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Google Documents (Docs) Syllabus
1.  Navigating the Google Docs Interface
· Overview
· Access to other Google Apps
· Online Help
· Searching Documents and Templates
· Viewing documents by Type (Text Documents, Spreadsheets, Presentations, Drawings)
· Document Organization using Collections and Folders
· Main document window and Preview Window
· Visual indicators
· Account information
2.  Settings
· Overview
· General
· Editing
3. Working with Google Word Processor
· Creating New Documents
· Document Sharing and Permissions
· Collaborating with Documents
· Formatting Documents
· Downloading, Uploading, Converting, and Printing Documents
· Inserting Headers, Footers, and a Table of Contents
· Working with Paragraph Styles
4. Working with Google Spreadsheets
· Creating New Spreadsheets
· Spreadsheet Sharing and Permissions
· Collaborating with Spreadsheets
· Using Revision History and Notifications
· Formatting Spreadsheets
· Downloading, Uploading , Converting, and Printing Spreadsheets
· Working with Functions
· Inserting Charts and Images
· Changing Colors with Rules
· Working with Forms
· Sorting and Freezing
· Notifications

5.  Working with Google Presentations
· Creating New Presentations
· Presentation Sharing and Permissions
· Collaborating with Presentations
· Downloading, Uploading, Converting, and Printing Presentations
· Presentation Mode and Speaker Notes
· Formatting Presentations
· Inserting Images, Gadgets, and Tables
· Inserting, Duplicating, and Deleting Slides
6.  Working with Google Drawings
· Creating New Drawings
· Drawing Sharing and Permissions
· Collaborating with Drawings
· Downloading, Uploading, Converting, and Printing Drawings
· Editing Drawings
· Inserting Drawing Shapes
· Formatting Drawings
7.  Q&A Session
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