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	9.30 - 9.45
	9.45-10.30
	Tea
	10.45-12.00
	12.00-13.00
	Lunch
	13.45-15.00
	15.00-16.00
	Tea
	16.15-17.00
	17.00-18.00

	Day 1
	NF intro and introducing workshop
	Participant introduction, their expectation, structure, content
	
	Transition from office 03 to 07 and document Development
	Advance word with hands on practice
	
	Advance word
	Online Tools
	
	Movie making
	Hands on Training practice

	Day 2
	Introduction to spreadsheet
	Excel features & data analysis using excel
	
	Advanced excel
	Advance Excel with hands on practice
	
	Online tool
	Budgeting case study - Advance Excel
	
	GuideStar India presentation
	Hands on Training practice

	Day 3
	Making High impact presentation
	Animation, sound and video in PowerPoint
	
	Hands on Training practice
	Hands on
	
	Microsoft Publisher
	Hands on  Training publisher
	
	BiGTech presentation
	Hands on & Designing Presentation for 4th day

	Day 4
	Presentation
	problems faced and resolutions
	
	SharePoint & Collaboration
	Presentation
	
	Presentation
	Presentation
	
	Final Tips
	Feedback


All sessions will be applied sessions with focus on practical skills not just theory

All sessions will be focused to improve day to day work and not just technical knowledge

	Sessions
	Content
	Benefits

	1, Day 1
	Why Office 07, How to make a transition, document creation power features, mail merge, headers, footer, reviews, references, cover page creation, Automated Table of contents, macros, effective use of graphics and pictures, Protection and sharing.
	Better creation of non-profit documents for funders and

managing everyday work, Creation of Annual reports,

project proposals, survey reports, research papers,

resumes, brochures, flyers etc. This session will highlight what best an organization can do to optimize its work using MS Word 07.

	2, Day 1
	Power of Collaborative tools provides overview of Web 2.0  application, foundations for Blogs, Wikis, groups,

communities and other online tools
	The potential of Internet tools will be laid out. How to use wikis, blogs, create and use online surveys. Everyday

problems of non profits will be addresses by using online

tools

	3, Day 1 

	Movie making, Storyline, Pictures, Videos, audio ,file

formats, distribution etc
	How to use videos and pictures to effectively market

organizational work. Participants will create a movie for

their organization

	1, Day 2
	Excel features for analysis transition to 07,Formatting,

Conditional formatting, logic functions, formulas, visual

representation of data, filtering
	Will set base with excel functions that can be effective use to manage huge amount of data.



	2, Day 2
	Advanced excel and applications, freezing, lookups, pivot

tables, macros


	Will make organizations understand the power of excel and how can it make a difference to everyday work.



	3, Day 2
	Social Networking and Marketing Will provide resources and launch non profits to optimally


	use social media to show case work

	1, Day 3
	Making effective presentations, How to design

presentations, animations, videos, tips on common

mistakes to avoid


	Will provide framework to design better quality

presentation.

	2, Day 3
	Blog design, Why, tools available, choices, designing the

blog, blog setup and publicity
	Will provide skills to make your own blog



	1, Day 4
	Online tools - survey monkey, regional language tools
	Will provide ways to effectively do online surveys and use languages in online & offline tools.

	2, Day 4
	Recap of all contents, other online tools, hardware and

software tips


	Will provide a complete recap of all skills learnt so that

learning in reinforced.



