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Rayat Shikshan Sanstha's 

CHANDRAROOP DAKLE JAIN COLLEGE OF COMMERCE, SHRIRAMPUR 
ACADEMIC YEAR: 2024-25 

Short Term Course 
Diploma Course in Office Automation 

Report of the Program 

Particulars Responses 

Title of the Event Diploma Course In Office Automation 

Date and Time 1st February 2025 

Sponsor/Funded by C. D. Jain College of Commerce, Srirampur. 

1. Equip learners with advanced skills in Microsoft Office Suite 

(Word, Excel, PowerPoint, Access) or equivalent tools. 

Objectives 
2. Provide exposure to macros, scripting, and automation tools to 

streamline routine office tasks. 

3. Familiarize students with database management (e.g., MS 

Access) for storing and retrieving structured office data. 

Name of the 
Expert/Resource Mr.Amir A. Shaikh 
Person and Contact 

1. Ability to create, format, and manage documents using MS Word 

or similar tools. 

Outcomes 
2. Confident use of email platforms, scheduling tools, and virtual 

meeting applications (e.g., Zoom, Teams) 

3. Understanding of basic networking, data storage, and file system 

organization 
-

Number of 
Boys:43 Girls:41 Total- 84 

Beneficiaries - Students 

Number of 
Teaching: 01 

Beneficiaries - Staff 
Non- teaching: 00 Total: 01 

Venue Computer Lab 

Online/Offline Offline 

Name of the 
,. 

Coordinator 
Mr.Amir A. Shaikh ..., 

~ 
-
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4~~~ IJ Q. n, 
0 c:-
\ ~ortm"'1' 9 I/C rincipal 
~ !I ~eq, .. ') .... . Jain c lege of Commerce C.D ; 

Shrlrampur, Dist. Ahllyanaga 
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Camera Lite __ 

JM99+RXV, Siddharth Nagar, Shrirampur, Maharashtra 413709, India 

Latitude 
19.6196959° 

Local 11:16:33 AM 
GMT 05:46:33 AM 

Longitude 
7 4.6704508° 

Altitude 535 meters 
Tuesday, 21.02.2025 
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Rayat Shikshan Sanstha's 
C.D.Jain College of Commerce, Shrirampur. 

Dist.-Ahilyanagar 
Academic Year - 2024-25 

Notice 

Date: 30th January 2025 

All students of BBA(CA)-11 are informed that lectures for Diploma Course 
of Office Automation under short term course will commence from 
2025 since this course carries 1 credit it is mandatory for all studen 
the lectures. 
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Rayat Shikshan Sanstha's 

C.D.Jain College of Commerce, Shrirampur 
Year 2024-25 

Diploma Course in Office Automation 
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