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Lectures and demo videos on institutional website

Any Additional Information.
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INDEX

SR.
NO

YEAR PROGRAM (e-course/workshops)

1 2022-23 1. E-Course on Information Resources and Literature Searching
2. Workshop onAcademic and research report writing

2 2021-22 1. E-learning Workshop on training ‘How to make google form

for exam.

2. Workshop on Tips and tricks on working with PDF’s.

3 2020-21 1. Workshop training on Zoom Meeting
2. Workshop training on Cisco Webex Meeting.

4 2019-20 1.Workshop on Effective use of Microsoft Teams.

5 2018-19 1.Workshop on How to Make and use PowerPoint
Presentation.

2.E-learningWorkshop on EBSCODatabase
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YEAR 2022-2023
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WORKSHOPONE-COURSEON INFORMATIONRESOURCE AND LITERATURE
SEARCHING

Conducted by-

Dr. Ka r i b a s a p p a G. N .
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YEAR 2021-2022
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WORKSHOPONHOWTOMAKEGOOGLE FORM FOR EXAM

Conducted by-

Dr. BipinMuley
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Step 1:
Go to google form by visiting form.google.com
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Step 2:

.

Click on “+” or the “blank” option to start a new form.

Step 3:

Step 4:

Enter a title for your form and optionally add a description.

Click on the “insert image” button {the one with mountain icon}.Locate a next to add
question option.

Step 5:

Choose where you want to insert the image form:you can upload an image from your
computer, select one from google drive,or insert a URL to an image hosted online.
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Step 6:

After selecting the image you can resize it and adjust its position if needed.

Step 7:

Step 8:

Start adding question as usual by clicking on “add question” button.

When adding a question you can add a image directly into the question text or answer
choices by clicking the “insert image” button with the question editor.

Step 9:

Customise the question option and formatting as needed.
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Step 10:

Repeat steps 7-9 to add more questions and insert image where necessary.

Step 11:

Step 12:

Use the “required” toggle to make certain questions mandatory.

To organize your form,you can add sections by clicking on the “add section” button.

Step 13:

Preview your form by clicking on the eye icon in the top right corner.
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Step 14:

If everything looks good click on the “send button” to share your form or “setting” gear
icon to adjust setting like who can respond to form and where response are collected

anonymously.

Step 15:

You can choose to embed the form on a website or share the link directly withapp
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WORKSHOP ON TIPS AND TRICKS ONWORKINGWITH PDFS.

Conducted by-

Dr. Pratik Hande.
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Date: 9th March 2022
Presenter: Dr. Pratik Hande

Topic: Tips and Tricks on working with PDFs
Venue :Lecture Hall no.4, Ground floor, D.Y.Patil Dental School.

Time :10:00 am to 3:00 pm
Attendees: Faculty Members

If you need to secure your PDF documents, iLovePDF’s Desktop app can facilitate this. Use the Protect PDF
tool to password-protect sensitive information or apply the PDF to PDF/A function to preserve important

documents long-term.

Go to Adobe’s PDF Combiner in a web browser. Adobe offers a free tool that allows you to easily merge PDF
files in any browser.

To get started, visit https://www.adobe.com/acrobat/online/merge-pdf.html. If you’d rather not use Adobe’s
official PDF Combiner, there are lots of third-party online tools you can use. Some popular options include:

I Love PDF: https://www.ilovepdf.com/merge_pdf
Smallpdf: https://smallpdf.com/merge-pdf

PDF2Go: https://www.pdf2go.com/merge-pdf
If you want to convert pdf to word document, use this tools in I love PDF , only click on PDF to Word ,

download your PDF then after commend your document is ready in Word .
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How to compress PDF file: select PDF file , then click on compress file, then file is ready in compressed
form

If you want to split PDF, select PDF file , or drop PDF in above Icon, click on it, and separate pages
according to your choice.
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YEAR 2020-2021
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WORKSHOPTRAINING ON ZOOMMEETING.

Conducted by-

Dr.Paulami Bagchi ( Prosthodontics)

\

Title: workshop training on zoom meeting.’
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Mode: Online/offline

Date: 15th July 2020

Speaker : Dr.Paulami Bagchi ( Prosthodontics)

A. How to get started with Zoom

1. For desktop

Step 1: To get started with Zoom, head to their website, and click on the “SIGN UP” button that’s at the top-
right corner of the screen.

Step 2: You
have two

options when it comes to creating a Zoom account.

You can either:

Create a new account using your work email address.

Sign in using SSO (Single Sign-On) or your Google or Facebook account.

If you’re using Zoom for a company meeting or other work purposes, it’s best to sign up using your work
email address.

Step 3: Zoom will now send you an email with a confirmation link.
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Click on that link to go to Zoom’s Sign Up Assistant and sign in using your credentials.

Step 4: Download the desktop app/Zoom client from the Zoom website for easy access.

B. How to set up a Zoom

meeting
Step 4: Download the desktop app/Zoom client from the Zoom website for easy access.

A. Starting a Zoom meeting

Step 1: Log in to your Zoom

account.
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Step 2: Hover your cursor over the “HOSTAMEETING” link at the top-right corner of the screen, and select
one of the following options:

With Video On

With Video Off

Screen Share Only

Step 3: The website will redirect you to the Zoom app and start a meeting. Here, you can edit meeting settings
or copy the “Invitation URL” that you send to the attendees.

B. Adding participants : Start a new meeting on the Zoom desktop

app.
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Step 2: In the new meeting screen, click on the “Invite” button in the toolbar at the bottom.

Step 3: Here, Zoom will give you the options to either “Copy URL” or “Copy Invitation”. You can send these
to participants via text, email

or instant
messaging C. How to join a Zoom meeting

Here’s a step-by-step guide to join a Zoom meeting quickly:

Note: The same steps apply to both your desktop and your phone.

A. Join using a Meeting Link

If you have a join link for a meeting, just click on it or paste it into your web browser to join the meeting.
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B. Join using a meeting ID

Step 2: Paste the Meeting ID in the box provided, add your display name for the meeting and click on
the“Join” button.

Step 2: Paste the Meeting ID in the box provided, add your display name for the meeting and click on the Join
button
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D. How to schedule meetings:
Step 1: To schedule a meeting, head to the Zoom app and click on the blue “Schedule” button (looks like a

calendar icon).

Step 2: Enter meeting details in the Schedule Meeting pop-up window that appears.

You can set its date and time, privacy and access settings. You can also select your preferred calendar
(between iCal, Google Calendar or others) to schedule the event in your calendar.
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WORKSHOPTRAINING ON CISCOWEBEX MEETING.

Conducted by-

Dr.Prasad Karande



38

Log into your Webex account, create your meeting invite and join your meeting.

Once your meeting is set up, simply click on the share screen button (below) in Webex.

This will open a pop-up screen (below) where you can select how you wish to share your presentation. In this case
either via desktop or using Powerpoint directly.
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This will automatically broadcast the app or desktop view you chose to share. A small orange Webex strip will
be visible at the top of the screen to remind you that you are broadcasting (below).

If you hover over this strip you will find more options (including the ability to annotate your slides and use
a group chat).
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YEAR 2019-2020
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WORKSHOPFOR EFFECTIVE USEOFMICROSOFT TEAMS

CONDUCTEDBY-

Mr.Arif khan (ITDEPARTMENT)
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How to install Microsoft Teams

1.Visit the officialMicrosoft Teamswebsite to download the installer.

2.Once you have downloaded and run the installer, enter your Microsoft email account and
select Next. If you don't have one, you can create it by clicking the

Create one! button.

1.Then, enter your phone number and verify it.

2.That's it.Teams should nowbe installed and ready to use on your device.

How to create a team and invite team members

1.Select Teams from the tab on the left.

2.Then select Create team.

3.Choose Build a team from scratch.

If you want everyone in the organization to have access to the team, select To restrictaccess, go with
Private.
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4.Enter a name and description for your team, then select

5.Next, add all the names of your team members to the list and click

6. To add someone fromoutside the organization, you will have to send an invitation. Click
the Invite People button on the bottom left to do so.

How to chat in Teams

1.Select Chat from the left.

2.Then click the New Chat

1.Enter the name of the person, type your message and hit send.
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How to set/schedulemeetings inMicrosoft Teams

1. lick the camera icon at the top left of the app.

2.Click Get a link to share and share the link with attendees. You can also just start the
meeting and add

attendees to it.

How to schedule a meeting inTeams for a later time and/or date:
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1.From the panel on the left, selectApps > Calendar.

2.Then, select Newmeeting.

Fill out the name, time, location and description for the meeting, then select Save. This
will create the meeting on both the Teams and Outlook calendars.

Choose from the pop-upmenu whether you want to get a shareable link to the meeting or
want to link it with Google Calendar.

How to collaborate on a whiteboard in Microsoft Teams

While in a meeting, select the Share
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From theWhiteboard section, click Microsoft Whiteboard.

You can ink or type on the canvas that appears. To add text, select the Note or Text

To add ink, select the Pen icon, which can be used to draw, sketch or even type.

How to display PowerPoint slides in meeting

1. select Share and then under the PowerPoint Live section, choose the PowerPoint file
you’re wanting to present. If you don’t see the file in the list, select Browse OneDrive or
Browse my computer.



49

2. If your presentation is already open in PowerPoint for Windows or Mac, go to the file
and select Present in

Teams.

If you're in PowerPoint for the web, select Present > Present in Teams.



YEAR 2018-2019
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WORKSHOPONHOWTOMAKEUSEOF POWERPOINT PRESENTATION

CONDUCTEDBY-

Mr. Arif Khan (IT Department)
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A workshop on how to use PowerPoint effectively can empower participants to create
engaging and impactful presentations. Here's a comprehensive outline for such a workshop:

1. Introduction to PowerPoint

- Overview of PowerPoint: Purpose, features, and benefits.

- Importance of effective visual communication in presentations.

2. GettingStarted with PowerPoint

- Launching PowerPoint: Opening a new presentation.

- Navigating the interface: Ribbon, slides, and views.

- Understanding slide layouts: Choosing the right layout for your content.
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3.Creating and Formatting Slides

- Adding and deleting slides: Basic slide management.
- Inserting text: Formatting text boxes, fonts, and alignment.

- Incorporating visuals: Inserting images, shapes, and icons.
- Applying themes and templates: Customizing the look and feel of your presentation.

4. EnhancingVisualAppeal

- Using colors and fonts effectively: Creating a cohesive design.
- Incorporatingmultimedia:Adding audio and video files.
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- Applying animations and transitions: Engaging the audience with dynamic effects.
- Using SmartArt and charts: Visualizing data and concepts.

5. StructuringYourPresentation

- Organizing content: Outlining key points and structuring slides.

- Creating a narrative flow: Sequencing slides for clarity and coherence.
- Using sections: Grouping slides for organization and navigation.

6.Mastering Slide Show Delivery
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- Rehearsing timings: Timing slide transitions and animations.

- Setting up slide show options: Configuring slideshow settings.

- Delivering presentations effectively: Tips for engaging the audience.

7. Collaboration and Sharing

- Sharing and collaborating on presentations: Using OneDrive or SharePoint.

-Version control: Tracking changes andmanaging revisions.

- Co-authoring presentations:Working simultaneously with team members.
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8. Tips forAccessibility and Inclusivity

- Designing for accessibility: Ensuring presentations are accessible to all.
- UsingAlt text: Describing visuals for screen readers.

- Considering color contrast and readability: Making content easy to understand.

9. AdvancedFeatures andTips

- Creating custom animations: Fine-tuning animation effects.

- Using slide masters: Standardizing design elements across slides.
- Incorporating interactive elements: Hyperlinks, buttons, and triggers.
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10. Q&AandTroubleshooting

-Addressing common issues and questions from participants.

- Providing resources for further learning and support.

Throughout the workshop, participants can engage in hands-on activities, exercises, and
discussions to reinforce learning and apply concepts in real-time.

Providing access to additional resources such as templates, tutorials, and best practice
guides can

support participants inmastering PowerPoint beyond the workshop.
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