
National E-Workshop at YWCA of Ernakulam & YWCA of Trivandrum 

Connecting YWC@ - a new vision! 

October 2011 

 

Changing needs of a Changing society 

With the emerging issues in India, one needs to have an effective 

tool for communicating the impact of these burning issues on our 

community. From letters to telephones, the means of 

communication has taken a drastic leap and it becomes extremely 

difficult to cope up with these changes. 

YWCAs across the globe has always been the advocate for change 

and through these modern ways of communication, one is able to 

easily communicate its Action Plan on issues which has been laid 

down .  YWCA has been conducting workshops and trainings across 

the country on adolescent health, civic education and other issues, but this type of a workshop has 

never been conducted in the past where the latest form of technology can be used for advocacy. 

A two day workshop was conducted in the South West region on 6th & 7th October 2011 at YWCA of 

Ernakulam and on 9th & 10th of October at YWCA of Trivandrum. The two day workshop enabled the 

local associations to:- 

¶ Address some of the key and burning issues in Kerala such as alcoholism, domestic violence and 

other serious concerns which ƘŀǾŜƴΩǘ been raised in the past 

¶ Use the latest form of technology for easy communication 

¶ Help these tools for initiating advocacy campaigns, programmes on the above issues 

¶ Reporting back to the National office smoothly 

¶ Continuous updates on all the programmes & initiatives. 

6th & 7th October 2011- YWCA of Ernakulam 

As there are 45 associations in the south-west region, as per the geographical convenience, some 

associations in the region were given two day workshop that focused on all the tools of communication 

which would enable them to highlight on all the above stated areas. The workshop not only helped them 

to analyse the various options available to them as an association, but also how to use it efficiently. 

Annexure-1- Programme Schedule 

The Workshop in Ernakulam started off with a session by Ms Asha Ramesh who is an independent 

consultant on Gender & development. She was able to challenge us on the various issues which the 



women of India face. We all feel very comfortable with our own areas of work but YWCA has a much 

wider role to play in terms of issues affecting women and girls.  

She highlighted on the :- 

¶ Social 

o Declining sex ratio 

o Dowry practice 

o Sexual violence 

o Practices such as Devadasi system 

o Trafficking & forced prostitution 

¶ Cultural 

o Denial of property rights 

o Denial of women 

o 5Ŝƴƛŀƭ ƻŦ ǿƻƳŜƴΩǎ ƛŘŜƴǘƛǘȅ ŀƴŘ ƘŜǊ ǇŜǊǎƻƴƘƻƻŘ 

o ±ŜǎǘƛƴƎ ǘƘŜ ŦŀƳƛƭȅ ƘƻƴƻǊ ŀƴŘ ŘƛƎƴƛǘȅ ŀǎ ǿƻƳŜƴΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ 

¶ Economic 

o Casualisation of labour/ contract labour  

o Feminisation of poverty 

o Women not recognised as head of family-despite increasing numbers of female headed 

households 

¶ Political challenges which are faced by women 

o Women still not encouraged to enter decision ςmaking positions 

o Despite reservations, women continue to face huge challenges in elected positions 

o ²ƻƳŜƴΩǎ ǊŜǎŜǊǾŀǘƛƻƴ still denied in the upper echelons of the political ladder-

assemblies and Parliament 

She also highlighted the scenario in Kerala as in spite of such a high literacy rate and empowerment, 

women still face a lot of problems in the society and NGOs like YWCA which has a rich history of 

revolutionary programmes, should take a lead in this.  

What can YWCA do?? 

Questions which we should ask to ourselves as what exactly can YWCA do? Ms Ramesh was able to 

highlight some programme initiatives which each and every YWCA across the country could take up. 

Especially when we talk about Kerala, so many NGOs are actively working on these issues and YWCA 

should be able to work closely with these NGOs and also enter into new and relevant areas of work 

which the region needs. 

Annexure-н όaǎ !ǎƘŀ wŀƳŜǎƘΩǎ detailed Powerpoint) 

Discussions took place after her session and a lot of questions were put across. The participants were 

able to understand all the issues highlighted very closely and they asked in detail about the 

programmes, campaigns which the YWCAs in the region can initiate.  



Training on Communication 

A basic manual was prepared which helped the participants during the session for hands on experience 

on the various tools of communication available to them. The manual helped the participants to 

understand:- 

¶ Ms Office 

o Ms Word, powerpoint, word, excel 

¶ Usage of internet for advocacy 

¶ E-mail ids for smooth communication 

¶ Social networking sites 

Annexure-3 ς E-Manual- A toolkit on E- /ƻƳƳǳƴƛŎŀǘƛƻƴǎ CƻǊ ŀƭƭ ¸²/ϪΩǎ 

On the first day the participants were able to make powerpoints of their projects, activities and 

programmes of the current year (2010-11). First the participants were divided into groups and then they 

had to exchange their programmes and then with the help of the manual they were able to follow a step 

by step procedure for making powerpoints for their respective association. 

They were given guidelines for:- 

¶ Starting and putting content to the powerpoint presentation 

¶ Designing of the presentation 

¶ How can they present it to the board 

¶ How can they update programmes from time to time 

 

Annexure-4- Groupwork of the programmes of various YWCAs in the 

region 

Presentations helped the associations to put together all the content of the programmes which they 

have been conducting.  

A training session on MS Excel was also given to them which helped them in maintaining records of their 

hostel residents, the various board members, for accounting purposes and also how could they use it 

efficiently for the work of the YWCA. 

Session on Media & Advocacy 

A session on media and advocacy to all the participants were given where the participants learned to 

use internet for:- 

¶ Making e-mail ids- personal as well as for association 

¶ Group ids 

¶ Skype ids 



¶ Facebook links and pages 

¶ Youtube links 

The session focused mainly on advocacy initiatives which the YWCAs can take up with the help of media. 

Session also helped in addressing our three themes for the year- Neighbour to that which is Right and 

WǳǎǘΩΣ ΨbŜƛƎƘōƻǳǊ ǘƻ ǘƘŜ 9ŀǊǘƘΩ ŀƴŘ ΨbŜƛƎƘōƻǳǊ ǘƻ ǘƘŜ ±ƛŎǘƛƳƛǎŜŘΩ ǿƘŜǊŜƛƴ ǘƘŜ ǇŀǊǘƛŎƛǇŀƴǘǎ ŘƛǾƛŘŜŘ ǘƘŜƛǊ 

programmes and trainings on these themes.  

The participants were helped to make their respective email ids and also those associations who did not 

have an email id. All the participants were also trained to make group ids where the group could stay 

connected for all future communications. One of the participants from YWCA of Muvatupuzha was able 

to create an email id for its association. During the training in Ernakulam, the group which was created 

was- eworkshop@googlegroups.com where they all share their reports, programmmes ,etc. 

 

¸ƻǳƴƎ ǿƻƳŜƴΚΚΚ ¸Ŝǎ ǿŜ ƘŀǾŜ ǘƘŜƳΧΦΗ 

The biggest highlight of this training was that one of the participants from YWCA of Kalathipady 

who was less than 18 years and is an active young volunteer. She helped the other participants 

during the training which helped them get hands on experience to all these latest tools of 

technology. Way to go Young women! 

Social Networking and Visibility 

Today the social networking sites are the best way to promote campaigns and programmes and through 

various websites sites like Facebook, Twitter, YouTube, etc. The participants were given training to make 

Facebook links/pages of their respective association which would help them in:- 

¶ A better networking 

¶ Increasing visibility 

¶ Spread awareness about the work and programmes of 

YWCA  

¶ Attract the younger generation to work with the YWCAs 

mission and issues of concern 

¶ Continuously update the page in order to  get up to date 

information about the programmes 

¶ Networking with other NGOs/Funding 

agencies/organizations 

 

Many of the participants had Facebook pages, but it was important to train them on making pages for 

their YWCAs and also to link them with the YWCA of India page where they can be updated with the 

programmes taken at the National level and also incorporate it.  

mailto:eworkshop@googlegroups.com


Skpe Ids were also made which helped them to make free calls anywhere in the world and this made 

their work easy as now the meetings can be organized on Skype. The change has already been seen as at 

the National level, committee meetings are happening through Skype and the local associations can also 

do the same. 

YouTube ς Programme Highlights 

With the help of videos, one can easily upload it on YouTube so that people across the globe can access 

these videos. 

 

 

The participants bought video cameras and sessions were given on:- 

¶ The usage of video cameras 

¶ Making videos 

¶ How to open a YouTube account 

¶ How to upload those videos on to the page 

¶ How to share it on other social networking sites 

With the already existing page of YWCA of India, the participants were able to use the YouTube page in a 

creative way for issues and advocacy. 

¸²/! ƻŦ LƴŘƛŀΩǎ ¸ƻǳ¢ǳōŜ ǇŀƎŜ 



 

Format for Reporting to the National YWCA 

With the groupwork done by associations earlier, it enabled them to 

make detailed report of their programmes. As now the participants 

were fully trained to use MS Word, they were able to create word 

documents of:- 

¶ The work they have been doing in their associations 

¶ Issues they have been working on 

¶ Future Plans/Actions which they need to take up 

With the help of their email ids and the training on MS word, they were able to make reports and also 

develop campaigns on issues which they have been working on at the regional level. 

Future Plan of Action 

The associations have committed to conduct mini e-workshops as copies of manuals were provided both 

in English and Malayalam which would help the members to adapt it as per their needs. 

¶ They also intend to do a similar training to all their members as this would help the associations 

in communicating with them efficiently 

¶ Update the members with the latest tools of communication and advocacy 

¶ Network with other like-minded organizations and NGOs 

¶ Initiate campaigns on issues 

 

9th & 10th October 2011- YWCA of Trivandrum 

 
A similar E-Workshop was conducted at YWCA of Trivandrum for the 

remaining associations in the region. A similar agenda was drawn for the 

associations in the region and all the sessions were conducted. 

The day one had sessions on MS office, on its usage and how it can be 

implemented on the day to day working of the YWCA. 

 

 

 

 



Some highlights of the sessions 

 

 

Ms Aleyamma Vijayan- Gender Consultant and retired Director of ΨSaƪƘƛΩ 

In her session, she highlighted some of the key issues in Kerala. The main 

and the most interesting part of her presentation was that she gave 

statistics of all the crimes which were happening in Kerala. The participants 

were able to get an insight of all the issues which have been affecting the 

lives of many women. Recent study says that heart diseases are increasing 

among women and this is majorly because of the stress which a woman 

goes through either at home or at workplace. Lack of sensitivity is one of 

the main root causes. She suggested that a lot of gender sensitization is 

necessary as stereotypical image of women is often seen in our society. 

Annexure-4- detailed presentation of Ms Aleyamma Vijayan 

Camera and Action! 

The participants took the lead in filming as through their cameras they were able to shoot videos and 

upload it on YouTube. All the participants were given hands on experience on how to make Facebook 

pages, YouTube links, reporting, and all the other sessions which were conducted at YWCA of 

Ernakulam. 

Analysis of the training in Ernakulam & Trivandrum 

As the participants were given hands on experience on all the tools of communication, they were able to 

quickly grasp things as and when discussed. The main analysis of the training are given below:- 

¶ The participants did not have enough information about the various tools available for them 

¶ A lot of associations need to have these kinds of trainings and the National has to take the lead 

in conducting these trainings for them 

¶ The participants had the basic information of using these tools , but they need to initiate in 

continuously practice these communication tools 



¶ The training manual helped them to use it step by step while they are using the computer 

¶ Modern techniques of advocacy can help them in networking with other NGOs 

¶ YWCAs across the country lack visibility and once they are trained , they need to be pushed by 

their local associations to efficiently use these modern methods of communication 

¶ Conducting similar workshops would be easy for them as they can use the training manuals as a 

resource document to conduct similar trainings in the region 

¶ The participants are able to learn it quickly with proper guidance and also by following the step 

by step procedures 

¶ Young volunteers can be pushed to conduct similar trainings as they are well equipped with 

these tools of communication 

¶ Need a lot more programme focus as they are still sticking to traditional programmes such as 

Balwadis, etc. The associations need to address some key burning issues in the region which 

would enable them to network widely and also enter new areas of work 

¶ A lot of hostels are running in the region, so the hostellers can be tapped in for such trainings 

where they would be the trainers. 

¶ Very important for the membership as it decreases the hassle of taking print outs and call 

meetings regularly 

¶ There is definitely no age for learning 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Annexure-1 

National E-Workshop 

Connecting YWC@ - a new vision! 

6th & 7th October 2011-YWCA of Ernakulam 

 

AGENDA  
                                     Day-1-Thursday, 6th October 2011 

 
8:00-8:30am Registration 
9:00am-10:30am ¶ Lighting of the lamp & creative reflections- 5 mins 

¶ Welcome- Ms Geeta Markose- 5mins 
¶ Challenges/current issues for the YWCA- Ms Asha Ramesh- Independent 
ÄÅÖÅÌÏÐÍÅÎÔ ÃÏÎÓÕÌÔÁÎÔ ɉ7ÏÍÅÎȭÓ ÃÏÎÃÅÒÎÓɊ-Ernakulam, Ms Aleyamma 
Vijayan ɀ Gender Consultant- - Trivandrum  
 

10:30am-11:30am ¶ Structures of YWCA- An overall analysis 
¶ YWCA of India-Programmes highlights/ Trainings/ Issues addressed in the 

year 2011 
 

11:30am-1:00pm ¶ Training on capacity Building - Module 1 ( Basics) (MS 
Word/EXCEL/Powerpoint presentation)  

(T    E    A ) 
Introducing the E -Manual  

1:00pm-2:00pm                                              L  U  N  C  H 
2:00pm-4:00pm ¶ Developing powerpoints on YWCA programs (Group work) 

 
4:00pm-6:00pm Presentation of powerpoint reports 

 
                          Day-2 ɀ 7th October 2011 

 
9:00am-10:00am Creative reflections 

Introduction to internet -an advocacy tool for networking- Module -2 
10:00am-11:00am Create e-mail ids for communication 

¶ Personal E-mail ids 
¶ Association ids 
¶ Group ids 

11:00am- 1:00pm Media& advocacy 
¶ developing campaigns/movie/youtube clips 
¶ Social networking (Facebook, skype, blogs) 
¶ Websites 

1:00pm-2:00pm                                            L  U  N  C  H 
2:00pm- 4:00pm Reporting and documentation - Module-3 

¶ Format/working on templates for reporting  
¶ Developing reports of the powerpoint presentations prepared by the 

associations  
(T E A ) 

4:00pm-6:00pm Follow up Action  
¶ Mini E-Workshops in their region 
¶ Communication with the National office using the email ids 
¶ Networking 

 C L O S I N G           P R A Y E R 



 

Annexure-2 

Presentation of Ms Aasha Ramesh 

Womenõs Rights Activist and Researcher 

 

 

· Challenges- Social & Cultural  

· Violence Against Women 

V Declining sex ratio 

V Dowry practice 

V Sexual violence 

V Practices such as Devadasi system 

V Trafficking & forced prostitution  

 

· Challenges- Social & Cultural  
· Patriarchal control results in the following; 

 
V  defining behaviour  
V Restricting mobility 
V Denial of property rights 
V Denial of women 
V 5Ŝƴƛŀƭ ƻŦ ǿƻƳŜƴΩǎ ƛŘŜƴǘƛǘȅ ŀƴŘ ƘŜǊ ǇŜǊǎƻƴƘƻƻŘ 
V Vesting the family honor ŀƴŘ ŘƛƎƴƛǘȅ ŀǎ ǿƻƳŜƴΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ 

 

· Challenges- Social & Cultural  

V Communalism and Religious Fundamentalism 

V Discrimination ςWomb to the Tomb 

V Commoditization of women  

 

· Challenges- Economic  

V Disparity in wages 

V Glass ceiling  denying women access to better paid positions 

V Casualisation of labour/ contract labour  

V Feminisation of poverty 

V Women not recognised as head of family-despite increasing numbers of female headed 

households 

 

· Challenges- Economic  

V Women denied land rights, housing rights and property rights despite legislation 

V ²ƻƳŜƴΩǎ ƭŀōƻǳǊ ƴƻǘ ƎƛǾŜƴ ƛƳǇƻǊǘŀƴŎŜ 

V Agriculture has over 80% women workforce 

V Women still preferred for stereotype jobs 



V Globalisation, privatisation and the new economic policy has promoted consumer 

culture -adversely impacted on women 

 

¶ Challenges- Political  

V Women still not encouraged to enter decision ςmaking positions 

V Despite reservations, women continue to face huge challenges in elected positions 

V ²ƻƳŜƴΩǎ ǊŜǎŜǊǾŀǘƛƻƴ ǎǘƛƭƭ ŘŜƴƛŜŘ ƛƴ ǘƘŜ ǳǇǇŜǊ ŜŎƘŜƭƻƴǎ ƻŦ ǘƘŜ ǇƻƭƛǘƛŎŀƭ ƭŀŘŘŜǊ-

assemblies and Parliament 

V Character assassination used as a weapon to demoralise women from entering 

politics 

 

¶ The Kerala Scene  

V Despite high levels of literacy, women continue to remain as the second sex-----male 
domination evident. 

V Highest rate of suicides in the country------perhaps due to frustration, control and 
increasing violence against women 

V Dowry is an accepted practice and the giving of large quantities of gold is a normal 
practice  

V Despite education, women do not come forward to enter politics 

V Collectives like Kudamshree continue to promote the stereotypical women centric 

activities and lack innovation 

V Traditional occupation of the fishing community is affected due to the introduction 

ƻŦ ǘǊŀǿƭŜǊǎ ŀƴŘ ǘƘƛǎ Ƙŀǎ ŀŦŦŜŎǘŜŘ ǿƻƳŜƴΩǎ ƭƛǾŜƭƛƘƻƻŘǎ ǘƻƻΦ  

 

¶ Position of YWCA  

V YWCA  is a National organisation, therefore has a wide outreach through its member 
base 

V Located at the National and State capitals with members who are well educated and 
largely middle class and elite, holding important positions in society, therefore can 
influence and bear pressure to bring changes in society that are women friendly 
 

·         What Can YWCA do? 

V As an organization take a position against issues affecting women and vulnerable 

sections of the society. 

V Identify a couple relevant issues impacting on the status of women and work on 

those issues. 

V Create Mass awareness on issues and organise gender sensitisation trainings 

V YWCA must engage with policy makers and the government departments to 

ŀŘǾƻŎŀǘŜ ƻƴ ǿƻƳŜƴΩǎ ƛǎǎǳŜǎ 

V Identify oǘƘŜǊ ŎƛǾƛƭ ǎƻŎƛŜǘȅ ŀŎǘƻǊǎ ǿƻǊƪƛƴƎ ƻƴ ǿƻƳŜƴΩǎ ǊƛƎƘǘǎ 

V Build a coalition/alliance with like minded CSOs to influence and advocate for policy 

ŎƘŀƴƎŜǎκ ƭŜƎŀƭ ƳŜŀǎǳǊŜǎ ŜǘŎ ǘƻ ǇǊƻǘŜŎǘ ŀƴŘ ǇǊƻƳƻǘŜ ǿƻƳŜƴΩǎ ǊƛƎƘǘǎ  



V Develop a layered campaign-----field ςdistrict- state-national-international 

V Collect evidence-based data to develop advocacy tools 

V Through alliance building create a forum to address the issue of  specific form of 

violence identified 

 

¶ WAYS FORWARD  

V Create a body of active women who will be the leaders of tomorrow 

V Identify young leadership and Build capacities so that they are at the helm of YWCA 

activities 

V !ŎǘƛǾŜƭȅ ǇŀǊǘƛŎƛǇŀǘŜ ƛƴ ǇǊƻǘŜǎǘΣ ŎŀƳǇŀƛƎƴǎ ǿƛǘƘ ƻǘƘŜǊ ǿƻƳŜƴΩǎ ƻǊƎŀƴƛǎŀǘƛƻƴǎ ŀƴŘ 

strengthening networking   

V Make the shift from the welfare mode to the rights based mode and be part of 

political action that challenges the norms of society and the state which is anti-

women  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



The E-Experience 

 

 

 

 

                                                                                                                                                                                                      

 

A toolkit on E -  Communications 

½ãæ Õàà ÐÎº·Mç  

 

 

 

 

 

 



Index 

 

¶ The E-Experience         

¶ MS Word & its usage         

o Saving a word document       

o Retrieving the saved document & other functions    

 

¶ MS Excel ς for maintaining records       

o Inserting rows & columns 

o Deleting rows & columns        

o Copying rows & columns       

 

¶ Powerpoint presentations ς Getting started the presentation    

o Adding & deleting slides        

o Selecting the design of the powerpoint      

o Saving the powerpoint        

o Putting animations & running the slides      

 

¶ Internet- Making lives easy        

o Disadvantages of internet       

o Networking through internet       

o Creating E-mail ids        

o Attracting young volunteers       

o Creating google groups/inviting members     

 

 

 

 

 

 

 

 

 



The E- Experience 

Electronic communications adds a powerful new channel that not only will change how you use this mix 

of options, but it will create entirely new ways to interact.  

Electronic communications lets you combine numerous media - text, graphics sound, video, etc. - into a 

single message that can result in far more meaningful communications tailored to the nature of your 

particular audience. 

Electronic communications creates a new form of many-to-many communications that lets 

geographically distributed groups communicate interactively and simultaneously through text, sound 

and video. You can hold inexpensive video conferences or press conferences from your desk, or 

conference with people at several desks located across the world. Many organizations are using 

electronic communications facilities, such as the World Wide Web(www), as internal communication 

tools to enhance the capacity by getting up to date information on various burning issues affecting 

women. At different locations one can work on the same documents, hold meetings and integrate 

research findings. YWCAs can also make the complete use of it to increase efficiency of work by 

networking with other like-minded NGOs. 

With the Internet you have the ability to send and receive large amounts of information quickly to and 

from individuals and workgroups around the world. These changes the way activists, for example, can 

mobilize communities, inform legislators and influence public opinion. The perception that only men 

have the ability to grasp the technical aspect is wrong and women can also be the leaders when it comes 

to technology. All YWCAs should take the lead in getting into new areas of communication such as E-

manuals, video conferencing, providing news letters to other NGOs and also engage young volunteers 

who have the knowledge and capacity to educate the YWCAs about new forms of communication. 

 

 

 

 

 

 

 

 

 



Ms Word- usage and functions 

Usage 

Microsoft Word (or MS Word) is one of the most widely used word-processing programs. Word-

processor programs primarily allow users to create and edit text documents. Typical use may include 

writing an essay or report, creating a resume, or writing notes. In addition, work can be presented in the 

form of inserted tables, diagrams or pictures. 

Basic functions 

The most basic function of MS Word is to create a document/file. Once a document has been created, 

the user may enter data - for example by typing some text. At any point after the document has been 

created, the user is allowed to save the contents. The document can then be accessed at a later time 

and modified as necessary. Documents can be printed out at any stage in this process. 

Creating a new document 

As mentioned above, this operation is performed when the user desires to begin a new document. Upon 

starting MS Word, a new blank document is automatically generated. You may begin typing text on the 

white space. 

Changing Font Type and Size 

The font size of the text can be changed by selecting the text and then chose from the set of fonts 

available  

 

 

 

 

 

 

 

 

Saving a 



word document 

Step-1 

¢ƘŜ ǿƻǊŘ ŘƻŎǳƳŜƴǘ ƻƴŎŜ ƛǘ ƛǎ ǘȅǇŜŘ ŀƴŘ ŎƻƳǇƭŜǘŜŘ Ŏŀƴ ōŜ ǎŀǾŜŘ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ Ψ{ŀǾŜ !ǎΩ ƻǇǘƛƻƴ ŀƴŘ 

also selecting the Word 97-2003 format as this will enable the file to be opened in any system 

 

 

 

 

 

 

 

 

 

 

Step-2 

/ƘƻƻǎŜ ǘƘŜ ǇŀǘƘ ƻŦ ǘƘŜ ŘƻŎǳƳŜƴǘ ǘƻ ōŜ ǎŀǾŜŘΦ ¸ƻǳ Ŏŀƴ ǎŜƭŜŎǘ Ψ5ŜǎƪǘƻǇΩ ƻǇǘƛƻƴ ƻƴ ǘƘŜ ƭŜŦǘ ǎƛŘŜ ŀƴŘ ǘƘŜƴ 

ǎŀǾŜ ƛǘ ƻƴ ǘƘŜ 5ŜǎƪǘƻǇΦ ¢ƘŜ CƛƭŜ ƴŀƳŜ Ŏŀƴ ōŜ ǊŜƴŀƳŜŘ ŀǎ Ψ ¸²/! wŜǇƻǊǘΩ  

 

 

 

 

 

 

 

 



Retrieving the saved document 

The document can be retrieved once it is saved on the desktop. A small icon in the name of the 

file saved would be shown on the desktop and thus by double clicking the icon, the file can be 

retrieved. 

Checking spellings ς ¸ƻǳ Ŏŀƴ ŎƘŜŎƪ ǘƘŜ ǎǇŜƭƭƛƴƎǎ ōȅ ƎƻƛƴƎ ŎƭƛŎƪƛƴƎ ǘƘŜ ΨǊŜǾƛŜǿΩ ōǳǘǘƻƴ ŀƴŘ ǘƘŜƴ Ψ{ǇŜƭƭƛƴƎǎ 

ϧ DǊŀƳƳŀǊΩ 

 

!ŦǘŜǊ ŎƭƛŎƪƛƴƎ ǘƘŜ Ψ{ǇŜƭƭƛƴƎǎ ϧ DǊŀƳƳŀǊΩΣ ǘƘŜ ƻǇǘƛƻƴ ƻŦ ŎƘŀƴƎƛƴƎ ǘƘŜ ǿƻǊŘ ƻǊ ǎƻƳŜ ǿǊƻƴƎ ǎǇŜƭƭƛƴƎǎ ǇƻǇǎ 

ǳǇΦ ¸ƻǳ Ŏŀƴ ŜƛǘƘŜǊ ŎƘŀƴƎŜ ǘƘŜ ƘƛƎƘƭƛƎƘǘŜŘ ǿƻǊŘ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ ƻǇǘƛƻƴ Ψ/ƘŀƴƎŜΩ ƻǊ ȅƻǳ Ŏŀƴ ΨLƎƴƻǊŜΩ ƛǘ ŀǎ 

well. By this way you can type a document with no spelling mistakes or wrong usage of words. 

 

 

 

 

 

 

 

 

Some useful functions in MS Word 

 

For inserting an 

image from 

computer 

For inserting 

different shapes in 

the document 

Headings 

and 

bottom 

line to the 

document 

Inserting 

page 

number 

different 

shapes in 

For inserting 

a text box 



MS- Excel- For maintaining records 

MS Excel can be one of the most effective tools in maintaining a database of names and addresses of the 

members of the YWCA. Various sheets can be maintained in a single document which will enable the 

association to update as per the sheet. 

 

 

Inserting rows and columns in the excel sheet 

CƻǊ  ƛƴǎŜǊǘƛƴƎ Ǌƻǿǎ ŀƴŘ ŎƻƭǳƳƴǎΣ ǊƛƎƘǘ ŎƭƛŎƪ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ƻǇǘƛƻƴΣ ΨLƴǎŜǊǘΩ ŀƴŘ ǘƘŜƴ ǘƘŜ Ǌƻǿǎ ŀƴŘ Ŏƻƭumns 

can be selected for inserting. 

Deleting rows and columns 

.Ŝƭƻǿ ǘƘŜ ΨLƴǎŜǊǘΩ ŎƻƳƳŀƴŘΣ ǘƘŜǊŜ ƛǎ ŀƴ ƻǇǘƛƻƴ ŦƻǊ ŘŜƭŜǘƛƴƎ ǘƘŜ Ǌƻǿǎ ŀƴŘ ŎƻƭǳƳƴǎΦ .ȅ ŎƭƛŎƪƛƴƎ ƛǘΣ ȅƻǳ Ŏŀƴ 

delete the required rows and columns in the excel sheet. 

Saving the excel sheet- Just like the word document, you can save the excel sheet by following the 

above instructions. 

The excel sheet helps in keeping the database for each association and it can also be easily updated. 

Copying rows and columns 



You can copy the rows and columns by selecting the rows and columns and then right clicking the 

ƳƻǳǎŜΦ ¢ƘŜ ƻǇǘƛƻƴ ƻŦ Ψ/ƻǇȅΩ ƻǊ Ψ/ǳǘΩ ǿƛƭƭ ŎƻƳŜ ǿƘƛŎƘ ǿƛƭƭ ŜƴŀōƭŜ ȅƻǳ ǘƻ ŎƻǇȅ ǘƘŜ Řŀǘŀ ǘƻ ŀƴƻǘƘŜǊ 

ƭƻŎŀǘƛƻƴ ǿƛǘƘƛƴ ǘƘŜ ǎƘŜŜǘΦ .ȅ ǎŜƭŜŎǘƛƴƎ ǘƘŜ Ψ/ǳǘΩ ƻǇǘƛƻƴΣ ȅƻǳ Ŏŀƴ ŎƻƳǇƭŜǘŜ Ŏǳǘ ǘƘŜ ŘƻŎǳƳŜƴǘ ŦǊƻƳ ǘƘŀt 

specific place and then paste it to another place within the same document or new MS Excel document. 

 

 

 

 

 

 

 

 

 

MS Powerpoint Presentation- Getting started with the presentation 

The Powerpoint presentation helps you bringing ideas and information that you want to convey to your 

audience with no difficulty. You can make presentations in forms of slides and it can be used by 

saving it on your computer. 

The first slide can be used as a title slide about the programs and the time period as this would 

be the introductory slide. 

 

 

 

 

 

Adding slides- Just click on the 

ƻǇǘƛƻƴ ΨbŜǿ {ƭƛŘŜΩΣ ǘƘŜƴ ȅƻǳ Ŏŀƴ add 

another slide and type in the content. 



Delete the slides- bŜŀǊ ǘƘŜ ΨbŜǿ {ƭƛŘŜΩ ƻǇǘƛƻƴΣ there is a delete option, where you can delete the desired 

slide. 

 

 

 

 

 

 

 

 

 

Selecting the design of the powerpoint 

 

 

 

 

 

 

 

 

 

 

The design of the powerpoint can be changed by clicking the design button and a variety of designs are 

available for making the presentation more presentable. 

You can play around with the powerpoint by changing its design, font, etc. 

Delete button 


