business Accounts.
5.1 learned about types of accounts
and rules of accounts.
6.1 learned about classification of
incomes, gains ,liabilities &
Expenses, losses, assets.

7. Manual accounting process.

8. Computerized accounting process.

9.Differences between Manual &
Computerized accounting process.

7.1 learned about process of Manual
Accounting.
8.1 learned about computerized
accounting process.
9.1 learned about differences between
process of manual & computerized
accounting.

10. Introduction of tally prime.
11. How to get support from Tally
prime.
12.Licenced & Educational version
differences
Tally prime.

10. I learned about meaning of tally,
version models & releases

11.1 learned about system requirement
to tally prime

12.1 learned about differences
between Licensed &Educational
version tally prime

13.  Tally download &
installation.

14. How to get support from Tally
prime.

15. How to renew prime license in

Tally prime.

prime

13.1 learned about tally prime how to
download and installation.

14.1 learned about how to get support
from tally

15.1 learned about how to renew
license

16.How to update Tally prime releases
17.How to open Tally prime from
different
Drives.
18.Parts of tally screen in Tally prime.

16.1 learned about updating process
tally releases.

17. 1 learned about tally prime
opening from different drives like
C-Programme, e-drive, etc.

18.1 learned about tally screen parts

names ex: product info ,horizontal

work bar, work area and calculator.




WEEKLY REPORT

WEEK -1 (From Dt. to Dt

Objective of the Activity Done:

This week learning topics related to day-1 I have learned about the
types of accounts, types of business organizations and the status of
establishment of the organizations. after that on day-2 I have learn
about differences between academic & business accounts, types of
accounts and & rules of accounts and classifications, types of liabilities,

incomes, expenses, gains &loses.

After that on day-3 I have learned about manual accounting process
of computerized accounting and differences between manual learned
about meaning of tally, tally versions, mode to education. after that on
day-5 I have learned about tally prime download & installation, and
getting support to tally company and tally of prime license after that on

day-6 I have learned about updating process of tally prime releases,

prime opening from different drives like CEF and tally prime screen

parts names Ex: product info, work bar work area and calculator.




ACTIVITY LOG FOR THE SECOND WEEK

Brief description of the daily
activity

Learning Outcome

Person In-

Charge
Signature

1.How to create a company in Tally
prime.

2. Open/close a company in Tally prime.

3.How to alter & delete a company in
Tally prime.

1. I learned about creating company in
tally prime.

2. Learned about company start & shut
and it's function keys.

3. Information how we modify & delete.

4. How to add more address to our
company.

5.Fll-fetatures,
F12-Configurations in Tally prime.

4. Learned about adding multiple

address in company.

5.1 learned about features and
configurations of company to any time
we can change to add different
features.

6. Tally vault in Tally prime.
7. Security control in Tally prime.

6. Learnt about get Password for save
Information in tally prime.

7. 1 learnt about security control how we
set in tally company.

8. What is masters in Tally prime.
9. How to create Accounts in Tally
prime.
10. View/alter/Delete accounts in tally
prime.
11.How to assign opening balance to
ledger A/C
12.How to assign 2 different names to
one ledger.
13. Contact details multiple address to
ledger.
14. Create /alter multi ledger in one
screen.

8. Learnt about masters. It's very
important In tally because this is way
to create
ledger inventory etc....

9. I learned about creating ledger
Accounts and different type of

ledgers.

10.I learnt about created ledgers
View /alter /delete in all tally prime.

11.I learned about assigning opening
balance to ledger A/C

12. T learnt about assigning to ledgers.

13.1 learned about to give multi address
to store inventory one place & Bill
one Place.

14.1 learnt about multi ledgers creating &
Alter information.

15. Ledger groups in Tally prime.
16. How to create ledger groups in Tally
prime.
17.View /alter /delete ledger groups in
Tally prime.
18.create /alter multi groups in one
screen.

15.There are 28 per-defined groups in
tally prime.

» 1.15 primary groups.

» 1i.13 secondary groups primary

groups

» cannot be deleted.

16.1 learned about creating ledger groups
in tally.

17.1 learnt about multi groups creating




18.1 learned about ledger groups
view/alter/delete in tally prime.

19.How to create stock groups in Tally
prime.

20.View /Alter/Delete stock groups in
Tally prime.

21.How to create stock categories in
Tally prime.

22.View/Alter/Delete stock categories in

Tally prime.

19.1 learned about creating stock groups
in tally.

20.I learnt about view/alter/delete stock
groups in tally.

21.1 learned about stock categories
creating to various stock categories.

22.1 learnt about stock categories
view/alter/delete in tally prime.

WEEKLY REPORT

WEEK -2 (From Dt

Objective of the Activity Done:

This week learning topics related to on day-7 I have learned about
creating. Company, Company open shortcut keys and company after &
deleting process. after that on day-8 I have learnt about, adding multiple
&F-12

address in one company and tally prime F-11 features

configurations. After that on day-9 I have learned about to put password

for company information saving and security control in tally prime.

After that on day-10 I have learnt about masters accounting, inventory
& statutory masters, creating ledger accounting created ledger A/C view
alter& deleting “process, assigning opening. Balance In ledgers, adding 2
different names in one ledger, contact details multiple address to storing &
Billing and creating multi ledgers & altering information after that on-day -
11 I have learned about ledger groups its basically 28-predefined groups
it's classified 2 types 1,15 primary & 2,13 secondary groups creating ledger

groups, multi groups, creating & altering in one screen.

And after ledger creating groups view/alter/deleting in tally prime
after that on-day-12 I have learnt about stock groups creating, view/alter &
deleting stock groups, create various types of categories and stock

categories view later later/alter & delete.




ACTIVITY LOG FOR THE THIRD WEEK

BRIEF DESCRIPTION
DAILY ACTIVITY

OF THE

LEARNING OUTCOME

PERSON
IN CHARGE
SIGNATURE

1. How to create stock godowns in Tally
prime.

2. View/Alter/Delete stock godowns in Tally

prime.

3. Create/Alter/Delete stock UQC in Tally
prime.

4. Multi & flexi units of measure in Tally
prime.

1. T learned about creating stock
goods.invetory masters godown
creat stock godowns easily.

I learned about stock godown view
letter /delete .information modify
and delete easily.

I learned about UQC (Unit
Quantity Code) Creating/ Alter
and delete.

I learned about creating multi
UQC in one screen.

5. How to create stock items in Tally prime.

6. Opening balance to stock items in Tally
prime

7. Stock management in Tally prime

5. Learned about stock items
created

in tally. inventory masters >stock
items.
I learned about give opening
balance to created stock items.
Learned about management of
Stock.

8. Accounts with inventory in Tally prime

9. Multi stock items creations on view- Alter -
Delete in Tally prime.

10. Multiple prime level in Tally prime

I learnt about accounts with
Inventory in Tally.

I learned about multi stock items
Create —view —alter — delete.
Learned about give multi price
Level in once.

11. Types of voucher in Tally prime.

12. New vouchers creation in Tally prime.

13. Bank deposits and with draws in Tally
prime.

14. How to other receipt in Tally prime.

11. I learnt about there are basically 4
Types of vouchers.
Accounting vouchers.
Inventory vouchers.
Accounting & Inventory vouchers.
Non-Accounting & Non-Inventory
vouchers

12. I learnt about creating new

voucher

in translation of company.

13. I learned about bank deposit and
Withdrawals in tally prime.

14. 1 learned about entering transition
receipts.

15. How to enter payments in Tally prime.

16. How to enter adjustment Tally prime.

17. How to enter goods tax invoice in Tally
prime

15. T learnt about entering payment
Transaction in company.

16. I learned about adjustments entering
in tally prime.

17. I learned about entering service tax
Invoice in tally prime.




18. How enter adjust note in Tally prime. 18. I learned about entering debit note

19. How to enter credit note in Tally prime. Use for purchase rations etc.

20. How to enter bill of supply in Tally prime. 19. I learned about entering credit note

21. How to enter purchase in Tally prime. in tally.

20. I learned about excepted goods
Selling time bill of supply used.

21.1 learnt about calculation of GST
purchases in tally.

WEEKLY REPORT

WEEK -3 (From Dt

Objective of the Activity Done:

This week learning topics related to on day-13 I have learnt about
creating stock godowns, view/alter/deleting process, UQC (unite
Quantity code) creating, alter and delete stock UQC, creating multi
UQC in one screen and creating multi stock groups categories &
Godowns. After that on-day-14 I have learnt about stock items creating
process, giving opening balance to stock items, and management of
stock.

After that one-day-15 I have learned about accounts with inventory,

multi stock items creating-view-alter-delete and giving multiple price
level in once. After that on day-16 I have learnt about 4 types of
vouchers they are Accounting, Accounting & Inventory, Inventory, non
Accounting & non Inventory vouchers, creating new vouchers
transaction of bank deposits & withdrawals and entering transaction

receipts.

After that on day-17 I have learned about entering payment
transactions, entering adjustments, service tax invoicing and entering
goods tax invoice in Tally Company. After that on day-18 I have learnt
about using debit note, credit note, excepted goods selling time bill of
supply used and calculation of GST for purchases in Tally Company




ACTIVITY LOG FOR THE FORTH WEEK

Brief description of the dailyactivity

Learning Outcome

Person In-

Charge
Signature

1. Trade & cash discounts in Tally prime.

2. How to enter 1+1offers in Tally prime.

3. How to enter sales with free items in Tally
prime

4. How to enter physical stock in Tally prime.

5. How to enter free sample in Tally prime.

. I learned about discount of trading &
Cash.

. I learned about sale one and giving
Offer to product.

. Learned about sale with free items in
Company.

. I learned about we can correct physical
Stock to godown stock in company.

. I learnt about giving free sample for
Company customers.

6. Bill to ship to invoicing in Tally prime.

7. Purchase &sale to same party in Tally prime.

8. Automatic round off in Tally prime.

9. Automatic / manual voucher numbering in Tally
prime.

. Learned about creating multiple
address to items shipping one place and
Billing.
. I learned about sale & purchase same
Party.
8. I learned about GST amount calcutating]
Round off.
9. Learned about automatic numbers
giving to vouchers.

. Sales orders vouchers in Tally prime.

. Purchase order vouchers in Tally prime.
. Pre-closure of orders in Tally prime.

. Optional vouchers in Tally prime.

10. Learned about vouchers process to sale
Order.

11. I learned about processing of
Purchases order in company.

12. Learned about pre—closure of order in
Company.

13. I learned about creating optional
Vouchers.

. Purchasing activities in Tally prime.

. Post dated vouchers in Tally prime.

. Inserting logo in Tally prime.

. How to issue quotations in Tally prime.

14. Learned about purchases activities in
Company.

15. T learned about entering vouchers to
Bank post date.

16. I learned about inserting company logo
to bill paper for know address.

17. I learned about issue of quotations for
Selling.

. Sales activities in Tally prime.
. Purchasing quotation in Tally prime.
. Sales quotation in Tally prime.

18.learned about sales activities process in
Company books.

19. 1 learned about Issue of purchases
quotation.

20. I learned about Issue of sales
quotations.

. Tally prime shortcut keys.

. Important &export in Tally prime.
. Backup &restore in Tally prime.

. Multi languages in Tally prime.

21. I learned about Short cut keys in tally
prime.

22. 1 learned about data importing &
exporting one company to another
Company in tally.

23. I learned about getting data Backup &
Restoring.

24. 1 learned about Creating multiple




WEEKLY REPORT

WEEK -4 (From to)

Objective of the Activity Done:

This week learning topics related to one day-19 I have learnt about Discount
on trade & cash, giving one 1+1 Offer, selling of free item to O rate, physical
Godown stock correction and giving sample but not a cost. After that on day-20 I

have learnt about creating multiple addresses to bill to ship to Invoicing,

purchasing goods to same party calculated to round of GST amount and voucher

number automatically displayed.

After that on day-21 I have learnt about processing of sale order vouchers same
as processing of purchases order voucher pre order closing process and creating
optional vouchers. After that on day-22 I have learnt about purchases activities
means Quotations, entering bank post dated vouchers, Inserting company logo for
addressing and issuing of Quotations. After that on day-23 I have learnt about
management of sales, issuing of purchases Quotations and issuing of sales
Quotations.

After that on day-24 I have learned about short cut keys of tally prime ,data
import & exporting one company to another company ,data backup & restoring and
creating multiple languages to tally company to know selling & buying in for

nation to other countries.




ACTIVITY LOG FOR THE FIFTH WEEK

Brief description of the dailyactivity

Learning Outcome

Person In-

Charge
Signature

1. Multi currencies in Tally prime.
2. Budgets is Tally prime.
3. BRS in Tally prime.

4. Cost centers & cost categories in Tally prime.

1.I learned about creating multi currencies
To do business transaction in World
Wide in tally company.

2.learned about Budget categories in
company

3.1 learned about Bank Reconciliation
Statement preparing in Tally company.
and uses.

4. Learned about Preparing of cost centers
& cost categories.

. Split company in Tally prime.
. Group company in Tally prime.
. Continuing new financial year in Tally prime.

5.1 learned about splitting company
financial year in company.

6. I learned about Group company feature.

7. learned about continuing new financial
year in company.

8. Interest calculation in Tally prime.
9. Bill wise details in Tally prime.
10. How to send tally data to auditor.

8. learned about calculation on interest in
Company.
9. I learned about Maintaining of bill wise
details.
10. learned about Sharing tally data to
auditor.

11. GST ledgers services business Tally prime.
12. GST stock items creation in Tally prime.
13. ITC on asset & expenses in Tally prime.
14.GST tax invoice creation in Tally prime

11.learned about providing GST for ledger
transactions service business in tally.

12.learned about providing GST on stock
Items creation.

13. I learned about Claiming of ITC to GST.

14.learned about Non-trading organization
giving GST tax invoice.

15. IGST/CGST/SGST tax invoice in Tally prime.
16. GSTR-1 generation in Tally prime.
17.GSTR-2A,3B generation in Tally prime

15. learned about Preparing tax invoice to
Calculate IGST/CGST/SGST.

16. Learned about GSTR-1 generations.

17.1 learned about GSTR-2B,3B
Generations.

18.TDS on Purchase of Goods sec 194Q entries in
Tally prime.
19. TCS on Advance receipt & sales in Tally prime.

18. learned about TDS entries purchase
entering process.

19.learned about calculating on advance
Receipt.




WEEKLY REPORT
WEEK -5 (From Dt

Objective of the Activity Done:

This week learning topics related to day-25 I have learnt about creating

multicurrency’s to do business transactions in worldwide, creating budget

categories, bank reconciliation statement preparing and cost centers &
cost categories. After that on day-26 1 have learned about splitting
company finical year group company features and continuing new
financial year in company.

After that on day-27 I have learnt about calculation on interest,
maintaining of bill wise details and sharing tally data to auditor. After that
on day-28 I have learned about providing GST for ledger transaction
service business, providing GST on stock items creation, claiming of ITC to
GST and non-trading organization giving GST tax invoice.

After that on day-29 I have learned about preparing tax invoice to
calculate IGST/CGST/SGST, GSTR-1 generations and GSTR -2b, 3b
generations. After that on day-30, I have learned about TDS entries
purchases entering process and calculating on advance receipt in

company.










CHAPTER 5: OUTCOMES DESCRIPTION

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

Page No:

Describe the real time technical skills you have acquired (in terms of the job-related
skills and hands on experience)

Describe the managerial skills you have acquired (in terms of planning, leadership,
team work, behaviour, workmanship, productive use of time, weekly improvement in
competencies, goal setting, decision making, performance analysis, etc.

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,
etc.,)

Page No:

Describe how could you could enhance your abilities in group discussions, participation
in teams, contribution as a team member, leading a team/activity.

Page No:

Describe the technological developments you have observed and relevant to the
subject area of training (focus on digital technologies relevant to your job role)




Student Self Evaluation of the Short-Term Internship

Student Name:

Term of Internship:

Date of Evaluation:

Registration No:

To:

Please rate your performance in the following areas:

Rating Scale:

1
2
3
4
5
6
7
8
9

[ S e S e S e S S )
n A W N —= O

Oral communication

Written communication
Proactiveness

Interaction ability 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

S e e e e e e T e T e T e T

Letter grade of CGPA calculation to be provided

35 JUNN O I (O JRiN \O RN O Bl O R O RN (O TR (O TRl (SRR \O JEN \O RN \O R (S I \S)
W W W W W W W W W W W W W W W
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Signature of the Student
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Evaluation by the Supervisor of the Intern Organization

Student Name: Registration No:
Term of Internship: To:

Date of Evaluation:

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: 1 is lowest and 5 is highest rank

Oral communication

Written communication
Proactiveness

Interaction ability with community
Positive Attitude

Self-confidence

Ability to learn

Work Plan and organization

1
2
3
4
5
6
7
8
9

Professionalism

p—
=]

Creativity

[
[a—

Quality of work done

—
[\

Time Management

—
(98]

Understanding the Community

[E—
N

Achievement of Desired Outcomes
OVERALL PERFORMANCE
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S N S L S N S e S S SN SN
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[
9]

Signature of the Supervisor







Internal Evaluation for Short Term Internship
(On-site/Virtual)

Objectives:

To integrate theory and practice.
To learn to appreciate work and its function towards the future.
To develop work habits and attitudes necessary for job success.

To develop communication, interpersonal and other critical skills in the
future job.

To acquire additional skills required for the world of work.

Assessment Model:

There shall only be internal evaluation.

The Faculty Guide assigned is in-charge of the learning activities of the students
and for the comprehensive and continuous assessment of the students.

The assessment is to be conducted for 100 marks.

The number of credits assigned is 4. Later the marks shall be converted into
grades and grade points to include finally in the SGPA and CGPA.

The weightings shall be:
o Activity Log 25 marks
o Internship Evaluation 50marks
o Oral Presentation 25 marks

Activity Log is the record of the day-to-day activities. The Activity Log is assessed
on an individual basis, thus allowing for individual members within groups to be
assessed this way. The assessment will take into consideration the individual
student’s involvement in the assigned work.

While evaluating the student’s Activity Log, the following shall be
considered —

a. The individual student’s effort and commitment.

b. The originality and quality of the work produced by the individual
student.

c. The student’s integration and co-operation with the work assigned.
d. The completeness of the Activity Log.

The Internship Evaluation shall include the following components and basedon
Weekly Reports and Outcomes Description

a. Description of the Work Environment.

Page No:




Real Time Technical Skills acquired.
Managerial Skills acquired.
Improvement of Communication Skills.
Team Dynamics

Technological Developments recorded.

Page No:

MARKS STATEMENT

(To be used by the Examiners)

age No:

INTERNAL ASSESSMENT STATEMENT

Name Of the Student:
Programme of Study:
Year of Study:

Group:
Register No/H.T. No:
Name of the College:

University:

Evaluation Criterion Maximum Marks
Marks Awarded

Activity Log 25

Internship Evaluation 50

Oral Presentation 25
GRAND TOTAL

Signature of the Faculty Guide

Certified by

Signature of the Head of the Department/Principal




Page No
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Student’s Deelaration

i.ﬁ:_&}l:liﬁj_hﬂ _a sudemt of qud B‘_ﬂ_ H.‘_U_T”__J_

Program, Reg. No2 2 apseaiceel the Depantment of BA Urdu Medium, 5TEN

Governmem Degree College. Kadin, 585 Dist. AP do hereby declare that 1 have

completed the mandatory intemship from 15-C 1 -2023 wo2-01-2023in Global

1T Selutions, Valisab Raod, Kadin (Name of the intem nrg;'.n"lr:l'l:iﬂn'l under the Faculty

Guideship of F:. NeoT T ahan (Name of the Faculty Guide).

Deparment of Urdu Medium, STSN Government Degree College. kadin.
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CHAPTER 1: EXECUTIVE SUMMARY

Computer Proficiency is an inevitable part of education. The course is
aiming to equip all the Ans, Science, 2nd commerce aspiranis io have basic
skills as well as hands on experience on word processing. for creating excel
spreadshects. for building databases and preparing presentations, throu eh the use
of Microsofi Office Word. Excel, and PowerPoint programmes. Afier successful
completion of the imemship. the student will be able 1o undersiand the
following.

Ohbjectives:
— To give basic information about the compuier sysiem.
= To give knowledge about computer hardware and computer software.

~ To familiarize siudents with the use of MS Windows, Internet and E-mail.

To familiarize students with the use of MS Office-MS Word. MS Excel &
MS-PowerPoint.

. Learning Qutcomes:
— To understand the basics of compuiers
~ Leamned about M5 Office, Typing, and Excel

To enrich the practical knowledge of computers

L

Learned about latemet, E-Mail and Power Point

Learned Navigate and perform common tasks in Word, such as opeming,
viewing, editing, saving, and printing documents, and configuring the

application.

To know the Format text and paragraphs in computers
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Microsofi word is an important education apphcation. It is imponant to
process raw facts inte meamingful information. Microsoft word can benefits
teachers and students 1o create new jnnovative methods of leaming and teaching.
Microsoft word and Microsoft office suite for students help to transmit
educational materials and practice svstematically 1n school and university faster
with higher quality. In which students can use Microsoft word templates to teach
complex fundamemtal into simple methods. In treditional education method,
students write 2nd practice school leaving centificate on notebooks. But in future
students need to print the lenter or all the deparments will be becoming digital.

In that time you can’t imagine the applications are received by 2 handwritten

letter on physical paper.

Microsoft Office is 2 familv of server software, and services developed by
Microsofi for various purposes. Microsoft Office is a suite of deskitop
productivity applications that is designed specifically to be used for office or
business use. | leamed 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.
I belicve Microsofi Word is an impornant application that can improve and
maximize practical education practices in schools and colleges. I leamed many
computer basics for getting Government and private jobs. Every day 1 went into
the Global Computer Centre, Kadin for second internship for getting degree.
This institute has given good training for MS Office and other basic computer
knowledge. 1 also attended regular classes and note down the notes and did
practical experience. | used deskiop for practical experience. I really appreciate

the government for giving this wonderful opportunity.
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CHAPTER 2: OVERVIEW OF THE ORGANIZATION
Introduction of the (rganization

Global IT Solutions (GITS) is an IS0 9005:2015 cortified, Regisicred under MSME and
maintained under Zarcen Educational and Welfare Society, It has been established in 2005
with vision to  culitvate [T Culture among different  section of people.  Eg  Sindents,
employees, enirepreneurs cic., and also to provide quality 1T edwcaiion and Training thought

Stare af art Computing felicitles.

GITS has been absorbing and accommodating leastwise aumbers from Class |10 Class X,
Intermediare, Degree, PG, Enpineering/Medical siudemis and imparting valued compuier
know-frow and wpdated operational training. making each of them a prodwct of any
necessities that would develop on their needs, either 1o serve ay a Governmenl servani or (o

carn for their livelihood efc.
Fision, Mission, and Values of the Organization
Mission

Provide every student with a platform to refine his/ her skills and make a mark in the
computer literate world, To sharpen one's skills and master new technologies and establish
itself with a nission af “Bringing People and Computers Together Successfilly” And to meet
the augmenting needs of the Government and Privare Sectars.,

Vision

GITS looks forward to being a recognized Model Private Computer Training Institute in the
state in meeting the prevailing needs of technical manpower through guality, efficient and
resourcefud fraiming,

Moo 7 Goal

The MOTTO of “STRIVE FOR EXCELLENCE" adapted by the fnshtute euly stands
testimony fo the commitment, enlightened vision and foresight exclude by the management of

Gilabal [T Selutions in a atrempi fo establish itself a5 a institure Sfor excellence, a name o
reckon with in ﬁ:!un:*. Iris said “A FOCUSED MIND IS THE SOURCE OF ALL POWER"™

and noting epitomizes it better then the philosophy of GLOBAL IT SOLUTIONS.

Career and future of the studenr depends on their academic performance.

Our aim is 1o provide conceptual and in depth training to make their bose strong as well oy
scoring good marks which kelps them to get admission in good college.

We want 1o grow In fermis of gquality and thes Guaniity
STUDENT SUCCESS IS OUR ACHIEVEMENT

A. We aim to provide a user friendly environment ta our students with latest hardware
and software technologies. Studenis ave provided with flexible practical timings as per
the comverience. At GITS, each student s given a special attention and impariance.
e arimt {5 to provide best education se that a sindent can have bright career in IT

Sield,
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CIHAPTER 3 INTERNSIHIDP PART

Nectl for basies of Computers:

asic computer knowledee is about how computers work and how to use them.
Thix may mclude typing, leamning keyboard commands, POWETINE i COmpuler on
and off, knowing how to conneet and disconnect the Intemet 1o 8 compuier, I
can help you understand different operating svstems and application soltware.
Whether vou are a college graduate, salesperson, marketer, copywriler, eacher
or working professional, you are required to know the computer basics. Having
basic computer knowledpe makes it easier o complete everviday tashs and

increase workplace productivity.

Other skills acquired:

L

» Communication & Interpersonal skills

Callaboration with team & completion ol 1asks

v

~ Time Management & Adaptability
= Critical Thinking & Leadership
~ Research and Analysis

~ Initiative, Flexibility & Eager to leam

Equipment Used:

Computer hardware includes the physical pars of a computer. It refers to the
computer system, especially those that form part of the central processing unit.
Computer technicians should know the basic components of computer hardware
and how 1o work with each pan, including the motherboard, power supply,
keyboard, mouse and momitor. In this article, we discuss what computer
hardware is and the basic components of it along with how computer technicians
can salely troubleshoot key pans of a personal computer.
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Computer hardware includes the physical components of o computer. Personal
computers  (PCs) are  clectironie devices  that  wse mcrochips W process
mformation and may include deskiop compuers, laplops or tablets, Since i
compuler comprises many  hardware  components, they work 1opether and

depend on cich other 1o function properly. These are the following necd 1o be

learning for basics in compulers,

Key Board
Mouse

cru

Hard Drive
Printer
Manitor
Mother Board
Inputl Device
Power Cable
Power Supply
Digital Board
White Papers

Pens

MNote Book, Learning Environment
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' W IrS - A i ;

Jaciitin arlaile gl indintenance, clarite of joh roles, postocsls. proccinecs, procesaes,

discipling, Time: Wanagemenl, harmorions relatepniships, soctalizatim, msitnaend support ad
Feanrverk, Bt iion. Efhace aned vesiarion e, )}

Gom] envicomment 15 VETY i|:|'|'|1|;1-r|_:'|:|'|1 for ||._-;|_|-|-|'“,El and alodng jnh 0or any ollier wionk, Civsmd
environment is always boosting up your interest, A work emvitonment is The sciting, soetal
features and physical conditions in which you perform your jolb, These vlements con
feclings of well-bting, workplace retationships, collaboration, and ¢lficiency and cuployee
health. The office is more comlonable mwl improving my communicalion, st compiiny

events and expressing gratitede builds tust and igniles enthusiasm.

The work enviromment impacts my mood, drive, mental heaith amd performance. My
confidence 15 increased. Overall environment is good ot the computer contre though shigh
noise from the owside. Positively mfluence the cntite work environmen! in the compuicr
centre. 1t is boosting a whale ecosysiom of encrgics and resources. The seeond mos
prominent outcome is the ability 10 test-drive the talent. 1 feel thal ihere is o good inferaction
with my classmates at the leamning centre. Minimum facilities are available like fan, hight,
tables, chairs, Computers, interment, water and other mimim needs, There are no protocols and
procedures. They fixed the time from moming 1o evening for classes ane framed time table
accordingly. We are also participated in the social awareness programmes organized by the
callege and internship institution. There is a good mutual support between the college and
computer centre, As an arls student, compuler knowledge is neeessary for my betier future.
Motivation classes are also conducted and my supérvisor is always encourping iné o
complete the tasks. Wentilation is good at the centre. Whenever the teacher has assigned the

group work, we will complete it as a tem work, which is helpful for enhancing my leadership

qualitics.
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Describie the real time techniend skilly you have acqubred (in termy of the fol relafed skills
;H'Iluf .Iﬁ'#"ur" Firi t'ulfnl‘r ferje i)

1 leamned the following few Technical skills, but pot in depth. Sometimes referned b as

hard skills, invalve the practical knnwledge | use in onder to complete tasks,

Technical skills are the specialized knowledpe and en pertise required 10 per b

specific tasks and vse specific tools and programs i real world situations, Jiverse technncal

skills are required in just about every field and industry, from 11 and business adimnisteation

to health eare and education. In fact, many entry-level posilions sCriss industrios require basic

technical skills, such as cloud computing in Google Drive and navipating soial pedis

platforms. There are many examples of more advanced technical skills that a joby e ght pEQUITE

include programming languages, technical wrling, o data analysis. Lnhke workplace skills,

also called soft skills, such as communication and time management, technical skills oiften

require specific education and fraining o aoguire.
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pescribe the mnnagerial ;.I.._Hls. you huve acquired (in terms of planning, leadership, team
W'k Befarvioar, """'mt"':'m”"';”-l”- Freiductive wse of tinre, weekly improvement a0 comprlendicn,
Rlﬂ?’-ﬂ'“fﬂy- decision making, performence analvsis, oic,

Management skills can be defined s cortain alinbutes or abilitics that an executive should
POESESS in order to fulill specilic tasks in on organization. They include the capacity o
perform exccutive dutics in an organization while avoiding crisis situations and prompily
salving problems when they occur.

Management skills can be developed through learning and practical expericnoe as a manager.
The skills help the manager 1o relate with their fellow co-workers and know how to deal well
with their subordinates, which allows for the casy Now of activities in the organization

The following are six essential management skills that any manager ought o possess for
them to perform their duties:

« Planning. Planning is a vital aspect within an Orgamzalion.

«  Communication, Possessing great communication skills 1s crucial for o manager.
« Decision-making.

= Delegation.

» Problem-solving.

=  Maotivating,
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Deseribe how you could improve your communication skills (in ferms af tmprovement in
oral communication, written communication, conversational abilities, confidence levels while
communicating, anxiely management, understanding others, getiing undersiood by others,
extempare speech, ability to ariicwlate the key points, clasing the conversation, .*:'rm'nm'e'.n‘r'.l;g
niceties and protocols, grecting, thanking and appreciating others, elc.)

The ability to express yoursell clearly and confidently can help vou on a personal and
Regardless of your existing skills, you should work on your English

In this internship | also leammed some basic

professional front.

communication 10 advance in your career.
communication skills in English language. Basic communicalion skills are necessary for

effective communication in any environment, especially in your workplace.
During my intemship 1 followed Reading, writing, listening and speaking for improving my
language skills. 1 slightly improved o
friends in English lanpuage, which gave
they are speaking. [ followed slow speaking practic
news papers and listening English videos and audios wh

formation, listen to others, ask questions are helped me a |

ral and written communication, eometimes | talk to my
me confidence. | can understand the others, while
od with other friends, and T read English
enever | have time regularly. Sentence

ol 1o improve my communication

skills during my intemnship.
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Deseribe how could you could enlinnce your abilities in group discussions, participation in
teams, contribution as a team member, leading a team/aetivity.

| understand that Group Discussion is & type of discussion that involves people sharing ideas
or activilies. People in the group discussion are connected with one basic idea. Based on that
idea, everyone in the group represents hisher perspective. Group Discussion 15 a discussion
that tests the candidate’s skills, such as leadership skills, communication skills, social skills
and behavior, politeness, teamwork, listening ability, General awareness, confidence,
problem-solving skills, etc. Group discussion is always performed around the table. People
can sit in any arrangement, but everyone should be able to see every face. It is not anly the
usual discussion, but it is also a discussion wilh 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.

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

work process, we face many problems, but we can overcome to that.
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Describe the technological developments you have observed and relevant to the subject
arca of training (focus on digital technologies relevant to vour job role)

Digital technologies are eleetronic tools, systems, devices and resources that gencrate store or
process data. Well known examples include social media, online pames, multimedia and
maobile phones. Digital leaming is any type of learning that uses technology. It can happen
across all curriculum learning areas.

Artificial Intelligence and Machine Learning
Edge Computing

Quantum Computing

Augmenied reality

Robotics

Cyber secunty

Bioinformatics

Data Science

Full Stack Development

Virtual Feality and Augmented Reality
Final Thoughts

3 G Network

Automation

Digital Twin

Feeal Time Analytics

Black Chain Technology

Cyber Security

Virtual reality

Big Data Analylics

Computer Network

fbboppnosdadddddaddDdY

| observed that the above are the latesi technological developments in general, but now a
day's digital technology played a major role in all fields, [ know the latest developments, but |
krow little bit use these technalogies to degree core subjects. Without understanding the latest
technological innovations, we cannot get jobs in the [T Sector,
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Student Self Evaluation of the Shoré-Term Internship

Term of Internship:

Student Name: (7. SH AISTH A
From: |§-&F -2023

Date of Evaluation:

Organization Name & Address:(qloBAL TT Selu TIOMNS VALLS Ab RoAD |

Registration No: L) 4 200505 100

To: 02-09-7202 2

iy

Please rate your performance in the following areas;

Rating Scale:

MO BB el B LA b Ul R e

- =

I

o R P
LY T N T e

Oral communication

Writlen communication

Proactiveness

Interaction ability with community

Positive Attinede

Sell-confidence

Ability to Ic.m‘n

Woark Plan and orpanization
Professionalism

Creativily

Quality of work done

Time Management

Understanding the Community
Achievement of Desired Outcomes

OVERALL PERFORMANCE

Date: 03 hclfi‘- 16713
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Letter grade of CGPA calculation fo be provided

2
2
2
@
2
2
2
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2
2
2
@
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2
2
2

Gi-Shad

Signature ¢|h¢ Student
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Evaluation by the Supervisor af the Intern Organization

Term of Internship:

Student Name; G—.S H_ﬂ TSTHA
From: [G—01-2023 To:02 -0Y-20235

Date of Evaluation:
Organization Name & Address:(qloBA4L TT Solu TIoME VALIS Ab RoAD FADL

Name & Address of the Supervisor . TESH AD HUS SATHN
with Maobile Number

Jel2izlic

Registration No: | 4200503 1

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: 1 is lowest and 5 is highest rank

L T Y ML TR S . S R

B -
AR W R e o

[iate:

é}r&] mnununicatiu_rﬁ

Written c:nmmunjc:q_l'n:rn _
Proactiveness

I.ntva:rac!i-::'n ﬂbi]it?' with community
Positive Attitude
Self-confidence

Ability to leam

Work Plan and organization
]_;mfﬂsicrnalism

Crealivity _

éua!it].-' of work done

Time Management
Understanding the Community
Achievement of Desired Outcomes
OVERALL PERFORMANCE

Pape No: .2
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@) 3 4 5
z 1T 4 5
@) 3 4 5
T By 5
27 AR s
2 () 4 5
2 @R 5
2 @) 4 5
(Zaveia 4 5
2 @) 4 5
BT (BN
: 3D 4 s
RS DI 5
2 4 5
2 %'_’4 5

SignatiFe of the Supervisor
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PHOTOS & VIDEQ LINKS
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EVALUATION



— — — — — — e - -_ - L b - - w o

MARKS STATEMENT
(To be used by the Examiners)

INTERNAL ASSESSMENT STATEMENT

Name Of the Student: G-{ SHATSTHA

Programme of Study: ',:Fd 24 E', H P]

Yearof Study: 027 - 20273

Group: B.A Lne) 0

Register No/H.T. No: 214200503 +0 G L
Name of the College: S.T.5.7 (foyT Dagpée CO ”Ej € ko

University: SRI ERISHMA pevA RAVA Uﬂ[hflzﬁéia!ﬂ ﬂﬂiﬁﬂ'JMPHEEqm’

[ i fteri Maxtmn Marks
SLNe Evaluation Criterion i s
1. Activily Log 23 i
2. [nternship Evaluation 50
Oral Presentation 25 |
GRAND TOTAL 100
Date Signature of the Faculty Guide
ale:
Certiffed by

Dl Signature of the Head of the Department/Principal
[+

Seal:
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