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DESCRIPTION: 

Course takes a hands-on approach to the introduction to Google Docs.  Class will focus on the five applications in Google Docs.  Students will learn: Documents for the preparation of papers and professional letters, Spreadsheet for practical business applications and financial statements; Presentations in preparing and presenting of an original presentation; Forms the creation of a form for a collecting information, and Drawing  the creation of a picture to illustrate a concept..

REQUIRED MATERIALS:

A. Google Docs 4 Everyone – Pearson Education, 2009, Steve Holzner and Nancy Holzner.
B. Notebook and pen or pencil

COURSE OBJECTIVES:

Upon completion of the course the student will be able:

A. To properly prepare and share necessary documents in Google Docs.
B. Properly input data and formulas to maintain a Google Spreadsheet.
C. Plan, develop and design a Google Presentation.
D. Design and collect data using Google Forms.
E. Use Google Drawing to illustrate a concept
F. Integrate a variety of Google features into both professional and daily lives.

COURSE OUTLINE:  Estimated schedule

A.  Google Docs	5 weeks
· Getting Started
· Formatting Documents
· Creating Lists and Tables
· Sharing and Collaborating on Document
B.  Google Spreadsheets	4 weeks
· Introduction
· Formulas and Charts
· Sharing and Collaborating on Spreadsheet
C. Google Presentation	3 Weeks
· Introduction
· Sharing and Collaborating on a Presentation
D. Google Forms	2 Weeks
· Introduction
· Sharing and Collaborating on a Form
E. Google Drawing	1 Week
