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REVA University Vision: REVA University aspires to become an innovative university by 

developing excellent human resources with leadership qualities, ethical and moral values, 

research culture and innovative skills through higher education of global standards. 

REVA University Mission: 

• To create excellent infrastructure facilities and state-of-the-art laboratories and 

incubation centers 

• To provide student-centric learning environment through innovative pedagogy and 

education reforms 

• To encourage research and entrepreneurship through collaborations and extension 

activities 

• To promote industry-institute partnerships and share knowledge for innovation and 

development 

• To organize society development programs for knowledge enhancement in thrust areas 

• To enhance leadership qualities among the youth and enrich personality traits, promote 

patriotism and moral values 

 

School of Civil Engineering 

Vision: To produce young engineers of Caliber, who would be committed to their profession 

with ethics, will be able to contribute to Civil Engineering and allied fields in optimizing usage 

of resources globally making the world more eco-friendly to live in. 

Mission: 

• To make the school a centre of excellence for training the undergraduate students. 

• To promote involvement of staff and students in research and advanced training. 

• To develop good understanding skills in student communities about Civil Engineering, 

ethical practices, automation design and society need centric teaching and learning and 

imparting value addition skills. 
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Section:3 
Brief report of event 

The School of Civil Engineering at REVA University organized a two-day workshop on MS 

Office skills for the non-teaching staff on 7th and 8th June 2024. This workshop was designed 

to enhance the computer literacy and efficiency of the non-teaching staff by equipping them 

with essential MS Office skills. The event was well-structured and received positive feedback 

from the participants. 

Day 1: 7th June 2024 

Inauguration and Introduction 

The workshop commenced with an inaugural session led by Avinash Deshpande and Director, 

School of Civil Engineering Dr. Bhavana B  emphasized the importance of digital literacy in 

today’s professional environment and encouraged participants to make the most of this 

opportunity. 

Session 1: MS Word   (Prof. Venkatesh Wadki) 

The first session focused on MS Word, covering basic to advanced features. Participants 

learned how to create, format, and manage documents efficiently. The session included hands-

on exercises on using templates, styles, and various formatting tools to enhance document 

presentation. 

Key Topics Covered: 

• Document creation and formatting 

• Using templates and styles 

• Inserting and formatting tables and images 

• Advanced features like mail merge and track changes 

Session 2: MS Excel   (Prof. Madhu K A) 

The afternoon session was dedicated to MS Excel. Participants were introduced to the powerful 

features of Excel that aid in data management and analysis. The training included practical 
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exercises on creating and manipulating spreadsheets, using formulas and functions, and 

generating charts and graphs. 

Key Topics Covered: 

• Spreadsheet creation and navigation 

• Basic and advanced formulas and functions 

• Data sorting, filtering, and validation 

• Creating and customizing charts and graphs 

Day 2: 8th June 2024 

Session 3: MS PowerPoint (Prof. Aviansh Deshpande) 

The second day began with a session on MS PowerPoint. Participants learned how to create 

compelling presentations using various design and animation features. The session also 

covered tips and tricks for delivering effective presentations. 

Key Topics Covered: 

• Slide creation and layout design 

• Inserting multimedia elements (images, videos, audio) 

• Applying animations and transitions 

• Tips for effective presentation delivery 

Session 4: MS Outlook and Collaborative Tools (Prof. Venkatesh Wadki) 

The final session covered MS Outlook and the collaborative features of Office 365. Participants 

were trained on managing emails, calendars, and contacts efficiently using Outlook. 

Additionally, the session explored the collaborative tools in Office 365, such as real-time 

document editing and sharing. 

Key Topics Covered: 

• Email management and organization 

• Calendar scheduling and meeting management 

• Using contacts and task management features 
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• Collaboration with Office 365 tools (OneDrive, SharePoint) 

Conclusion 

The workshop concluded with a feedback session where participants expressed their 

appreciation for the comprehensive training provided. The hands-on approach and practical 

exercises were particularly well-received. Certificates of participation were distributed, and the 

facilitators thanked everyone for their enthusiastic participation. 

Learning Outcomes 

The workshop successfully achieved its objectives by: 

1. Enhancing the productivity and efficiency of the non-teaching staff. 

2. Equipping participants with the skills to create professional documents, spreadsheets, 

and presentations. 

3. Improving communication and collaboration through the use of MS Office tools. 
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Section:4 
Geo tagged photos 

 

 
Director addressing about the event 
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Prof. Madhu K A taking a session  

 

 
Participants practicing the assignment given 

 

 
Group photo after the event 
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Section:5 
Outcome of the event 

Enhanced Productivity: Learning MS Office helps individuals work more efficiently and 

accomplish tasks in less time. Features like templates, autocorrect, and advanced formatting 

tools in Word, Excel, and PowerPoint can significantly boost productivity.  

Professional Communication: Microsoft Outlook enables polished email communication, 

while Word and PowerPoint facilitate the creation of professional documents and presentations. 

These skills are essential for a successful career. 

Collaborative Work: Microsoft Office 365 offers collaborative features, allowing teams to 

work together in real-time on documents, spreadsheets, and presentations.  

Automation and Efficiency: Macros in Excel and Word help automate repetitive tasks, 

improving accuracy and reducing the chances of errors. 

Enhanced Creativity: PowerPoint offers creative opportunities for designing engaging 

presentations, while Word and Publisher allow for brochure and flyer creation.   

Lifelong Learning: MS Office applications are constantly evolving. By learning and keeping 

up with updates, a person remain adaptable and marketable throughout the career. 
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Section:6 
Participants list 
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Section:7 
Certificate sample 
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Section:8 
Feedback 

 

How satisfied are you with the overall 

workshop experience? 

 
How relevant and useful was the content 

covered during the workshop? 

 
How would you rate the effectiveness of 

the instructors in delivering the material? 

 
How well was the workshop organized in 

terms of schedule, materials, and venue? 

 
How helpful were the hands-on activities 

and practical exercises in understanding 

the topics? 

 

 
How confident are you in applying the 

skills learned during the workshop to 

your daily tasks? 
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Section:9 
Feedback analysis 

 
Most participants were highly satisfied with the overall workshop. Participants found the 

content covered during the workshop to be highly relevant and useful. The instructors were 

rated highly for their effectiveness in delivering the material. The workshop was well-organized 

in terms of schedule, materials, and venue. The hands-on activities and practical exercises were 

found to be helpful in understanding the topics. Participants expressed confidence in applying 

the skills learned during the workshop to their daily tasks. 

Based on the feedback, the following actions will be implemented: 

1. Enhance Content Applicability: Incorporate more practical examples and case studies 

that relate directly to the participants' roles to improve the relevance and applicability 

of the workshop content. 

2. Instructor Development: Provide ongoing professional development for instructors to 

keep them updated with the latest teaching methods and technological advancements in 

MS Office applications. 

3. Increase Hands-on Activities: Expand the number of practical exercises and hands-on 

activities to provide participants with more opportunities to practice and refine their 

skills during the workshop. 

4. Continuous Improvement in Organization: Maintain the high standards of 

organization while seeking feedback from participants on any potential improvements 

in logistics, scheduling, or materials. 

5. Post-Workshop Support: Implement a follow-up mechanism to check in with 

participants after a few months to assess the long-term impact of the workshop and 

provide additional support or refresher sessions as needed. 
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