


SRI VENKATESWARA COLLEGE OF ENGINEERING 

DEPARTMENT OF INFORMATION TECHNOLOGY 

Online Workshop on Google Workspace 

A Report 

 

Objectives: 

 To understand the Basic of Google Workspace  

 To learn how to formulate Google sheets  

 To demonstrate Google docs and Google sheets 

 To demonstrate real-time use of Google forms 

 To design certificate using online tools  

About the programme: 

The Department of Information Technology organised a 5 days online workshop 

on “Google Workspace” from 24/04/23 to 28/04/23.  

The Inauguration of the program started with a prayer song rendered by S. 

Aiswaraya from III Yr IT-A and Ms. M. Sugacini, Assistant Professor, Department of 

Information Technology welcomed the Chief Guest and all the participants. The 

welcome address was delivered by Dr. T. Sukumar, Assistant Head of the Department, 

Department of Information Technology. He addressed the gathering by giving an 

introductory note about the program and emphasized the importance of the Google 

platform in the academic perspective. He motivated the participants and highlighted 

the purpose of organizing such a progam.  

On Day one, the session on “introduction of Google workspace” was handled by 

Ms. N. Uma, Assistant Professor, Department of Information Technology. The session 



opened with an Introduction of Google workspace and she explained the basic features 

and applications. The working of the applications illustrated with real time scenarios.  

The Second day session was handled by Ms. A. Indumathi, Associate Professor, 

Department of Information Technology.  She delivered a talk on Google Sheets. The 

session started with introduction of Google Sheets and she illustrated how to formulate 

in Google sheets.   

The third day session handled by Ms. S. Kavishree Assistant Professor, 

Department of Information Technology.  She delivered a talk on Google docs. She 

highlighted concepts of Google docs and also elaborated the Google slides and its use  

The fourth day session was handled by Mr. V. Ranjith Assistant Professor, 

Department of Information Technology, His session was about How to design Google 

forms and also he briefed about proctor provisions in form. 

The fifth day session was handled by Mr. S. Ananda Babu Assistant Professor, 

Department of Applied Chemistry. In the session, he explained about how to design a 

certificate using online tools. He gave some sample certificates to the participants to 

practice in the online tools. 

The session then moved towards the end of the workshop. The Valedictory 

function was presided over by Dr. T. Sukumar, Assistant Head of the Department, 

Department of Information Technology. He shared his experience while working with 

Google Workspace in the activity related to academic. Ms. N. Uma, Assistant 

Professor, the Program Coordinator summarized the program and delivered the vote of 

thanks.  Before the end of the program, few participants came forward and very well 

appreciated the conduct of the program and the benefits acquired from the Google 

Workspace Workshop. They said that the lecture sessions and the practical sessions 





MOMENTS FREEZED 

DAY-01 

 

 

INTRODUCTION TO GOOGLE WORKSPACE 

 

 

DIFFERENCE BETWEEN GMAIL AND GOOGLE WORKSPACE 

 



 

 

INTRODUCTION TO OPTIONS IN GMAIL 

 

 

 

SETUP GOOGLE WORKSPACE 

 

 



DAY-02 

 

 

INTRODUCTION TO GOOGLE SHEET 

 

 

 

GOOGLE SHEET CREATION 

 



 

 

TRACKING OF DATA USING GOOGLE SHEETS 

 

 

VISULAIZATION OF DATA USING GOOGLE SHEETS 

 

 

 



DAY 03 

 

 

INTRODUCTION TO GOOGLE DOCS 

 

 

ACCESS PROTECTION IN GOOGLE DOCS 



 

 

PREMISSION IN GOOGLE DOCS 

 

 

INTRODUCTION TO GOOGLE SLIDES 

 

 

 



DAY-04  

 

 

 

INTRODUCTION TO GOOGLE FORMS 

 

 

 

REAL TIME CASE STUDY 



 

 

DATA REPRESENTATION FROM GOOGLE FORM 

 

 

 

ACCESSIBILITY IN GOOGLE FORM 

 

 



DAY-05 

 

 

 

CHALLENGES IN ONLINE CERTIFICATION DISTRIBUTION 
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DEPARTMENT OF INFORMATION TECHNOLOGY 
 

Solicit your esteemed presence for the     

      VALEDICTORY FUNCTION 

                             of  

Workshop on GOOGLE WORKSPACE 

 

 

Valedictory Address by 

 

Dr. T SUKUMAR, M.Tech. Ph.D., 

Assistant HoD/INT 

 

 

DATE: 28.04.2023   

 

TIME: 12.00 PM  

 

VENUE : https://meet.google.com/sph-yssx-nzt 
 
 
 
 
 
 
 
 
 

Coordinators: 

Ms. A. Indumathi, ASP/INT, 

Ms. N. Uma, AP/INT, 

Ms. M. Sugacini, AP/INT, 

Ms. S. Kavishree, AP/INT. 
 

https://www.svce.ac.in/profile-info/?id=4310






















DEPARTMENT
 

Solicit

Workshop on 
 

 

             Date : 

AGENDA 
 

➢ Prayer Song 
 

➢ Welcome address by Dr.
 

➢ Start of the Session 
 

DATE: 24.04.2023 

TIME: 11.00 AM 

VENUE : https://meet.google.com/sph
 
 

Coordinators: 

Ms. A. Indumathi, ASP/INT, 

Ms. N. Uma, AP/INT, 

Ms. M. Sugacini, AP/INT, 

Ms. S. Kavishree, AP/INT. 

 

DEPARTMENT OF INFORMATION TECHNOLOGY

Solicit your esteemed presence for 

the    Inauguration of 

Workshop on GOOGLE WORKSPACE 

Venue : Online Mode 

: 24TH APRIL – 28TH APRIL 202

Time : 11.00 AM -12:00 PM 

Dr. V. Vidhya, HoD/INT 

https://meet.google.com/sph-yssx-nzt 
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6/6/23, 10:43 AM Sri Venkateswara College of Engineering Mail - Fwd: Online Workshop on Google Workspace - Reg

https://mail.google.com/mail/u/0/?ik=3ad554861f&view=pt&search=all&permthid=thread-f:1763688012384745490&simpl=msg-f:17636880123847… 1/1

KAVISHREE S INT <kavishrees@svce.ac.in>

Fwd: Online Workshop on Google Workspace - Reg
1 message

HOD IT <hodit@svce.ac.in> Thu, Apr 20, 2023 at 4:45 PM
To: Faculty Group <svcefaculty@svce.ac.in>

Dr.V.Vidhya
Professor & Head 
Dept. of Information Technology
Sri Venkateswara College of Engineering
Sriperumbudur-602117
Ph.044-27152000,extn:350

---------- Forwarded message ---------
From: UMA N IT <numa@svce.ac.in>
Date: Thu, 20 Apr 2023 at 01:21
Subject: Online Workshop on Google Workspace - Reg
To: HOD IT <hodit@svce.ac.in>

Dear Madam,
Attached is the brochure with the schedule. Kindly forward this mail to the SVCE faculty.

Dear Sir/Madam,
The Department of Information Technology is organizing an Online  Workshop on Google Workspace for all
department students, teaching and nonteaching faculty members from April 24, 2023, to  April 28, 2023.

Timing : 11:00am  - 12:00noon.

Find the attached Brochure and Schedule.

Interested students, teaching and nonteaching faculty members can register for the Program at the link given below
: 
https://forms.gle/xYRh5po5AruyBUhs6
 on or before 21st April 2023. 

Thanks & Regards,
Coordinators,
Ms. A. Indumathi, ASP/INT,
Ms. N. Uma, AP/INT,
Ms. M. Sugacini, AP/INT,
Ms. S. Kavishree, AP/INT.

--
N.UMA,
Assistant Professor,
Department of Information Technology,
Sri Venkateswara College of Engineering.

2 attachments

schedule.docx
17K

Google Workspace.pdf
6636K

mailto:numa@svce.ac.in
mailto:hodit@svce.ac.in
https://forms.gle/xYRh5po5AruyBUhs6
https://mail.google.com/mail/u/0/?ui=2&ik=3ad554861f&view=att&th=1879e0e720ceb812&attid=0.1&disp=attd&realattid=f_lgourgey0&safe=1&zw
https://mail.google.com/mail/u/0/?ui=2&ik=3ad554861f&view=att&th=1879e0e720ceb812&attid=0.2&disp=attd&realattid=f_lgourggb1&safe=1&zw


S R I   V E N K A T E S W A R A   C O L L E G E   O F  E N G I N E E R I N G
D E P A R T M E N T   O F   I N F O R M A T I O N   T E C H N O L O G Y

 
PRESENTS

 

OBJECTIVES :

DATE  :    24 -04-2023   to   28-04-2023
V E N U E : V I R T U A L C L A S S R O O M

To learn how to set-up, format and manage the data .
To practice how to organize and present data
professionally.
To learn how to secure, share, collaborate and how
to customize our workflows to meet your work style.
To work smarter and take advantage of the most
helpful functions and features of Google workspace.

TARGET AUDIENCE:

Teaching and Non Teaching faculty from SVCE.

RESOURCE PERSON:
Eminent resource persons from SVCE.

COORDINATORS:
 Ms. A. Indumathi, ASP/INT
 Ms. N. Uma, AP/INT
Ms. M. Sugacini, AP/INT
Ms. S. Kavishree, AP/INT

Registration link :https://forms.gle/xYRh5po5AruyBUhs6

QR CODE:

CONVENOR:

Dr.V.Vidhya,Prof & HOD/INT

https://forms.gle/xYRh5po5AruyBUhs6


SRI VENKATESWARA COLLEGE OF ENGINEERING 

 

Department of Information Technology 
 

 

Schedule of the Workshop 
 

 

S.No Topics Speakers 

1. Introduction to Google Workspace Ms. N. Uma, AP/INT 

2. How to create, save and send Google sheets 
Ms. A. Indumathi, ASP/INT 

 

3. Google Docs & Slides 
Ms. S. Kavishree, AP/INT 

 

4. Google Forms and Google Chat 
Mr. V. Ranjith, AP/INT 

 

5. Certificate Designing 
Dr. S. Ananda babu, AP/ACH 

 

 

 

 

 

 

 




