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The AIU-AI-AADC (Association of Indian Universities - Avinashilingam Institute - Academic & Administrative Development Centre) successfully organized the 7th Short-Term Capacity Building Program on Digital Skills Training for Non-Teaching Staff from 12th to 14th September 2024. The program aimed to enhance the digital literacy of non-teaching staff at higher education institutions, equipping them with the necessary skills to navigate the digital world effectively and securely. Over three days, the participants engaged in interactive sessions and practical exercises that covered essential topics like internet surfing, email communication, cybersecurity, digital collaboration tools, and troubleshooting. The program’s comprehensive structure provided participants with valuable skills to improve both their professional tasks and daily technology usage.

The program began with a prayer, followed by an official welcome by Dr. K. Ramya, Nodal Officer of AIU-AI-AADC. Dr. Ramya outlined the objectives of the program and provided a detailed briefing about the schedule for the upcoming three days. She emphasized the importance of digital literacy in the modern educational workspace, especially for non-teaching staff who play a crucial role in supporting the academic and administrative functions of an institution. Her introduction set the tone for the interactive learning experience that would unfold over the next three days.

The presidential address was delivered by Dr. H. Indu, Registrar (i/c) of Avinashilingam Institute for Home Science and Higher Education for Women. Dr. Indu extended her warm greetings to the guest speakers and participants, stressing the significance of digital skills in today's fast-paced world. She highlighted that digital literacy empowers individuals to navigate the complexities of modern workplaces efficiently and securely. Dr. Indu’s address reinforced the idea that non-teaching staff, often overlooked in digital training initiatives, must be equipped with the tools and knowledge to function effectively in a digitally-driven educational environment.
Day 1: Internet Surfing Skills Training
The first technical session, led by Dr. Subashini Parthasarathy, Professor of Computer Science and Coordinator for the Centre for Machine Learning and Intelligence, focused on internet surfing skills for non-teaching staff. Dr. Subashini provided an in-depth explanation of the most widely used web browsers, including Google Chrome, Mozilla Firefox, and Microsoft Edge. Each browser’s features were discussed in relation to productivity, security, and functionality.

Dr. Subashini explained how Google Chrome is favored for its speed, wide adoption, and seamless integration with Google services like G mail and Google Drive. She highlighted the use of extensions, such as ad blockers and productivity-enhancing tools, available through the Chrome Web Store. Additionally, participants were shown how to organize and group tabs, use bookmarks efficiently, and make use of features like Omnibox (search bar and calculator) and tab search.

Mozilla Firefox was presented as a highly secure browser, known for its privacy features such as enhanced tracking protection, phishing alerts, and HTTP-only mode. Customization options, such as themes, fonts, and layout adjustments, were also covered, along with Firefox’s Reader Mode, which eliminates distractions by focusing on text.

Microsoft Edge, built on Chromium, was introduced as a browser that integrates well with Microsoft services. The session emphasized Edge’s security features, including tracking prevention and Microsoft Defender Smart-screen, as well as its efficient memory usage. Dr. Subashini demonstrated how to customize the browser’s theme and toolbar, manage bookmarks, and use productivity tools like web capturing and immersive reading.

In the afternoon session, the resource persons demonstrated practical techniques for managing browser security and optimizing productivity. Emphasis was placed on features like sand-boxing in Google Chrome, managing cookies, SSL certificates, and using browser tools to safeguard against online threats. The session concluded with a focus on browsing customization, which can significantly enhance both productivity and security for non-teaching staff.



Day 2: Email Management and Digital Collaboration Tools
On the second day, the morning session focused on email management and communication practices, led by Mr. Arul Kumar Prakash, Manager – Business & Operations at CloudReign Technologies. Mr. Prakash explained the importance of email as not only a communication tool but also a critical medium for documentation and professional identity. He provided a comprehensive overview of email protocols, such as POP and IMAP, and emphasized the need for organizing emails using filters, folders, and labels to reduce inbox clutter and improve efficiency.

Mr. Prakash also discussed best practices for dealing with spam and phishing emails. He shared tips for identifying suspicious emails, such as verifying sender information and using G mail's features to view the message source. Furthermore, he underscored the importance of email security, urging participants to exercise caution when dealing with unfamiliar senders, especially when sensitive information is involved.

The session also covered tips for automating email organization, prioritizing important emails, and using third-party add-ons to enhance workflow. Mr. Prakash recommended integrating tools like Google Calendar and Google Tasks within Gmail to streamline communication and increase productivity.

In the second session of the day, Ms. Shalini M G, also from CloudReign Technologies, focused on enhancing professionalism in email communication. She discussed the importance of structuring emails properly, including using appropriate greetings, maintaining a respectful tone, and crafting clear, concise messages. Ms. Shalini also addressed the best practices for using CC and BCC to manage email information flow while ensuring privacy.

Participants were introduced to techniques for managing their inboxes effectively using folders, labels, and filters. She recommended using the Schedule Send feature for sending emails at a later time and advised participants to avoid unnecessary "Reply All" emails. Regular inbox maintenance, such as unsubscribing from irrelevant newsletters, was also discussed.

The afternoon session was led by Ms. Rittika M, who provided an in-depth overview of Google’s digital collaboration tools, including Google Docs, Sheets, Slides, and Google Drive. The session emphasized the importance of real-time collaboration and file sharing, which is essential for improving teamwork and productivity. Participants learned how to use these tools for simultaneous document editing, spreadsheet management, and presentation creation.

Additionally, Google Keep and Google Drive were introduced as essential tools for note-taking, file sharing, and cloud storage. Ms. Rittika demonstrated how to manage file permissions, optimize storage, and collaborate effectively using Google’s suite of tools, making it an invaluable resource for non-teaching staff in an academic setting.

Day 3: Fundamentals of Information Security
The final day of the program began with a session on Information Security, led by Mr. Nanda Kumar, a consultant at mySkills Academy. Mr. Kumar emphasized the growing significance of digital security in today’s interconnected world. He discussed various types of cyber threats, including malware, phishing, insider threats, and Denial-of-Service (DoS) attacks. Participants were educated about the importance of safeguarding sensitive information and adhering to secure practices when interacting with digital tools.

In the subsequent session on Data Privacy and Protection, Mr. Kumar shared practical steps for protecting personal and professional data online. He advised using strong, unique passwords, enabling privacy settings on social media accounts, and being cautious with personal information. The participants were also encouraged to secure their devices and monitor access to their data.

The afternoon session, led by Mr. Nanda Kumar, covered Basic Troubleshooting and IT Support. Participants learned how to diagnose and resolve common IT issues systematically. Mr. Kumar provided a step-by-step approach to troubleshooting hardware, software, and network problems, which is essential for non-technical staff to resolve minor technical issues effectively.

The program concluded with a session on Remote Work Tools and Social Media Management, where Mr. Kumar explained how to use social media management tools for businesses and institutions. He also highlighted how to schedule posts, track engagement, and analyze performance across platforms like LinkedIn, Instagram, Twitter, and Facebook.


The 7th Short-Term Capacity Building Program on Digital Skills Training for Non-Teaching Staff was an overwhelming success. Over the course of three days, participants gained valuable skills in internet navigation, email management, digital collaboration, cybersecurity, and troubleshooting. These skills are indispensable for improving professional efficiency, security, and overall productivity in the digital workspace. The program concluded with a formal vote of thanks from Dr. K. Ramya, acknowledging the contributions of all resource persons, participants, and support staff. The event successfully fulfilled its objective of empowering non-teaching staff with essential digital skills required for their day-to-day responsibilities in higher education institutions.
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