Course objectives

Creating documents and using templates
Sharing options

Formatting options and Styles

Inserting content such as images and tables
Inserting data from sheets

Interactive features such as Smart chips

Audience

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

Prerequisite

No Prior experience or knowledge of Docs is required to attend this course. You must have good
basic windows, keyboard and mouse skills.

Duration

This is a 90-minute Working & collaborating with Docs course. The course starts at 09:30 and runs
until 11:00. Alternate timings can be arranged upon request. The course can be held on a date that
suits you.

Location

Our Working & collaborating with Docs 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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Working & collaborating with Docs Course Outline

Templates Inserting & formatting content
Sharing - setting permissions and changing o @ toinsert
permissions e Working with Tables
e Sharing with people who don’t have ® Images

Google o Working with links (bookmarks, table

Collaboration of contents)
‘ e Headers and footers
Sugge'sted fedlts (track changes) e Paragraph styles
Working with comments e Table of contents

Version history

e Formatting options

Making copies
ng copl Explore feature
e Email as attachment

Screen layout and navigation Add-ons

Page setup Integration with other apps such as Meet

Building blocks & Keep

Converting from Office and back again
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