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Course Objective

Competencies

e —

To use Google Web Search.

To use Google Search Tools

To use Gmail.

To use Google calendar.
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Conduct basic and advanced searches.

. Search the Web for images.

Search the Google Directory

2. Search for people, scholarly information, books and

publications, news articles, videos, locations and
directions, and words.
Find constants and conversions.

Sign up for a Gmail account

. Read and send email message.

Manage messages and Gmail contacts.

Create a new calendar.

. Add new events.
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Competencies

To use Google Docs, Spreadsheets, and Presentation.
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Create documents, tables, spreadsheets, and presentations.
Enter and edit text and data.

Format text and numbers.

Insert links and comments.

Work with ranges, formulas, functions, and gadgets.

Add images, charts, and animations.

Share and collaborate documents, spreadsheets, and
presentations.




