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REPORT

Introduction:
This report is about the workshop titled “IT SKILLS TRAINING WORKSHOP (ways to use Microsoft Teams, Google Forms, MS Word and professional use of G-mail)”. It was Two day workshop held on Friday 23rd and Saturday 24th April, 2021 by IRTIQA MATHEMATICAL Society with collaboration of FUTURE ZONE Society. The platform used was Microsoft Teams (online). 

Workshop Coordinators: 
· Ms. Ayesha Iftikhar and Ms. Tayyaba Akhter (Incharge, IRTIQA MATHEMATICAL Society)
· Ms. Ayesha Raana (Incharge, FUTURE ZONE Society)

Audience:
The target audience of the training were students from Mathematics and Computer Science department.

Resource Person(s):
· Ms. Ayesha Raana [Lecturer CS Dept. / In-charge Future Zone Society, GCWUS] assisted by 
· Ms. Amna Arshad [Alumni, CS Dept. GCWUS/ MPhil Scholar at ITU Lahore] and
· Ms. Arooj Munnawar [Student, CS Dept./ General Secretary Future Zone Society, GCWUS]

· Ms. Samia Rafique [Lecturer, CS Dept. GCWUS]
Sessions:
· Workshop Day 1 comprised of three sessions:

	Session
	Topic
	Resource Person/Trainer

	1st 
	Guide on Usage of MS Teams
	Ms Ayesha Raana 

	2nd 
	Guide on Usage of MS Team's forms
	Ms Amna Arshad

	3rd 
	Guide on usage of Gmail professionally
	Arooj Munawar/Ms Ayesha Raana



· Workshop Day 2 comprised on only one session 
	Session
	Topic
	Resource Person/Trainer

	1st 
	Guide on Usage of MS Word
	Ms Samia Rafique



Summary:
The workshop titled “IT SKILLS TRAINING WORKSHOP (ways to use Microsoft Teams, Google Forms, MS Word and professional use of G-mail)” was held on Friday 23rd and Saturday 24th April, 2021 at 12 Pm sharp via using the online platform MS Teams. It was organized by IRTIQA MATHEMATICAL SOCIETY with collaboration of FUTURE ZONE Society of Govt. College Women University, Sialkot. The Workshop was host by Ms. Ayesha Iftikhar and Ms. Tayyaba Akhter assisted by Ms. Alishba Nawaz President of IRTIQA MATHEMATICAL Society.
The Workshop on both days was started with the recitation of a few verses from Holy Quran by (Sohaima from Maths Dept.) and Naat by (Nida Arshad, from Maths Dept) following the welcome note by Ms. Ayesha Iftikhar and Ms. Tayyaba Akhter. A brief introduction of the resource persons was given and handing over the mic to Ms. Ayesha Raana for the Day-1 Session(s). The Resource person Ms. Ayesha Raana (with assistance of Ms. Amna Arshad and Ms. Arooj Munnawar) well explained the use of Ms.Teams, Google Forms and Gmail by using power-point slides and practically too. Moreover, the audience were also given the idea about quick use of CamScanner. On Day-2, Ms. Samia Rafique continued the training session on professional use of Microsoft Word by covering all the features that will help the students to produce professional documents. Both resource persons have shared many technical and fruitful tips about the use of target software/platforms. Above 200 students from Mathematics and Computer Science department have attended this workshop. The training sessions were closed with THANKS Note by Ms. Raheela Sohail, HOD Mathematics department. 
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Prepared by: 
Ms. Arooj Munnawar (General Secretary, Future Zone Society, GCWUS)
April 26th, 2021
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