Google Workspace Online Lab Sheet
Module Title: Google Workspace for Academic Success
Total Duration: 14 Hours (Online Learning)
Submission: Students must complete all labs and upload the required files and screenshots to the course platform (Google Classroom, Teams, or LMS) to receive course completion credit.
Lab 1: Overview of Google Workspace Tools
Duration: 2 Hours (1 Guided + 1 Independent)
Learning Objectives:
- Explore all Google Workspace tools.
- Identify each app’s main function.
- Understand how integration enhances productivity.
Tools Used: Google Account, Google App Launcher, Google Drive
Steps:
Log in to your institutional Google account (e.g., student@polybanting.edu.my).
Click the Google App Launcher (9 dots) at the top-right corner.
Hover over each app icon to see its name and function.
Create a Google Docs document named 'YourName_GoogleToolsOverview'.
In the document, make a table with 2 columns: App Name and Function/Purpose.
List at least 10 Google apps and describe their use.
Take a screenshot showing your app launcher and completed table.
Upload the document to Google Drive and share it (View only) with your instructor.
Submission: Google Docs file + Screenshot of App Launcher and Drive sharing settings.
Lab 2: Essential Google Apps (Docs, Sheets, Slides, Drive, Gmail, Meet)
Duration: 6 Hours (3 Guided + 3 Independent)
Learning Objectives:
- Create and collaborate on documents, spreadsheets, and presentations.
- Use Drive for file storage and sharing.
- Communicate effectively through Gmail and Meet.
Tools Used: Google Docs, Sheets, Slides, Drive, Gmail, Meet
Google Docs: Create file 'Group_Report_YourName' and write a paragraph about 'The Importance of Cloud Collaboration'. Share with your teammates (edit permission).
Google Sheets: Create 'Data_Summary_YourName', enter sample student scores, and use formulas to calculate Total, Average, and Highest marks.
Google Slides: Create 'Our Group Project Overview' with 3 slides (Introduction, Data Insights, Conclusion) and insert a chart from Sheets.
Google Drive: Create folder 'Workspace_Project_Folder' and move all files inside. Share the folder link with your group.
Gmail: Send an email with the subject 'Our Google Workspace Project Files' and attach your Drive folder link.
Google Meet: Schedule a Meet session through Calendar, invite teammates and instructor, and discuss project progress.
Submission: Screenshots of Docs collaboration, Drive shared folder, and Meet session or Calendar invite.
Lab 3: Google Forms and Calendar Integration
Duration: 4 Hours (2 Guided + 2 Independent)
Learning Objectives:
- Design and distribute surveys using Google Forms.
- Link forms with Sheets for analysis.
- Use Calendar for event scheduling.
Create Google Form titled 'Student Feedback on Online Learning'.
Add questions: Name, Course satisfaction (Multiple choice), and Suggestions (Paragraph).
Link Form to Sheets via Responses → Link to Sheets.
Share the form with classmates (anyone with link can respond).
After collecting responses, open linked Sheet and analyze results.
Open Calendar → Create event 'Online Learning Discussion', add classmates, attach Meet link, and set reminder 30 minutes before event.
Submission: Screenshots of Google Form, linked Google Sheet, and Calendar event (with Meet link).
Lab 4: Understanding Google Workspace License
Duration: 2 Hours (1 Guided + 1 Independent)
Learning Objectives:
- Understand institutional account privileges.
- Manage storage and sharing permissions.
- Apply best practices for privacy and digital safety.
Go to Google Account → Data & Privacy.
Review your storage usage and note available space.
Open Google Drive, right-click a file → Share → Check permission levels.
Change one file’s access from 'Anyone with link' to 'Restricted'.
Take screenshots showing both settings for comparison.
Create Google Doc 'Account_Safety_YourName' and write short reflection (3 paragraphs).
Submission: Screenshots of Drive sharing permissions and reflection document.
Final Submission Checklist
Lab 1: Docs file + screenshot
Lab 2: Shared folder + Meet screenshot
Lab 3: Form + Sheet + Calendar screenshots
Lab 4: Reflection Doc + permission screenshots
Final Submission: Submit all deliverables in folder 'YourName_GoogleWorkspace_Lab' via Google Classroom Assignment Tab.
Assessment Rubric
	Criteria
	Excellent (5)
	Good (3)
	Fair (1)

	Completion
	All activities done with screenshots
	Most completed
	Few completed

	Collaboration
	Active in shared documents & Meet
	Moderate
	Minimal

	Technical Skills
	Correct use of tools & sharing
	Some errors
	Major errors

	Presentation
	Organized and well-documented
	Average clarity
	Poor layout



