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EST. 1970 MAHARASHTRA SHIKSHAN SAMITT'S

MAHARASHTRA MAHAVIDYALAYA, NILANGA

(Arts, Commerce, Science, Information Technology & Vocational)
Re-Accredited “B+” Grade (cera-252)
NILANGA - 413521 Dist. Latur (Maharashtra State)

DR. M.N. KOLPUKE
M.Sc. Ph.D.(Zoology)

Principal
During The Year 2021-22
“One Day Workshop on Office Automation”
Jointly Organized by
Maharashtra Mahavidyalaya, Nilanga
&
MasterSoft ERP Solution Pvt. Ltd., Nagpur
Name of the Date Time | Venue No. of Students
Activity : Present/Participated

One Day
Workshop 02/07/2021 | 11.00Am Lab No. 9 19
on Office
Automation

Objectives of the Activity:
1. Introduction to Office Automation Tools

o Objective: Familiarize participants with common office automation tools, including
word processors, spreadsheets, email clients, and project management software.

e Outcome: Participants will understand the purpose and basic functions of these tools.
2. Enhancing Productivity

e Objective: Demonstrate how to use automation features to increase efficiency and
productivity in daily office tasks.

e Outcome: Participants will learn how to automate repetitive tasks, manage time
better, and optimize workflow.

3. Integrating Tools and Software

e Objective: Show how to integrate different office applications to streamline processes
and data management.

¢ Outcome: Participants will understand how to connect tools (e.g., integrating email

with calendar or project management tools) for a more cohesive work environment.
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4. Data Management and Analysis

¢« Objective: Teach participants how to use office automation tools for effective data
management and analysis.

e Qutcome: Participants will gain skills in organizing, analysing, and visualizing data
using spreadsheets and other data tools.

5. Automating Routine Tasks

e Objective: Introduce techniques for automating routine office tasks such as data
entry, report generation, and scheduling.

o Qutcome: Participants will be able to set up and use macros, templates, and other
automation features to reduce manual effort.

A Brief Report:

On 02/07/2021, Maharashtra Mahavidyalaya, Nilanga, hosted a highly successful one-
day workshop on "Office Automation," presided over by Dr. M. N. Kolpuke, the Principal.
The event featured Mr. Shaikh Mubarak, Assistant Manager at MasterSoft ERP Solution Pvt.
Ltd., Pune, as the chief guest and trainer. The workshop aimed to enhance participants' skills
in using various office automation tools and techniques, covering topics such as productivity
enhancement, data management, and effective integration of office applications.

Mr. Mubarak led the sessions with a focus on practical applications of automation
tools, including word processors, spreadsheets, and project management software.
Participants engaged in hands-on exercises, learning how to streamline repetitive tasks,
optimize workflows, and improve communication and collaboration through automation. Dr.
D. S. Choudhari, Co-ordinator of the IQAC, highlighted the significance of these tools in
modem office environments and acknowledged the valuable insights provided by Mr.
Mubarak.

In closing, Mr. A. V. Jadhav delivered the vote of thanks, expressing gratitude to all
involved, including Mr. Mubarak for his expertise, Dr. Kolpuke for his leadership, and Dr. D.
S. Choudhari for his coordination. The workshop received positive feedback from attendees,
who appreciated the practical knowledge and skills gained, marking the event as a notable
success in advancing office automation proficiency among the participants.

Outcomes of the Activity:
1. Increased Familiarity with Automation Tools

e QOutcome: Participants will have a basic understanding of various office automation
tools and their functions, including word processors, spreadsheets, email clients, and
project management software.

2. Enhanced Productivity and Efficiency

¢ Outcome: Participants will be able to implement automation techniques to reduce
time spent on repetitive tasks, streamline processes, and increase overall productivity.

)
3. Improved Data Management Skills @W
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o Qutcome: Participants will know how to effectively manage, organize, and analyz
data using automation features in spreadsheets and other data management tools.

4. Effective Tool Integration

o Outcome: Participants will understand how to integrate different office applications
to create a cohesive workflow, including linking emails with calendars, managing
tasks with project management tools, and automating data updates.

5. Enhanced Communication and Collaboration

¢ OQOutcome: Participants will be skilled in using collaboration platforms and
communication tools to improve team interactions, file sharing, and project
coordination.

6. Practical Automation Techniques

o Outcome: Participants will have hands-on experience with practical automation
techniques, such as setting up macros, creating templates, and automating routine
tasks.

7. Knowledge of Best Practices and Troubleshooting

o Outcome: Participants will be equipped with best practices for using office
automation tools effectively and will be able to troubleshoot common issues that
arise.

8. Understanding of Security and Compliance

o Outcome: Participants will be aware of data security and compliance requirements
related to office automation and will know how to safeguard sensitive information.

9. Hands-On Experience

o Outcome: Participants will gain practical experience through exercises and real-world
scenarios, enhancing their ability to apply what they’ve learned in their own work

environments.
o
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MAHARASHTRA MAHAVIDYALAYA, NILANGA

{Arts. Commerce. Science. Information Technology & Vocational)
NILANGA — 413521 Dist. Latur (Maharashtra State)

PH -- (023841242015 Fax (023841243015 E-mail- principalmmnilanga@gmail.com

DRrR. M. N. KOLPUKE

M.Sc., Ph D.7oology

Principal

The Manager
rasterSoft ERP Solution Pvt. Lid.
Nagpur

Sub- Regarding providing a resource person for the
One Day Training / Workshop.

Sir,
This is with reference to the subject mentioned above; our college is using
MasterSoft ERP solutions. As you are well aware, that there are many updates in

this soffware, we wish io organize ¢ One Day Training on Office Automation on

You are requested to send one of your experts as d resource person for
this workshop and train our non-teaching staff regarding the use and updation
of MIS soffware.

Looking forward for your cooperation,

Thank you r \i " A

(i
] (Dr. M. N. Kolpuke)
sz(. Principal

~ “*aharashtra Mahavidyalaya

“jilanga-413521 Dist.Latur




EST. 1970 MAHARASHTRA SHIKSHAN SAMITIS

MAHARASHTRA MAHAVIDYALAYA, NILANGA

(Arts, Commerce, Science, Information Technology & Vocational}
NILANGA — 413521 Dist. Latur (Maharashtra State)

PH — (02384)242015 Fax (02384)242015 E-mail- principalmmnilanga@gmail.com

DR. M. N. KOLPUKE

M.Sc., Ph D.Zoology

Principal

Date: 02-07-2021

Mr. Mubarak Shaikh

Assistant Manager

MasterSoft ERP Solution Pvi. Lid.
Nagpu!

Sub- Vote of Thanks...

Dear Sir,
mMaharashira  Mahavidyalaya, Nilanga wishes 1o extend our sincere

aratitude towards you for accepting our invitation as a resource person for the

One Day Workshop on Office Automation held on 02/07/2021.

Your valuable guidance has provided important inputs to our stalf.

Thank you.
/ \&/* A
W
\ (Dr. M.'N. Kolpuke)
L

Principal

o \ C *1aharashtra Mahavidyalaya
- ) Fd i Nilanga-413521 Dist.Latur
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Maharashtra Mahavidyalaya, Nilanga
Tq. Nilanga Dist. Latur.
&

MasterSoft ERP Solutions Pvt. Ltd. Nagpur
Jointly organized
One Day Workshop
On
“OFFICE AUTOMATION”
Date:- 02-07-2021

Prorgamme Details

President : Dr. M. N. Kolpuke
(Principal, Maharashtra Mahavidyalaya, Nilanga)

Chief Guest & Trainer : Mr. Shaikh Mubarak
(Assistant Manager, MasterSoft ERP Solution Pvt. Ltd., Nagpur)

In Presence of : Dr. D. S. Choudhari
(Co-ordinator, Internal Quality Assurance Cell)

Felicitation Program

Dr. M. N, Kolpuke : Mr. S. S. Mane
Mr. Mubarak Shaikh : Dr. M. N. Kolpuke
Dr. D. S. Choudhari : Mr. D. G. Mane
Speech
Introductory Speech - Dr. D. S. Choudhari
Chief Guest Address - Mr. Mubarak Shaikh
Presidential Address - Dr. M. N. Kolpuke
Vote of thanks - Mr. A. V. Jadhav
Anchor - Mr. D. G. Mane
I \T‘\ 7
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Maharashtra Mahavidyalaya, Nilanga

Tq. Nilanga Dist. Latur.
&

MasterSoft ERP Solutions Pvt. Ltd. Nagpur
Jointly organized
One Day Workshop
On
“OFFICE AUTOMATION”
Date:- 02-07-2021

ERP Team Member:- Mr. Shaikh Mubarak ( Assistant Manager )

Sr ~ Name of the Official . ' Designation ~ Mobile No. Signature
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Maharashtra Mahavidyalaya, Nilanga
Tq. Nilanga Dist. Latur.
&

MasterSoft ERP Solutions Pvt. Ltd. Nagpur
Jointly organized
One Day Workshop
On
“OFFICE AUTOMATION”
Date:- 02-07-2021

Photographs
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Maharashtra Shikshan Samiti's

Maharashitra Mahavidyalaya, Nilanga

&
MasterSoft ERP Solutions Pvt. Ltd. Nagpur

Jointly organized

One Day Workshop
on

“OFFICE AUTOMATION"
CERTIFICATE OF PARTICIPATION

This is to certify that, Mr./Ms.
My. suhas sAfVaj'r‘a—ao Mane
has actively participated in

One Day Workshop
on
“OFFICE AUTOMATION"
organized by
Maharashtra Mahavidyalaya, Nilanga
on date : 02-07-2021
Hence Certified.

Mr. Mubarak Shaikh Dr. M. N. Kolpuke
Assistant Manager Principal .
MasterSoft ERP Solution Pvt. Ltd. Maharashira Mahavidyalaya,
Nagpur Nilanga
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Maharashtra Shikshan Samiti's

Maharashtra Mahavidyalaya, Nilanga

&
MasterSoft ERP Solutions Pvt. Ltd. Nagpur

Jointly organized

One Day Workshop
on

“OFFICE AUTOMATION"
CERTIFICATE OF PARTICIPATION

This is to certify that, Mr./Ms.
M. Pavan  Yijaycamasr Lot].
has actively participated in
One Day Workshop

on
“OFFICE AUTOMATION"
organized by
Maharashira Mahavidyalaya, Nilanga
on date : 02-07-2021
Hence Certified.

Mr. I‘&W" . (8“&/

arak Shaikh Dr. M. N. Kolpuke
Assistant Manager Principal
MasterSoft ERP Solution Pvt. Ltd. Maharashfra Mahavidyalaya,
Nogpur Nilcngo
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Maharashtra Shikshan Samiti's
Maharashtra Mahavidyalaya, Nilanga
&

MasterSoft ERP Solutions Pvt. Lid. Nagpur

Jointly organized

One Day Workshop
on

“OFFICE AUTOMATION”
CERTIFICATE OF PARTICIPATION
This is to certify that, Mr./Ms.

My, Dalls n ajff' Mane
has actively participated in

One Day Workshop
on
“OFFICE AUTOMATION"
organized by
Maharashtra Mahavidyalaya, Nilanga
on date : 02-07-2021
Hence Certified.

A
i, -

Mr. Mubarak Shaikh Dr. M. N. Kolpuke
Assistant Manager Principal ‘
MasterSoft ERP Solution Pvt. Ltd. Maharashira Mahavidyalaya. =
NngUr Nliango
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Maharashtra Mahavidyalaya, Nilanga
&

MasterSoft ERP Solutions Pvt. Lid. Nagpur

Jointly organized

One Day Workshop
on

“OFFICE AUTOMATION"
CERTIFICATE OF PARTICIPATION
This is to certify that, Mr./Ms.

Oy, Anggof Yagan tyao Jadhav.
has actively participated in

One Day Workshop
on
“OFFICE AUTOMATION"
organized by
Maharashtra Mahavidyalaya, Nilanga
on date : 02-07-2021
Hence Certified.

Mr. KA

barak Shaikh Dr. M. N. Kolpuke
Assistant Manager Principal
MasterSoft ERP Solution Pvt. Ltd. Maharashtra Mahavidyalaya,
Nogpur NilClngCI
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Maharashira Shikshan Samiti's
Maharashtra Mahavidyalaya, Nilanga
&

MasterSoft ERP Solutions Pvt. Lid. Nagpur

Jointly organized

One Day Workshop

“"OFFICE AUTOMATION"
CERTIFICATE OF PARTICIPATION

This is to certify that, Mr./Ms.
M. P\amgs}) Babsuwan | ondhe.
has actively participated in
One Day Workshop

on
“OFFICE AUTOMATION"
organized by
Maharashtra Mahavidyalaya, Nilanga
on date : 02-07-2021
Hence Certified.

M*&M il
Mr. Mubarak Shaikh Dr. M. N. Kolpuke

Assistant Manager Principal _
MasterSoft ERP Solution Pvt. Lid. Maharashtra Mahavidyalaya,
Nagpur Nilanga
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Maharashtra Mahavidyalaya, Nilanga

&
MasterSoft ERP Solutions Pvt. Lid. Nagpur

Jointly organized

One Day Workshop
on

“OFFICE AUTOMATION"
CERTIFICATE OF PARTICIPATION

This is o certify that, Mr./Ms.
M. Santesh Gunvant Tpwsale.
has actively participated in
One Day Workshop
on
“OFFICE AUTOMATION"
organized by

Maharashtra Mahavidyalaya, Nilanga
on date : 02-07-2021
Hence Certified.

k- o

Mr. Mubarak Shaikh Dr. M. N. Kolpuke
Assistant Manager Principal .
MasterSoft ERP Solution Pvt. Ltd. Maharashtra Mahavidyalaya,
Nggpur Nilanga
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Maharashtra Mahavidyalaya, Nilanga
&
MasterSoft ERP Solutions Pvt. Ltd. Nagpur

Jointly organized

One Day Workshop
on

“OFFICE AUTOMATION”
CERTIFICATE OF PARTICIPATION
This is to certify that, Mr./Ms.

M. Namdev  Kashinath Gadiwan.
has actively participated in

One Day Workshop
on
“OFFICE AUTOMATION"
organized by
Maharashtra Mahavidyalaya, Nilanga
on date : 02-07-2021
Hence Certified.

gt
Mr.%rak Shaikh Dr. M. N. Kolpuke

Assistant Manager Principal
MasterSoft ERP Solution Pvt. Lid. Maharashira Mahavidyalaya.
Nagpur Nilanga
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Maharashtra Shikshan Samiti's

Maharashtra Mahavidyalaya, Nilanga
&

MasterSoft ERP Solutions Pvt. Ltd. Nagpur

Jointly organized

One Day Workshop
on

“OFFICE AUTOMATION"
CERTIFICATE OF PARTICIPATION
This is to certify that, Mr./Ms.

My, Bha%q')a} Babxuwan Pawar.
has actively participated in

One Day Workshop
on
“OFFICE AUTOMATION"
organized by
Maharashtra Mahavidyalaya, Nilanga
on date : 02-07-2021
Hence Certified.

Yo gt

- il :..
Mr. Mubarak Shaikh Dr. M. N. Kolpuke
Assistant Manager Principal _
MasterSoft ERP Solution Pvt. Ltd. Maharashira Mahavidyalaya.
Nagpur Nilanga
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Maharashtra Mahavidyalaya, Nilanga
&

MasterSoft ERP Solutions Pvt. Ltd. Nagpur

Jointly organized

One Day Workshop
on

“OFFICE AUTOMATION"
CERTIFICATE OF PARTICIPATION
This is to certify that, Mr./Ms.

™. Atik_ Karimsabh <sbhaikh.
has actively participated in

One Day Workshop
on
“OFFICE AUTOMATION"
organized by

Maharashtra Mahavidyalaya, Nilanga
on date : 02-07-2021
Hence Certified.

N gt

Mr. Mubarak Shaikh Dr. M. N. Kolpuke
Assistant Manager Principal
MasterSoft ERP Solution Pvt. Lid. Maharashira Mahavidyalaya,
Ncgpur : N"Qngo
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Maharashtra Shikshan Samiti’s

Maharashtra Mahavidyalaya, Nilanga
&
MasterSoft ERP Solutions Pvt. Ltd. Nagpur

Jointly organized

One Day Workshop

“OFFICE AUTOMATION"
CERTIFICATE OF PARTICIPATION
This is to certify that, Mr./Ms.

MY. sSachind vyanKat~rao Chambha.rg,d.
has actively participated in

One Day Workshop
on
“OFFICE AUTOMATION"
organized by

on date : 02-07-2021
Hence Certified.

I -

Mr. Mubarak Shaikh Dr. M. N. Kolpuke
Assistant Manager Principal
MasterSoft ERP Solution Pvt. Lid. Maharashtra Mahavidyalaya,
Nagpur Nilanga
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Maharashtra Mahavidyalaya, Nilanga
&
MasterSoft ERP Solutions Pvt. Ltd. Nagpur

Jointly organized

One Day Workshop

“OFFICE AUTOMATION"
CERTIFICATE OF PARTICIPATION

This is to certify that, Mr./Ms.
M. Vijay Jaidvathvao Deshmukh.

has actively participated in

One Day Workshop
on
“OFFICE AUTOMATION”
organized by

Maharashira Mahavidyalaya, Nilanga
on date : 02-07-2021
Hence Certified.

\ gﬁ’f -
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Mr. Mubarak Shaikh Dr. M. N. Kolpuke
Assistant Manager Principal
MasterSoft ERP Solution Pvt. Ltd. Maharashira Mahavidyalaya, &
: Nagpur Nilanga
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Maharashtra Shikshan Samiti's

Maharashtra Mahavidyalaya, Nilanga
&
MasterSoft ERP Solutions Pvt. Ltd. Nagpur

Jointly organized

One Day Workshop
on

“OFFICE AUTOMATION"
CERTIFICATE OF PARTICIPATION
This is to certify that, Mr./Ms.

M. TTanveex Dagtagiy Maniyar.
has actively participated in

One Day Workshop
on
“OFFICE AUTOMATION"
organized by

Maharashtra Mahavidyalaya, Nilanga
on date : 02-07-2021
Hence Certified.

pprr 2

Mr. Mubarak Shaikh Dr. M. N. Kolpuke
Assistant Manager Principal
MasterSoft ERP Solution Pvt, Ltd. Maharashtra Mahavidyalaya,
Nogpur Niiongo
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Maharashtra Mahavidyalaya, Nilanga
&

MasterSoft ERP Solutions Pvt. Ltd. Nagpur

Jointly organized

One Day Workshop

“OFFICE AUTOMATION”
CERTIFICATE OF PARTICIPATION

This is to certify that, Mr./Ms.
Ms. Mjanat ernarqc{an Rgm(qf{al

has actively participated in

One Day Workshop
on
“OFFICE AUTOMATION"
organized by
Maharashtra Mahavidyalaya, Nilanga
on date : 02-07-2021
Hence Certified.

ol

Mr. MI&JI’OK Shaikh Dr. M. N. Kolpuke
Assistant Manager Principal
MasterSoft ERP Solution Pvt. Ltd. Maharashtra Mahavidyalaya.
Nogpur Nilongcl
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Maharashtra Mahavidyalaya, Nilanga
&
MasterSoft ERP Solutions Pvt. Lid. Nagpur

Jointly organized

One Day Workshop
on

“OFFICE AUTOMATION”
CERTIFICATE OF PARTICIPATION

This is to certify that, Mr./Ms.
Me. “Tukaram Pandurang Role.

has actively por‘ricipoged in

One Day Workshop
on
“OFFICE AUTOMATION"
organized by
Maharashtra Mahavidyalaya, Nilanga
on date : 02-07-2021
Hence Certified.

Mr. Mubarak Shaikh Dr. M. N. Kolpuke

Assistant Manager Principal .
MasterSoft ERP Solution Pvt. Ltd. Maharashtra Mahavidyalaya,
\ Nagpur Nilanga :
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Maharashtra Mchavndyaloya Nllcmgq

MasterSoft ERP Soluhons Pvi. Lid. Nagpur

Jointly organized

One Day Workshop
on

“OFFICE AUTOMATION"
CERTIFICATE OF PARTICIPATION
This is to certify that, Mr./Ms.

My, sidbethwar =<an
has actively participated in

One Day Workshop
on
“OFFICE AUTOMATION"
organized by
Maharashtra Mahavidyalaya, Nilanga
on date : 02-07-2021
Hence Certified.

Mr. Wﬂ%:r‘ak Shaikh Dr. M. N. Kolpuke

Assistant Manager Principal ‘
MasterSoft ERP Solution Pvt. Lid. Mchcroshfrq Mahavidyalaya,
Nagpur Nilanga




