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CIRCULAR

) The Department of Management Studies (MBA-BU ) will be hosting a “One day
Faculty Development Programme on Google Workspace™ on 16" August
2023 from 9.30 am to 4.30 pm. Dr Vinish P, Associate Professor (MBA-BU), will
be Resource Person for the FDP. The F DP aims to equip all faculty with practical
skills and knowledge that can be scamlessly integrated into teaching
methodologies, research activities. and administrative responsibilitics, The FDP
will comprise hands-on exercises, and open discussions to ensure that all
participants gain practical knowledge and confidence in utilising these tools, The
FDP is open to all faculty members, regardless of theit field of study. All faculty

are encouraged to paticipate and take advantage of this opportunity.

DrBR Qenkatcsh
Director - MBA (BU)
DSCASC- DSI
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Date: 14™ August 2023

One day FDP on “Google Workspace”

Agenda

Session 1: Introduction to Google Workspace 930 AM - 10:00 AM
*  Overview of Google Waorkspace tools and their relevance in research collaboration.
* Understanding the benefits of using Gmail, Google Drive, Docs, Sheets, and Meet in an
' academic and research context.
Session 2: Efficient Document Management 10:15 AM - 11:30 AM
* Hands-on demonstration of organizing research materials, files, and documents using
Google Drive
*  Creating shared folders, managing access permissions, and version control for collaborative
rescarch.
Tea/Coffee Break 11:30 AM - | 1:45 AM
Session 3: Scamless Communication 11:45 AM - 1:00 PM

« Utilizing Gmail for cchcmc <ommunication, email organization, and miegration with

Google Calendar. \ O_Lf_’“_ 4‘
» Exploring Google Mectﬁ/sg&w] rc‘:e.\(up. ﬁ;.scussrons scheduling meetings, and recording
S£$550NS, [ ".'.-._. e, 1 : '
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°® Lunch Break 1:00 PM - 2 o‘n 2 Y

Session 4: Collaborative Writing und'Dah Analysis 2:00 PM - 3:15 PM

» Hands-on workshop on real-time collaborative writing using Google Docs.

* Introduction to Google Sheets for data analysis, visualization, and collaborative work.
Tea/Coffee Break 3:15 PM - 3:30 PM
Session 5: Advanced Features and Tips 3:30 PM - 4:30 PM

» Exploring advanced features such as add-ons, integrations, and security settings,

* Best practices for muintaining data privacy and security while using Google Warkspace.

Q&A and Closing Remarks
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Title of the Event One Day Faculty Development Program on “Google Werkspace for Research™

R

3. | Date 16-08-2023
4. | Time 9.30 am 10 4.30 pm
5. | Venue MBA Research Lab
Resource Person | =
6. | Details** D¢ Vinish P
(Profile to be Associate Professar, MBA-BU
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I, Introduction tw Google 'kaspea:c tools
2, Efficient datn management
3
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9. | Participants (Enclose | Internal: NA Exteenal: NA
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Particulars Event related details

10.] Faculty Cooedinator’s | Dr Vinish P

1).| Student Coordinator/s NA

12 Total Expenditure

‘| (Details to be NA
enclased)
13.] Spansors and Amount | NA
(if any)

Session 1: Introduction to Google Workspace
s 930 AM - 10:00 AM
¢ Overview of Google Warkspace 100is and their redevance in research
collaboration.
*  Understanding the benefits of using Gmail, Google Drive, Docs, Sheets, and
Meet in an academic and research comtext.
Sexsion 2: Efficient Document Management
o MEISAM- 1130 AM
* Hands-oa demonstration of arganizing research materials, files, and documents
using Google Drive.
*  Creating shared folders, mINaging access permissions, and version control for
collaborative research,
Tea/Coffee Break
o 1L30AM- 1145 AM
14.f Agenda of the Event | geqqion 3: Seamless Communication
sttt sory) o 1145 AM- 1:00 PM
»  Utilizing Gmail for effective commumicagi il organization, and
integration with Google Calendar. 3
¢ Exploring Google Meet for vi
and recording sessions,
Lunch Break
ile’ f o« 10 PM-2:00 PM
p e | ‘Session 4: Collaborative Writing and Da
e 2:00PM. 315 PM
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Tea/Coffee Break
o FISPM330PM
Session §: Advanced Features und Tips
* 3350PM-430PM
*  Exploeing advanced features such us add-ons, integrations, and security settings,
*  Best peactices for maintaining data privacy and secusity while using Google
Workspace.
Q&A und Closing Remarks
is Report uplosded on
°| college website? If NO
yes, give details:
16, Report sent to media? | NO
If ves, give detaiks:
Report uploaded in
17 Social Media? Ifyes, [ N©
give derails:
18.| Certificates Printed? | NO
{Enclose a copy***)
19:| Feedback Collected? | NO
(Enclose a copy***) -
The one-dsy Faculty Development Program (FDP) on "Google Waorkspace for Research”
was successfully condacted by the MBA (BU) faculty of DSCASC. The FDP taok place
at the MBA research lob from 9:30 am o 4:30 pm, with appropriate breaks provided for
the participants’ comfor. The resaurce person for the evert was Dr, Vinish P, Associate
Professor of MBA (BU),
The FDP saw enthusiastic participation from 2 teeal of 14 faculty members from the MBA
(BU) department. The agenda was meticulously stroctured to cover a comprehensive
< o range of topics related 1o leveraging Google Workspace for research collaboration. Dr.
20, Efm ().!(i:imlm 100 | Vinish P commenced the FDP with an enlightening session on the "Introduction to
words) Grogle Workspuce," providiag an averview of the various tools such as Gmail, Drive,
Docs, Shests, and Meet, which play a pivotal role in research collaberation.
e subsequent sessions defved into specific aspects of research enhancement through
Google Workspace. Participants gainad insights into "Effective Document Management,”
leaming smys for efficient organization and sharing of research mateeisls using
Google Drive, "Streamlined Cammuaication” techniques with Gmail and Goagle Meet
were explored, emphasizing their role in fucilitating virtual research discussions and
meetings,
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Hands-on experience was gained during the "Collaborative Writing and Data Analysis®
session. where participants learned how to collabotate in real-time on research papers and
data anulysis using Google Docs and Sheets. The event concluded with o session on
"Advanced Features and Tips,” where attendees discoverad powerful tools such as
version control, add-ons, secunty settings, and integrations. enabling them 1o maximize
research productivity and data pesvacy within the Google Workspace environment.
Overall, the FOP provided an ennching platform for the MBA (BU) faculty of DSCASC
to hamess the potential of Geogle Workspace for their research endeavors, fostering
enhanced collaboration, communacation, and decument management practices.
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Figure 2 Or Vinish P, the resource person explaining the Google Classroom
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Figure 4: Participonts in the Warkshop
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