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About G Suit: Google Suit is a suite of cloud computing, productivity, and collabcration
tools developed by Google. It includes various applications and services designed for
businesses, educational institutions, and individuals. As of my last knowledge update in
January 2022, Google rebranded G Suite to Google Workspace to better reflect its evolving
nature.

Key components of Google Suit include:

Gmail: Email service with custom domain addresses.

Google Drive: Cloud storage for files and collaboration on documents, spreadsheets, and
presentations.

Google Docs, Sheets, and Slides: Online office suite for word processing, spreadsheets, and
presentations.

Google Calendar: Calendar application for scheduling and organizing events. Google Meet:
Video conferencing and communication platform.

Google Forms: Tool for creating surveys and forms.

Google Sites: Platform for building internal websites.

Google Chat: Messaging platform for team communication.

Google Keep: Note-taking and organization tool.

Google Jam board: Digital whiteboard for collaborative brainstorming.

Google Suit is known for its cloud-based nature, real-time collaboration features, and the
seamless integration of its various applications. It is widely used by businesses--and

organizations for communication, document collaboration, and project manauemém -
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Day 01:7" December 2021:

Days Training Program Report on G-Suite

Day 1: Basics of Gmail, Google Drive, Docs, and Google Forms

Overview:

The first day of the G-Suite training program focused on establishing a foundational
understanding of essential tools. Participants were introduced to Gmail for effective
communication, Google Drive for document storage and collaboration, Google Docs for
creating and editing documents, and Google Forms for creating surveys and quizzes.
Highlights:

Gmail basics: Email composition, organization, and customization.

Google Drive fundamentals: Uploading, sharing, and organizing documents.

Google Docs: Document creation, editing, and collaboration features.

Google Forms: Creating simple surveys and quizzes.

Day 02:08" December 2021:

Overview: Day 2 delved into Google Sheets, emphasizing its role in data analysis,
manipulation, and visualization. Participants learned how to create, format, and analyze data
using various functions and features in Google Sheets.

Highlights:

Introduction to Google Sheets interface and basic spreadsheet concepts.

Data entry, formatting, and cell manipulation.

Formulas and functions for data analysis.

Collaborative editing and sharing in Google Sheets.

Day 03: 09" December 2021:

Overview: On the third day, participants explored Google Slides to create dynamic and
engaging preseutations. The session covered the basics of slide crea:ion, formatting, and
collaboration features.

Highlights:

Creating and formatting slides in Google Slides.

Adding text, images, and multimedia elements.

Collaborative editing and real-time feedback.

Day 04: 10" December 2021:

Overview: Building on the previous day's knowledge, Day 4 focused on advanced features
and techniques to enhance presentation skills using Google Slides.

Highlights:

Advanced formatting options for slides.

Custom animations and transitions.

Master slides for a consistent design.

Tips for delivering effective presentations.

Day 05: 11" December 2021:

Overview:
The fifth day circled back to Google Forms, delving deeper into its capabilities. Participants
learned to create more complex forms, integrate them with other G-Suite apps, and analyse
collected data. 5o Cofa N
Highlights: >4 2\




Advanced form creation with branching and logic.

Integrating Google Forms with Google Sheets for data analysis.

Using add-ons for enhanced functionality.

Day 06: 12'" December 2021: Overview:

The final day focused on productivity hacks and best practices across the G-Suite ecosystem.
Participants learned time-saving tips and advanced techniques to maximize efficiency.
Highlights:

Keyboard shortcuts and time-saving features.

Integrating G-Suite apps for a seamless workflow.

Collaboration best practices.

Customization options for personalization.

Conclusion:

The week-long G-Suite training program equipped participants with a comprehensive
understanding of key tools and advanced features. Participants are now better prepared to
leverage G-Suite for improved productivity and collaboration in their professional roles.
Ongoing support and resources were provided for continued learning and application in real-
world scenarios. The final Vote of thanks was delivered by Mrs. Poonam Singh and
certificates were distributed to all the participants.

Dr. Deepti Sadvelkar
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