Google Workspace Collaboration with Drive Apps and Meet
Who it's for:  This course is recommended for users who want to get a quick overview of Google Workspace applications, file storage features, and online meeting software. This class is especially appropriate for individuals moving to Google Workspace from Microsoft Office.
What it is: Google’s Workspace Applications.  This class provides an overview of Google Workspace Applications and how to share spreadsheets, documents, and presentations with others. In addition, it explains how to use Google Drive to store and share files and how to use Google Meet for online meetings and screen sharing. Applications introduced in this course include Drive, Sheets, Slides, Forms and Meet.
Prerequisites:  Basic email and document creation knowledge is required. Prior experience with Microsoft Office applications is helpful but not necessary.
What you'll learn: 
This course is divided into eight modules.  We will start by focusing on Google Drive in Module 1.  Google Drive is the file storage application of the Workspace apps.  You’ll learn about the display screen, how to change Drive options, and even how to create a file from Drive.  We’ll move on to making a copy of a file and moving a file to trash before we upload a file from a hard drive.  You’ll learn how to create and manage folders as well as how to upload a folder from a hard drive.  You’ll learn how to search for files and how to add shortcuts to drive.  We’ll cover how to work with drive priority and workspaces (only available for a business workspace account) and learn how to change Google Drive settings.  We’ll end the module by learning how to sign in to multiple Google accounts for ease of use.
We continue with learning Google Drive in Module 2 where you will learn how to collaborate in Drive.  You’ll learn how to share a file or folder and how to share a link to a file or folder and we’ll end the module by publishing to the web.
The third module focuses on common features.  This module highlights features common to most of the Google Workspace apps.  You’ll learn how to open a Google app before creating a new file.  You’ll get an overview of the menu and toolbar and how to use them.  You’ll learn how to access help, how to rename a file, how to email a file, and how to download files in other formats.  We’ll end this module after learning how to open a Microsoft Office file in a Google app and how to work with versions.
We’ll dive into Google Sheets in Module 4.  This is the Google Workspace spreadsheet application.  You’ll learn about its display screen, and how to input data (along with some cool shortcuts).  We’ll move onto creating formulas, working with functions and using the Google Sheets functions list.  Then we will format numbers and learn how to preview and print a worksheet.  We’ll switch our focus to creating charts and working with both the chart editor setup and customize options.  We’ll explore Pivot Tables and how to create and use named ranges before ending the module by learning how to protect sheets and ranges.
In Module 5, our focus is strictly on using Google Docs.  This is the Google Workspace word processing application.  We’ll learn about its display screen and then move on to changing the view of a document.  Along the way you’ll learn how to insert images and page numbers.  We’ll use styles in our document and learn how to access the document outline.  We’ll end this module by collaborating with suggesting mode and working with comments.
Google Slides will be the focus of Module 6.  Slides is the Google Workspace presentation app.  After understanding its display screen, you’ll learn how to enter text on a slide and learn how to change the view of a presentation.  You’ll learn how to add an image to a slide and how to add, delete, and order slides.  We’ll apply a theme to our presentation which will make it more visually appealing and learn how to add transitions and animations to keep the audience’s interest.  We’ll finish this module by delivering a presentation and using both presenter view and audience tools.
Module 7 is all about Google Forms, the form creation app in Google Workspace.  After understanding its display screen we will create a form, add questions to it, send a form, link a form to a spreadsheet and viewing form responses.
Our final module, Module 8 will direct our focus to Google Meet, the Google Workspace video meeting app.  You will learn how to schedule a meeting from Google Calendar and how to join a video meeting.  Of course, you will learn the Meet display screen before presenting your screen in a meeting.  You’ll learn how to manage meetings as well as how to change audio and video settings.  We’ll move on to learning how to start a video meeting from Gmail and from Google Meet.

