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PROFESSIONAL USE OF GOOGLE DRIVE 

 

 

OBJECTIVE:  

The objective of the 5-Day Skill-based Workshop on "Professional Use of Google 

Drive" is to create awareness and educate students about the concept and 

applications of cloud storage, with special reference to Google Drive. Through this 

workshop, participants will develop analytical and critical thinking skills by engaging in 

practical exercises and discussions aimed at evaluating information related to cloud 

storage and its impact on various business functions. They will acquire proficiency in 

utilizing Google Drive as a professional tool for data storage, collaboration, and 

sharing, thereby enhancing their digital skills. Additionally, participants will gain a 

broader understanding of the global significance of cloud storage technology and its 

implications for international business. The workshop will focus on synthesizing 

information from diverse areas such as Marketing, Finance, Human Resource 

Management, etc., to make informed business decisions related to cloud storage 

adoption and utilization. Participants will also develop the ability to quantify and 

analyse business problems associated with data management, security, and 

accessibility in the context of cloud storage solutions like Google Drive. Lastly, the 

workshop will provide insights into the factors influencing international business, 

particularly in the digital realm, and highlight the role of cloud storage in facilitating 

seamless communication and collaboration across borders. Overall, this event aims 

to equip participants with the necessary skills and knowledge to leverage cloud 

storage effectively for professional purposes, fostering a culture of digital fluency and 

global awareness among the student community. 

DETAILS: 

During the "5-day skill-based workshop on professional use of Google Drive," 

conducted from April 12 to April 17, 2024, participants delved into a comprehensive 

exploration of Google Drive's functionalities. The workshop commenced with an 

elucidation of the significance of cloud storage, with Google Drive as a prime example. 

Alternatives to Google Drive were also discussed, along with the distinctive features 

offered by this platform.  

Subsequent days focused on practical applications of various Google Drive tools. Day 

two highlighted the utility of Google Forms for data collection and feedback gathering, 

showcasing its versatility across different scenarios. Day three centred on Google 
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Docs, emphasizing its collaborative editing features and diverse sharing options suited 

to various access levels.  

Moving forward, day four provided insights into leveraging Google Sheets for everyday 

tasks, covering essential functions essential for efficient data management. Finally, 

day five focused on Google Slides, elucidating template utilization, differentiating 

between transitions and animations, and offering foundational guidance on slide 

creation.  

Throughout the workshop, a total of 37 enthusiastic students actively participated, 

gaining valuable insights into optimizing their professional use of Google Drive tools 

for enhanced productivity and collaboration. 

TAKEAWAY (OUTCOME):  

The 5-Day Skill-based Workshop on "Professional Use of Google Drive" provided 

participants with a comprehensive understanding of cloud storage, focusing on Google 

Drive's functionalities. Through practical applications and hands-on activities, 

attendees enhanced their digital skills, learned to make informed business decisions, 

and developed analytical thinking abilities. The workshop emphasized the global 

significance of cloud storage technology, fostering a culture of digital fluency and 

collaboration among participants. By delving into Google Drive tools such as Forms, 

Docs, Sheets, and Slides, attendees gained proficiency in data management, 

collaboration, and communication, ultimately optimizing their productivity for 

professional endeavours. Overall, the workshop equipped participants with essential 

skills and knowledge to leverage cloud storage effectively in the modern workplace, 

enhancing their digital fluency and global awareness. 
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Poster of the Event 

 
POSTER FOR THE EVENT: Professional Use of Google Drive 
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Figure 1: Introductory Page for the Workshop Slide. 

 

 
Figure 2: Students doing assignment as instructed by Instructor  
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Figure 3: Student doing assignment on Google Drive 

 

 
Figure 4: Students discussion before executing the Group Exercise shared 

with students 
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Figure 5: Speech by University DSW post workshop completion before 

certificate distribution 
 

 
Figure 6: Certificate distribution by HoD, MBA along with event instructor 

 



 

Page | 8  ARKA JAIN UNIVERSITY – IQA CELL – EVENT REPORT 

 

 
Figure 7: Certificate distribution by DSW and Vice-Chancellor of the 

University to students who haves successfully completed the workshop. 
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MEDIA COVERAGE 
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ATTENDANCE – Day 1 
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ATTENDANCE – Day 2 
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ATTENDANCE – Day 3 
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ATTENDANCE – Day 4 
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ATTENDANCE – Day 5 
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SAMPLE OF STUDENT ASSIGNMENT COMPLETION 
 

 
Sample 1 

 
Sample 2 
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Sample 3 

 
Sample 4 
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SAMPLE OF CERTIFICATE 
 

 
B.COM 

 
B. Pharma 
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B. Tech 

 
BBA 
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BCA 

 
MBA 



 

Page | 30  ARKA JAIN UNIVERSITY – IQA CELL – EVENT REPORT 

 

 
Polytechnic CSE 
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WORKSHOP FEEDBACK BY STUDENTS 
The feedback was taken online using Google Forms 

 
 
Question 1 

 

 
Question 2 
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Question 3 

 

 
Question 4 
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Question 5 
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Question 6 

 

 
Question 7 
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Question 8 

 



 

Page | 36  ARKA JAIN UNIVERSITY – IQA CELL – EVENT REPORT 

 

 
Question 9 

 

 
 

 


