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Google Workspace Focus Mix and Match Sessions 

Courses to  choose from:  

How to Utilise Gemini in Google Workspace (2.5 hours) 

Gmail tips & tricks (90 minutes) 

Communicating with Google Chat (1 hour) 

Increase productivity in Google Calendar (1 hour) 

Scheduling and hosting meetings with Google Meet (1 hour) 

Note taking & task management in Google Workspace (1 hour) 

Drive file sharing tips & best practices (1 hour) 

Organising and finding content in Drive (1 hour) 

Creating surveys with Google Forms (1 hour) 

Google Sites (1 hour) 

What’s new in Google Workspace (90 minutes) 

How to Use Google Workspace for Project Management (90 minutes) 

Working with Microsoft Office Files (45 minutes) 

Chromebook/Chrome OS Training (30 minutes) 

Bitesize sessions (30 – 45 minutes) 

Getting Data Insights with Pivot Tables (1 hour) 

VLOOKUP & XLOOKUP in Sheets (1 hour) 

Link Spreadsheets with the IMPORTRANGE Function (30 minutes) 

IF, COUNTIF & SUMIF in Sheets (1 hour) 

Working with Data Validation in Sheets (30 minutes) 

QUERY function in Sheets (45 minutes) 

Working with Tables in Sheets (45 minutes) 

Setting up Conditional Formatting in Sheets (45 minutes) 

Automate Repetitive Tasks with Macros in Sheets (30 minutes) 
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Audience  

These sessions are designed to help companies mix and match courses tailor make their courses on 

various Google Workspace applications.  

Prerequis ite  

Depending on the chosen sessions some sessions may require prior basic understanding of those 

applications. 

Duration  

Client can decide on duration of half day, one day or two days. They can then choose a combination 

of any of the courses listed below to fin within their chosen duration. The course starts at 09:30 and 

runs until 12:30 for half-day and one-day sessions start at 9:30 and runs until 4:30 pm. Alternate 

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

Location  

Our Workspace Focus Mix and Match Sessions 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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Workspace Focus Mix and Match Sessions Options  

How to Utilise Gemini in Google Workspace  

Duration - 2.5 

Session description for sign up & invites 

This session is aimed at people who would like to learn more about Gemini AI in Google Workspace. 

Topics include: 

The Gemini app 

Summarise & Help me write in Gmail & Chat 

Meeting summaries, Custom backgrounds and more in Meet 

Summarise in Drive 

Summarise and Help me write in Docs 

Create custom images in Docs & Slides 

Design spreadsheets and write formulas 

Create Forms 

Create & summarise in Slides 

Google Vids 

Best practices 

Gmail tips & tricks  

Duration - 90 minutes 

Session description for sign up & invites 

This session is aimed at colleagues who would like to boost productivity in Gmail. 

Topics include: 

Utilising the Search 

Organising with Labels 

Templates and other new features such as mail merge 

Setting reminders on emails 

Inbox types 

Setting up rules with Filters 
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Communicating with Google Chat  

Duration - 1 hour 

Session description for sign up & invites 

This session is aimed at colleagues who would like to learn more about using Chat for direct 

messaging and team communication. 

Topics include: 

Direct messages 

Setting up and managing a Space for team communication 

Collaborating in a Space with features such as sharing Drive files, Meet links, and team Tasks 

Managing notifications and your status 

Increase productivity in Google Calendar  

Duration - 1 hour 

Session description for sign up & invites 

This session is aimed at colleagues who would like to boost productivity in Calendar. 

Topics include: 

Useful settings such as speedy meetings 

Setting up bookable appointment schedules 

Colour labels and time insights 

Scheduling Focus time and your Out of office 

Collaborating on meeting notes with colleagues 

Scheduling and hosting meetings with Google Meet  

Duration - 1 hour 

Session description for sign up & invites 

This session is aimed at colleagues who would like to increase confidence with scheduling meetings 

and hosting Meet calls. 

Topics include: 

Scheduling a meeting in Calendar 

Meet options such as attendance tracking and co-hosts 

Screen sharing in a meeting 

Interactive features in Meet 
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Note taking & task management in Google Workspace  

Duration - 1 hour 

Session description for sign up & invites 

This session is aimed at colleagues who would like to learn more about managing notes and tasks in 

Google Workspace. 

Topics include: 

Introduction to Keep, Tasks, and using the side panel to access your notes or tasks anywhere 

in Google Workspace 

Create your own notebook with Docs 

Using Google Tasks for personal task management 

Using Google Tasks in a Space for team tasks 

Assigning Tasks in documents such as meeting notes 

Other useful features in Google Workspace such as the Timeline view in Sheets  

Drive file sharing tips & best practices  

Duration - 1 hour 

Session description for sign up & invites 

This session is aimed at colleagues who would like to increase confidence when sharing files and 

folders in Google Drive. 

Topics include: 

Shared Drives 

Sharing files and folders 

Sharing with external organisations  

Working with attachments sent from external organisations 
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Organising and finding content in Drive  

Duration - 1 hour 

Session description for sign up & invites 

This session is aimed at colleagues who would like to save time navigating Drive. 

Topics include: 

Organising tips 

Utilising the Search 

The Home page 

Saving shortcut links to important files with Workspaces 

Quick ways to move files in Drive 

Creating surveys with Google Forms 

Duration: 1 hour 

Session description for sign up & invites 

This session is aimed at colleagues who would like to learn more about creating forms. 

Topics include: 

Creating a form 

Question types 

Form settings 

Sending a form 

Viewing responses and collecting them in a live spreadsheet 

Google Sites 

Duration: 1 hour 

Session description for sign up & invites 

This session is aimed at colleagues who would like to learn more about creating websites with Sites. 

Topics include: 

Creating a Site 

Adding pages 

Adding content such as images, videos, Drive files 
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Managing versions 

Sharing and Publishing 

Settings 

What’s new in Google Workspace  

Duration: 90 minutes  

Session description for sign up & invites 

This session is aimed at colleagues who would like to learn about recent updates in Google 

Workspace. It will also go through key features that can increase productivity across the platform. 

How to Use Google Workspace for Project Management  

Duration - 90 mins 

Session description for sign up & invites 

This session will cover features in Google Workspace that can be utilised to manage a project. 

Topics include: 

Collaborating in Spaces 

Scheduling meetings 

Assign tasks in meetings 

Presenting with Slides & Meet 

Shared Drives 

File Approvals 

Project management templates in Sheets 

Timeline view in Sheets 

Conditional notifications for tasks in Sheets 
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Working with Microsoft Office Files  

Duration - 45 mins 

Session description for sign-up and invites 

This session will cover interacting with Microsoft Office files in Google Workspace. 

Topics include: 

Uploading files 

Converting to Google format 

Saving Office attachments in Gmail 

Editing Office files in Docs, Sheets & Slides 

Chromebook/Chrome OS Training  

Duration: 30 minutes 

This session can be combined with an introductory session  

Session description for sign-up and invites 

This session will cover use of Chromebook and the Chrome OS. 

Topics include: 

Navigating ChromeOS 

Bluetooth/WiFi options 

Customising the Settings 

Keyboard shortcuts 

Files 

How Downloads work 

Working offline 

Bitesize sessions 

These are ideal for people who don’t want to give up too much time. They are usually focused on a 

specific topic and last between 30-45 minutes.  

Session examples: 

Presentation tips in Meet 

Capture and analyse information using Forms & Sheets 
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Working with Document tabs & Building blocks in Docs 

Get data insights with Pivot Tables & Charts in Sheets 

Sheets Focus Sessions 

Getting Data Insights with Pivot Tables  

Duration - 1 hour 

Session description for sign up & invites 

Learn how to use pivot tables and create charts and dashboards 

Topics include: 

Get the count, SUM, adding layers, sorting options & pasting in other places 

Charts from pivoted data, from column, customise options & paste in other places 

Dashboard options, theme, gridlines & slicers 

VLOOKUP & XLOOKUP in Sheets  

Duration - 1 hour 

Session description for sign up & invites 

Learn how to use VLOOKUP & XLOOKU in Google Sheets 

Link Spreadsheets with the IMPORTRANGE Function  

Duration - 30 mins 

Session description for sign up & invites 

Learn how to Import live data from one Google Sheets file to another. 

Topics include: 

Importing live data 

A brief explanation of how it works with other functions 

IF, COUNTIF & SUMIF in Sheets  

Duration - 1 hour 

Session description for sign up & invites 

Learn about conditional functions to help you get quick data insights. 

Topics include: 
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The IF function returns one value if a logical expression is 'TRUE' and another if it is 'FALSE' 

The COUNIF function returns a conditional count across a range 

The SUMIF function returns a conditional sum across a range 

Working with Data Validation in Sheets  

Duration - 30 mins 

Session description for sign up & invites 

Learn how to use Data validation rules to constrain the values that can be entered into a cell. 

Topics include: 

How to set up drop-down menus 

How to restrict the type of data users can enter into a cell or a range of cells 

QUERY function in Sheets  

Duration - 45 mins 

Session description for sign up & invites 

Learn how to use the QUERY function 

Topics include: 

What the QUERY function is 

Using QUERY to extract and filter data 

Working with Tables in Sheets  

Duration - 45 mins 

Session description for sign up & invites 

Learn how to use Tables to simplify data creation and reduce the need to repeatedly format, input 

and update data by automatically applying format and structure to data ranges 

.Topics include: 

Pre-built tables 

Creating a table 

Converting data into a table 

Column types and filtering a table 
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Setting up Conditional Formatting in Sheets  

Duration - 45 mins 

Session description for sign up & invites 

Learn how to format cells if they meet certain conditions. 

Topics include: 

Formatting a cell based on a condition 

Using the Colour scale feature to add a heatmap to a range of numbers 

Using a Custom formula to format a whole row based on a condition 

Automate Repetitive Tasks with Macros in Sheets  

Duration - 30 mins 

Session description for sign up & invites 

Learn how to use Macros to automate repetitive tasks in Sheets 

Topics include: 

Record a Macro 

Trigger Macro 

Absolute & relative references 
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