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Objectives 

1. To provide basic knowledge of computers and their components to police constables. 

2. To develop practical skills in using Microsoft Word, Microsoft Excel, and Microsoft 

PowerPoint for official work. 

3. To enhance digital literacy and improve efficiency in documentation and communication. 

 

Outcomes 

  

1. Participants gained practical knowledge of basic computer operations and applications. 

2. They were able to create documents, manage data, and prepare presentations using 

Microsoft Word, Microsoft Excel, and Microsoft PowerPoint. 

3. Participants improved their efficiency in handling official records, reports, and 

communication tasks. 

 

REPORT 

The Department of Computer Science, Government College (Autonomous), Rajahmundry, 

organized a comprehensive training program to 144 police constables aimed at enhancing the 

digital literacy and technical skills of police constables. The program focused on fundamental 



computer knowledge and practical applications of MS Office tools, which are essential for modern 

administrative and operational tasks in law enforcement. 

Day-wise Detailed Report 

Day 1 (09-02-2026): 

The training program commenced with an inaugural session, where the participants were 

welcomed and oriented about the objectives and structure of the program. Dr. D. Suneel Kumar 

introduced the basics of computers, including their definition, characteristics, and applications in 

day-to-day work. The session also covered the fundamental components such as CPU, input and 

output devices, and memory units. The day concluded with an interactive session to understand 

the participants’ prior knowledge. 

Day 2 (10-02-2026): 

On the second day, H. Devaraju explained the concepts of hardware and software in detail. 

Participants learned about different hardware components and their functions, along with an 

introduction to system software and application software. The session also included a 

demonstration of the Windows operating system environment, covering desktop features, icons, 

and taskbar operations. 

Day 3 (11-02-2026): 

The third day focused on file management and operating system operations, handled by U. 

Sandhya Rani. Participants were trained on creating, renaming, deleting, and organizing files and 

folders. The session also included working with system settings and control panel features. Hands-

on practice was provided to ensure clarity and confidence among participants. 

Day 4 (12-02-2026): 

On the fourth day, D. Seetharamulu introduced Microsoft Word. Participants learned how to 

create, save, and edit documents, along with formatting text and paragraphs. Practical exercises 

were conducted to help participants gain hands-on experience in typing and formatting official 

documents. P. Narasinga Rao. Covered Topics including page setup, margins, layout design, and 



insertion of tables and images. Participants also practiced drafting official letters and reports 

relevant to their work. 

Day 5 (13-02-2026): 

Dr. D. Suneel Kumar introduced Microsoft Excel. The session focused on understanding 

spreadsheets, including rows, columns, and cells. Participants learned data entry, formatting, and 

basic calculations using simple formulas. 

Day 6 (16-02-2026): 

H. Devaraju, covered advanced concepts of Microsoft Excel. Participants were trained on using 

functions such as SUM, AVERAGE, and COUNT, along with sorting and filtering data. The 

session also included creating charts and graphs for better data visualization and analysis. 

Day 7 (17-02-2026): 

On the seventh day, U. Sandhya Rani introduced Microsoft PowerPoint. Participants learned how 

to create presentations, design slides, and add text and images. Basic presentation techniques were 

also explained. 

D. Seetharamulu. Explained Advanced features including themes, animations, transitions, and 

effective presentation delivery techniques. Participants created and presented their own slides as 

part of a practical exercise. 

Day 8 (18-02-2026): 

The final day was dedicated to revision, assessment, and valedictory session. All resource persons 

collectively guided the participants through a recap of all topics. A practical assessment was 

conducted to evaluate learning outcomes, followed by a feedback session. Certificates were 

distributed, and the program concluded with a formal valedictory function. 

 

 



Conclusion 

The day-wise structured training enabled participants to gradually build their computer skills with 

a strong practical foundation. The program was successful in enhancing the digital competency of 

police constables, making them more efficient in handling official tasks. 
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Feedback and Evaluation 

Participants expressed satisfaction with the training program. They appreciated the practical 

approach and relevance of the topics covered. The training was found to be highly useful for their 

professional responsibilities. 
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How do you rate your overall understanding of MS Office 
after the training?
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How confident are you in using MS Word for document 
creation and formatting?



 

 

 
 

 

 

 

 

How well did you understand formulas in Microsoft Excel?

Very well Well Average Poor

How useful is MS PowerPoint for preparing presentations in 
your job?

Excellent Good Average Poor


