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Introduction to Google Workspace/suite

Google Docs

Gmail

Google Sheets

Google Slides

Overview of google 

Creating and formatting documents

Setting up a Gmail account

Creating and formatting spreadsheets

Creating and formatting presentations

Overview of Google Workspace

Collaborating on documents in real-time

Composing and sending emails

Working with formulas and functions

Adding and formatting slides

Benefits and advantages

Adding images, links, and comments

Managing emails (labels, filters, archiving)

Data visualization (charts, graphs)

Inserting images, videos, and animations

Using templates and add-ons

Advanced Gmail settings

Collaboration and sharing options

Collaboration featuresa



Google Forms
Creating and designing forms
Adding questions (multiple choice, short answer, etc.)
Setting up form responses (viewing, analyzing, exporting)
Using forms for surveys, quizzes, and feedback
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