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The objectives of the Program: Training the Lab technicians in MS –WORD and EXCEL  

        Highlights of the Program:  

 Conducted a presentation 

 Demonstrated Different Tabs, Tool bars, Ribbons, Dialogue box  

 Hands on Taring in Writing a letter in Word 

 Hans on Training to create a tabular format of data, copy- pasting the data , save and 

create folder . 

 Use of META – AI and write a letter 

 

The outcome of the program:  

 Developed a knowledge in basics of MS WORD.  

 Acquired practical knowledge of MS - office 

 Improved laboratory log book entry process  

      Enhanced analytical thinking  
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Explaining the different features of MS WORD & Excel 
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