




























































































































































































































































































DHARMAMURTHI RAO BAHADUR CALAVALA
CUNNAN CHETTY'S HINDU COLLEGE

PATTABIRAM CHENNAI 72

Department of Business Administration (Shift _2)

Tamil Nadu Advanced Technical Training Institute (TATTI)
VALUE ADDED couRSE (30 HOURS)

Skills for Workplace office Automation
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Tamilnadu Advanced

Je^chnj_cal Training lnstitute
42tzs,cnr,ltr{;li*?,*1,,rry,'W,;^;il,ll,\iii""i,lyil^,_600002.

[-Mallt atlmin@tatti.in \Ycb : lyrvw.tatti.il

r' Mlcrosoft Word

y' Mlcrosoft Excel

/ Mlcrosoft powerpolnt

r' Mlcrosoft Outlook

r' MicrosoftAccess

r' MlcrosoftSharepolnt

r' MicrosoftOneNote

ANNEXUREI

utcnosort orrtcr spe ctaltsl

Duratloni 3O HourJ

o *-PLa'=-Ar'
Prof.lndhra M Ma ndey lter"u.rrit . tl com.,

NET(MGT)Head "

beoartrnent ol Busire<s Aom n;stratior {Su ft 2)

Dlarmamurni Rao Ba\adur Carata'a c-nnan

Joshna Gerard

Chief Operaling OIIicer
Tomilnadu AdvaicedTechnical

Chetty's itindu Coi ege,

Trai0inghstilute
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W Technicat Training lnstitute
\Regd, By Gott. of Tauihndu and Bound to Govt. of htdia)

42125, GEE GDE coMpLEx, (II FLooR), ANNA SALAI, isrNNal _ 600 002.
E-Mail:adnin@tfltti.in IVel,:lvryry.tatti.in

Joshua Gemrd

Chief Operating Ofticer
ilnadu AdvancedTechical

0,,,.,#nffffi.u;u
Trairing Institure

OUOTATION

s.^"o COIJRSE NA.TIE DUNATION XO.OF SrUnprrrS Pen FEES PER A}'O(]]\T

I Ircnosoi: oEprce
SPECIALIST

30 Hours

2 BUSINESS ANALYTICS

Rs500/
3 PYTHON

DATA SCI.SNCE
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Tanrilnadu Advanced
Technical Training Institute

(Regd, By Govt, of Tamilnadu and Bound to Govt. of India)
42125, GF,E GDE COMPLEX, GI TLOOR), ANNA SALAI, CHENNAI - 600 O(}2,

E-Mail:admin@tatti.in rvcb:rvrvrf.tntti.irr

To,
Tlre Principal,

Dhaamamurthi Rao Bahadur Calavala Cunnan Chetty's Hindu Colle8e,

Paftabiram, Chennai-72

Respected Sir/M.dam,

Sub: - Proposal for Valuc Added Certificate Course.

TATTI is a leadhg trairing iustitute which is running succossfully more thar 30 years and

its rcpe oire of clients includes the Tamil Nadu Polici Department, ISRO, and The Bombay Stock

Exchange where we conducted training for the CSR project and numerous prestigious colleges

across South India. We have collaborated with major central atrd state

for various Entripreneurial andjob oriented courses.

Tamilnadu Advanced Technical Trailring Institute olfers

Placemenl solutions for colleges/students. We identify what the

bridge betqeen students and companics,

effective follow-up action on-campus placemen! 10 help our students to

Hereby we arg attaching the Proposal as for your kiod

iate governmeni organizations

a wide range of Training and

students Iack and try to build a

We ensure Quality taaining wjth our expert trainers and prov guaranteed result with

ceed in career,

rrot rrr"" - NEI(MGI) !l1o^"u,,ion 1gr'itt z)

o.0",'r.""t"L93'.;;'.'n;l,jl'i,iu"'''t'n"uu
rr"'". 

""1.i.,f;,H.,",#'ifi,,, 
*

JoshLta Gerard

Chief OPcrating Officer

Tamilnadn AdvancedTechnical

Training Irstitute
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Tamilnadu Advanced/ Tr'lhnical Training lnstitute
(ReCd By Govt. of Tamilnadu and Bouni ro Govt. of hdia)

4zr2s, GED cEE coMpLEx, (Ir FLooR), aNN.r sa.r,al, iurNNar _ eoo ooz.

E-Mail:ndnir@tatti.il ryeb:]y]yly,tttti.iu

ANNEXUREI

MIcBOSOFT OFFTCE SPECIALtsT

MicrosoftWord

Microsoft &cel

Mi.rosoft PowerPoint

Microsoft Outlook

MicrosoftAccess

MiclosoftSharePoiht

Mlcrosoft OneNote
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Durationi 30 Hours

Joshua Camrd

ChiefOpelating Officer

Tarnilnadu AdvancedTecbdcal

Trainiog Institute
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This memorandum of understanding cntered inlo on I!r September 2023 at Chennai betrveen

TAMILNADU ADVANCED TRAIMNG INSTITUTE (TATTI) ai No: 42125, 2"d

Floor, Gee Gee Complex, Anha Salai,

of TATTI and represented by Sri.

Bahadur Calavala Cunnan Che

Dharmamurthi Nagar, Pattabiram, Ch

Objectivc:

The MOU and Linkage are made

to Dharmamurthi Rao Bahadur Ca

Business Adminlsf ratioD) students,

600 002 represented by Mr. R. SUNDARISAN, Director

TDSAPERUIIIAL, Sccretary, Dharmxmurthi Rto

College [DRBCCC Hindu Coltcgcl Iocated at

'both parties for implementation ofvalue added course tmining

Cunnan Chetty's Hindu College Dcpartment of Conrnrercc -

MEMORANDUM OF UNDERSTANDING

Responsibilitics ofTrmilradu Advnoced Tcchnicrl Training IDslitutc (TATTI):

. Providing 30 hours short-term value added couase lorthc students

. A ner tlrp a^mnlpii^n v.i!'a .r/la,l ^^,,--^ ^^. After the Completion value added course cedifictrtes will be issued by TATTI

. Assisting students to choose a careerand to counsel them suitably to rvork tolvards it.

. P.oviding cxpert faculties to conduct classes at college premises online/offline sessions

. TATTI will give incubatioo space for sludents interested in self_employment.

Responsibility of Dharmamurthi Rao Bahadur Calavrla Cunnan Chetty's Hindu College

IDRBCCC Hindu Collcgcl:

. Co-ordination with sludents by the Department ofBusiness Administration.

The feasibility for conducting 30 hours value added course rvill be a minimum of50 students.

Studcnts crtendrnce for rhe proBrrm is compulsory.

Computer Jab and class room are to beprovided for theory and practical sessions.

College shall pay 50% fee base on commencement of the course and remaining 50% fee will be
.-.iCoIlegeshaIlpay5o%feeba5eoncommencementof1hecoulseandremaining50%feewilIbe

Paid aller completion

,--,--asd,irtr

.t'
K.*



Wc Tnmilnndu Advanccd TcchIictt Training Institule CIATTI) and lhe managemenl ol
Dhxrnlinurthi Rao Baladur Cnlavala Cunnrn Chctty's Hi[du Collegc here by agrca to entcr in to

MoU as pcr lhc lerms 0nd conditions mentioned above for the s(udents in the Dcp.rtment of BBA. This
Mou is v.lid for a period of I year with efGct frorn 2023-2024 which can be exrended for the lurther

Ieriods by mutual consent olboth the parries.

l\Ir, Joslrlrn GcrArd Sri M.Venkatcsrpcrunlcl
ChiefOperating Officcr Secrelary,

42125,2"d Floor, Cec Cec Complex Dhlrmamurthi Rao Bahodur
Anna Salai,Chcnnai Calavala Cunnan Chelty,s Hindu Collcgc
TamilNadu-600002 plllabimm, Chennai- 600072

lrt the Presencc of Witness

l. )

Proilndhra M Mandey ltm.,u.rnr, ucom,
NET(MGT)Head,

Department of Business Administration {Shift 2)
Dharmamudhi Rao Eahadur Calavala Cunnan

Ci.1t,'s it,ridir Coltege,
Pait;brram, Chennai - 600 072.



, grdLilpnGt aFr"rflg rAMtL NADL,

i q\'il; Draccc FrMu cJlTe-
\\

n.'.lx
27 t\C

a

, MEMORANDUM OF
.I
This memolandum of understanding entered into on lstseptember 2023 at Chsnnai betwosn!
reittr-rueoru novaNcED TEcHNtGAL TRAINING tNSTITUTE(TATT|) ar No: 42/25, 2nd Ftoor.

Gee Gee Complex, Anna Salai, Chennai 600 OO2 represented by Mr. R. SUNDARESAN,
I

Director .of TATTI and represented by Sri.M.VENKATESAPERUMAL,Secretary,

Dharmamuhhi Rao Bahadur catavata Cunnan Chetty's Hindu CollegeJDRBCCC Hindu
a

Collegellocited at Dharmamurthi Nagar,Pattabiram,Chennai-72.

.q; /, ,\,

UNDERSTANDING

F

1&
I

t

I

4 l,(c. c /c4 ltr; :',"1't; c' t Ll C

SSCN!T}N\
l|lliltl,!!rrR ['r n^rLr !lr!iirl!a

lrrrd!.rcuxr/nNapr:ri. ! x.Nr i, . .ii sr r,.
Dsrxr!r\lrrl1r^icr\fi .. !! \rr j,'i\rr.' /J,

I'

!.)a rr



V
olrloctlvo:

Tho MOU ond LInkogo sro mado bstwoon both parllot for lmplom0ntatlon o[ vnluo addod coutoo

tralnlng (oiho studonts of Dharmamurthl R6o Bahadur Calavala Cunnan Cholty'0 lllndu Collo0o'

Rcsponslbllltlos of Tamllnodu Advancod Tochnlcal Tralnlng lnstltuto (TATTI):

. Provldlng 30 hours short'termvaluo addod courso lor lho Btudsntg

. Afler the Complotlon valuo addod courso cortlfloatos wlll bo tssuod by TATTT

. Assisting studonts to chooso a carsor and to councol them oultably to work towards ll'

. Providlng expert facultlos to conduct classes at collogo promlsos onllne/offllno sosslons

. TATTI will give incubatlon spaoo for students lnlerostod in solf'omploymonl'

Responsibllity ofoharmamurthi Rao Bahadur calavala cunnan chetty's Hlndu Collogo

IDRBCCC Hindu Collegell

. Co-ordination with students by the Department of Buslness Admlnlstratlon

. The feasibllity for conducling 30 hour6 vatue addsd coursE will bo a minimum of 50

stud€nts.

. Students attendance for the program is compulsory'

.computerlabandclassroomaretobeprovldedfortheoryandpractlcalsesslons.

/Y.vo4ae'fz//'@
SECNETAR\-

n {u^rlllnlrrr Rlo E^rl^oun

tixA;f1i1}-ii-:111','": r$i^f fi'li?ilii, 72



.
{

Wo Tamllnadu Advanced Technlcal Tralning lnslitute (7lil-llland lhe managemenl al

oharmamurthi Rao Bahadur calavala cunnan chetty,s H'ndg college here by awee lo

enter in to MoU as per tho lerms and conditions mentioned aboT e for the studenls in the

Department of BBA.Thls MoU ls va,id tot a period ol one yeat vlilh elleclftom 2023'202r'' hich

or the further period by mutuat consent of both the pades'

N. t/azc/4);raa7w+o'
Sri ll,V enl'alzs/per umal

Sectelat'/, ttL
42125,2N Floot, Gee Gee C0mplex

Anna Salai,Chennai

TamilNadu-600002

ln lhe Presence of Wilness

, e ,r*r-uo-r ^ln

Prof.lndhra M Mandey uer M.phir.. t com.
NETIf'4GTlHead -

0er.1-r,r,r o. 8U\ -.s\ Ad, ,.;slret,O- lS,:ft 2)
Dharmamudhi Rao Bahad!r Calavala C!nnan

Chetty's H ndu Colleqe
Pattabr.am. Chennal .600 072.

Dharmamurthi Rao Bahadur

Calavala cunflan ChettysHindu college

Pallabiafi, Che1nai - 600072

Mr:!6fhua Gerard

Chief Operating Officer



Dharmamurthi Rao Bahadur Calavala Cunnan Chettv,S
Hindu College

^-^ . ^_- !l-:-u"".edited by NAAC B+GRADE)

^r3rjl:y"_LlgrBUsrNEssADMrNrsrnqrroNisHrFr_rl- uIIrce ma
te course

Day 1 (12/09/2023)

First day Started with word document is one used for t)?ing docume[ts such as lette$,
essays, homework etc. Microsoft is a word p.oc"r"irrg progia_ ihat attows ior ttre creation ofboth simple and complex documents. With office automaiior, r"u u." uUf"i. Oownload theapplication to your hard drive and will also have access to the online vJn. The onlineversion gives you the capab ity to share aad collaborate with others on yo* nt"" in ."ut_
time.

Departme[t of Business Administration of l"year BBA students are leamed couse oiofficeAutomationin Tamil Nadu Advanced-Techdcat Training f".ifirt"'iiiffO * fXseptember.2023 to 19ft September 2023 is scheduled t"*'r rro;';":.r;om. studertsreporting time is t0.40pm lunch time t.00pm to l.40pm. Vi";i; *"...oo 16r rufo"added course.

' The latest productivity apps, such as Microsoft Teams, word, Excel, powerpoint,
Outlook, OneDrive, and so much more.. The ability to install on pCs, Macs, tablets, ands phones.. I TB ofoneDrive cloud storage.

. Featue updates and upgrades available anl.where else.

. Use the traditional options like copy, cut and pasie.



. Add headeN and tboters, and page fbmatting

. Use Mail mergc ibr letters, envelopes and labcls.

. Access add-ons like dictionaries, mail chimp, and Fax.

. Open and edit pDF files.

' Insert pictures from your hard drive or from thc web right riom the Microsoft word
lnsert Tool Bar.

In additior, MS Word has a builGin dictionary lor spcll checking; misspelled words are
marked with a red squiggly underline. MS Word o|I'ers textlevcl features such as bold,
underline, italic and strikethroLrgh. and page_level features such as indentation, paragraphing
and justilication. Word is compatible u,ith many other programs, the most common being the
other members of the Officc suite .ln 2007. .docx became the default file fomlat, replacing
the ".doc" extension.

Day 2 (13109 t2023)

Second day started with MS powcrpoint is a prograrn that is included in the Olfice
Automatio[ suite. It is used to make presentations lor pcrsonal and prof.essional purposes.To
learn more about the different programs under Office Aulomation, visit the linked afticle. MS
PowerPoint has various themes using which background coior a1ld designs or textures can be
added to a slide. This makes thc prescntation morc colorfLrl und art.acts the attention of the
people.

This featurc can bc added using the .,Design,, 
category mentioned on the homcpage of MS

PowerPoint. Although there are existing design tenplales available, in case someone wa11!s lo
add some new texture or colour, the optioll to customise thc design is also available. Apart
from this, slide designs car also be do\r oaded online.

. Its a highly collaborative solution.



Design flexibility to wow audiences.

You can work from vifiually an),\ ,here.

Export PowerPoint slides in different fomats,
Compatibility with other omce automation programs.

Day 3 {14/0912023)

Third day session started withoneNote and excel sheet work but first we leam excel sheet
work like, chart, mine map, view chart like this q?es of workMicrosoft Excel is a
spreadsheet editor developed by Microsoft for Windows, macros, Android, OS ardipad. It
features calculation or computation capabilities, graphing tools, pivot tables, and a macro
programming language called Visual Basic for Applications. Miqosoft Excel is a spreadsheet
editor developed by Microsoft for Windows, macOs, Android, iOS and ipadOS. It features
calculation or computatio[ capabilities, graphing tools, pivot tables, and a macro
programming language called Visual Basic for Applications. Excel forms paxt of the
Microsoft 365 suite ofsoftware.



Day 'l(15/09/2023)

Iourth day started with OncNote and it funclion Miclosol't OneNotc is note-taking software'

;il:rJ ;;l;.",on. tt i' *oirutr" "' {:':J[ "ti:"XJ,:T'*,]::"]i']]::-?:,';
has been free on all Platforms outs

inlbrmation gathering and lnuftiutt' 
"illototution 

You can invite peoplc'to view or edit

;:il#, il';q ::,;*:i1:1:::"**::;;3;';::":"i|"",':HlH#"" "'
projects together, \\'hether teammctes nr

. Tap the rvindows kc,v and typc "Apps"

. Select APPS & Fcaturcs

. Choose Deiaull APPS

. Click Set Defaults bY APP

. Look for O[eNote You shouLd see two apps iisted lf you click the top app (clicnt) a

manage button will aPPear

. The Manage button tells you rvhich application $ill iaunch depending o11 file rype

clicked



OneNote

Day s (1610912023)

Fifth day started with outlook in package office Outlook is the prefened email client used

to send and receive emails by accessing Microsoft Exchange Server email. Outlook also
provides access contact, email calendar and task management features. Microsoft Outlook
may be used as a standalone application, but it is also part of the Office Automation
suite which includes Microsoft Excel and PowerPoint. Outlook can be used as a stand
alone personal email software, and business customers can use Outlook as multiuser
software

Oullook 2007 debuted attachmcnt previe\\s, improved email spam filtering and anti-
phishing featLrres, along rvith calendar-sharing improvements.

Outlook 2010added notilications for when an emaii is about to be sent without a

subject, support for mr tiple Microsoft Exchange accounts in one Outlook prollle and
the ability to schedule meetings rvith a reply to a sender's cmail. Spell check was also
added in more areas ofthe user interface.

Outlook 2019 introduced focused inboxes, automatic do\\'nloading of cloud
attachments and better email sorting.
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Day 6(20/09/202J )

Last ddy starled with asscssnent on Oflice Automation course its helpsto develop the
students skills and gain knowledge and also it helplul for the futurc career gro*1h.So final1y
students are benefited u,ith the TATTI course.
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DAY -3 (14/09t2023)

DLY - 4 (1st09t2023)
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DAY -s (16t09t2023)

D AY - 6 Q0109 12023 - Assessment Photos)
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Class In-charge



DHARMAMURTHI RAO BAHADUR CALAVALA
CUNNAN CHETTY'S HINDU COLLEGE

Pattabiram, Chennai- 7 2

DEPARTMENT OF BUSINESS ADMINISTRATION (Shift-ID

Tamil Nadu Advanced Technical Training Institute (TATTI)

Class : II BBA

D^te| 12.09.2023 to 20.09.2023

Venue: Dept, of Business Administration (Class Room -DMB 20)

No ofStudents
Benefitted: 67 Students



D.R.B.C.C.C HINDU COLLEGE, CHENNAI-72
DEPARTMENT OF BUSINESS ADMINISTRATION (Shift.ID

VALUE ADDED COURSE IN ASSOCIATION WITH (TATTI)

TAMILNADU ADVANCED TECHNICAL TRAINING INSTITUTE
COURSE NAME - MrcROSOFT SPECIALIST

To improve student competence and knowledge, the Department of
Business Administration conducted TATTI on the Microsoft Specialist

course. Starting on September 12,2023 to 20, September 2023, this course

was offered in moming and evening sessions. After Mr. Prashant gave an

introduction to Microsoft Office 365 on Day l, Priyadarshini began the

evening session by going through how to utilize Word in detail (Microsoft

Word documents can be preserved eternally), You can access the saved

document whenever you want. Functions for formatting text include

bolding, italicizing, underlining, using diflerent fonts, and more. Drawings

can be inserted into documents using graphics, making them more useful.

The options and capabilities of Microsoft Office 365 were covered

on Day 2, and PowerPoint was the topic ofDay 3's session. PowerPoint is

a flexible and well-liked presenting tool created by Microsoft (MS). It is a

component of the Microsoft Office Suite and provides numerous features

and tools to make presentations which are visually pleasing and engaging),

Outlook, Day 4's Excel lesson covered how to format, organize, and

compute data in a spreadsheet. Data analysts and other users can make

information easier to study when data is added or modified by organizing

the data using tools like Excel. Excel, an application that integrates with

the other Office programs, is a part of the Microsoft Office and Office 365

suites.) Day Five Session: "One Drive, One Note" 67 pupils in total

benefited from the workshop.



TATTI COURSE PHOTOS (12.09.2023 TO 20.09.2023)
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DAY -2
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DAY- 4



DAY-5
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Pattabiram. Chennai .000 072,



riAfrj DHARMAMURTHI RAO BAIIADUR CALAVALA CUNNAN

CHETTY'S HINDU COLLEGE PATTABIRAM, CHENNAI. 72

DEPARTMENT OF BUSINESS ADMINISTRATION (Shift.ID

Tamil Nadu Advanced Technical Train Institute ('Lr-

Course: 30 HOURS VALUE ADDED CERTIFICATE COURSE (Skilts for

Workplace office Automation )

Date: 01,09.2023 to 11.09.2023

Trainers: Mr. Gurumoorthy & Mr, Yuvaraj from TATTI

Beneficiary: III BBA of DRBCCC Ilindu College (64 students)



D.RB.C.C.C IIINDU COLLEGE, CHENNAI-72

DEPARTMENT OF BUSTNESS ADMINISTRATTON (Shift-rD

30 HOURS VALUE ADDED CERTIFICATE COURSE IN ASSOCIATION WITH

(TATTI)

TAMILNADU ADVANCED TECHNICAL TRAINING INSTITUTE

COURSE NAME . MICROSOFT SPECIALIST

REPORT

To improve student competence and knowledge, the Depadment of Business

Administration conducted TATTI on the Microsoft Specialist course. Stafting on l't

September,2023 and end with llth Sepiember 2023. This course was offered in

moming and evening sessions. Mr Gurumurthy gave an introduction to Microsoft

Office 365 on Day 1, evening session by going through how to utilize Word in detail

(Microsoft Word documents can be preserued etemally). Students can access the

saved document whenever they want. Functions for formatting text include bolding,

italicizing, underlining, using different fonts, and more. Drawings can be inserted into

documents using graphics, making them more useful.

The options and capabilities of Microsoft Office 365 were covered By Mr

Yuvaraj on Day 2, and PowerPoint was the topic ofDay 3's session. PowerPoint is a

flexible and well-liked presenting tool created by Microsoft (MS). It is a component

of the Microsoft Ofiice Suite and provides numerous features and tools to make

presentations which are visually pleasing and engaging), Outlook, Day 4's Excel

lesson covered how to format, organize, and compute data in a spreadsheet. Data

airalysts and other users can make information easier to study when data is added or

modified by organizing the data using tools like Excel. Excel an application that

integrates with the other Office programs is a part of the Microsoft Office and Office

365 suites.) Day 5 Session: "One Drive, One Note" 64 Students from III BBA

Benefited from the 30 Hours value Added ceflificate course.
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lA negd, Public Eiucdtional & Charitable flust,l
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InvoiccDale: 14rr Scplember 2023
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