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Introduction to Google Workspace  

Course objectives  

Introduction 

Mail 

Chat 

Calendar & Meet 

Drive 

Audience  

This course is designed for new or self-taught users of Google Workspace.  

Prerequis ite  

No Prior experience or knowledge of Gmail is required to attend this course. You must have good 

basic windows, keyboard and mouse skills. 

Duration  

This is a half-day (3.5 hrs or 2 x 90 minutes Introduction to Google Workspace course. The course 

starts at 09:30 and runs until 13:00 or 9:30 to 11:00 and 11:30 to 13:00. Alternate timings can be 

arranged upon request. The course can be held on a date that suits you. 

Location  

Our Introduction to Google Workspace course can be run online using Google Meet, MS Teams, 

Zoom or any other platform of your choice. Alternatively, we can run the course at Client’s site 

anywhere in the UK, Europe or ROW. 
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Introduction to Google Workspace Course Outline  

Introduction 

What is Google Workspace? 

Login to Chrome 

2-step verification 

Chrome Browser  

Mail  

Using Gmail as your home for work 

Composing, forwarding and replying - 

Conversations 

Labels  

Archiving vs deleting 

Stars  

Utilising the search 

Filters vs Rules 

Quick Settings (Themes, Inbox types) 

General Settings etc - Mail delegation (if 

applicable) 

Workspace sidebar 

Working Offline  

Chat 

1:1 messaging 

Spaces 

Notifications  

Calendar & Meet  

Customising the Settings 

My Calendar/other calendars 

Sharing calendars  

Creating an event & scheduling 

Adding Google Meet conferencing 

Reminders, tasks & notifications  

Searching calendar 

Team calendars 

Out of office 

Meet features 

Drive 

Navigating Drive 

Using My Drive 

Using Shared Drives 

Shared with me 

Creating folders 

Creating files; docs, sheets, slides, forms 

Document; sharing, commenting, version 

history 

Searching Drive 

Uploading files - From your device and 

Gmail, Editing Office files and Converting   

Drive for desktop 

Offline working 
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