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Module Overview
This module introduces students to Google Workspace — a suite of cloud-based productivity tools designed for collaboration, communication, and efficient academic management.
Students will gain practical skills using Google Docs, Sheets, Slides, Drive, Meet, Forms, Calendar, and Classroom to enhance their learning experience.

Learning Outcomes
By the end of this module, students will be able to:
1. Create and share academic content using Google Workspace tools.
2. Collaborate effectively in real-time using shared documents and virtual meetings.
3. Utilize advanced features to improve academic organization and teamwork.

Student Learning Time (SLT)
	Topics
	Guided (GD)
	Independent (IL)
	Total

	Overview of Google Workspace Tools
	1 hr
	1 hr
	2 hrs

	Essential Apps: Docs, Sheets, Slides, Drive, Gmail, Meet
	3 hrs
	3 hrs
	6 hrs

	Google Forms for Surveys & Calendar for Scheduling
	2 hrs
	2 hrs
	4 hrs

	Understanding Google Workspace License
	1 hr
	1 hr
	2 hrs

	Total
	7 hrs
	7 hrs
	14 hrs



Topic 1: Overview of Google Workspace Tools
· Access through institutional Google accounts.
· Integration across Docs, Sheets, and Drive.
· Collaboration and real-time editing features.
Activity:
Students log in and explore the Google App launcher, identifying each tool’s function.

Topic 2: Essential Apps (Docs, Sheets, Slides, Drive, Gmail, Meet)
· Google Docs: Real-time collaborative writing.
· Google Sheets: Data management and analysis using formulas.
· Google Slides: Presentation design with templates and transitions.
· Google Drive: Cloud storage and folder organization.
· Gmail: Academic communication and message filters.
· Google Meet: Virtual discussions and breakout rooms.
Instructor Guidance:
Demonstrate file sharing, commenting, and real-time co-editing.
Activity:
Group project — create a joint presentation using Docs and Slides.

Topic 3: Google Forms for Surveys & Calendar for Scheduling
· Forms: Create quizzes and feedback surveys.
· Calendar: Schedule lectures, deadlines, and meetings.
· Integration: Link forms to Sheets for data collection and analysis.
Activity:
Design a feedback form and share it with classmates.
Instructor Guidance:
Show how to sync Calendar events with Meet invitations.

Topic 4: Understanding Google Workspace License
· Institutional account privileges (students receive 1 license).
· Free access to all Workspace tools with secure cloud storage.
· Privacy, data security, and responsible sharing practices.
Activity:
Students check their Drive storage and sharing settings.
Instructor Guidance:
Explain account management and login safety.

Assessment Overview
	Assessment Type
	Description
	Weight (%)

	Online Google Quiz
	10%
	Multiple-choice test

	Group Project
	40%
	Collaborative work using Docs, Sheets, and Slides

	Peer Presentation
	30%
	Google Meet presentation

	Participation
	20%
	Active collaboration and discussion



Reflection
Students reflect on how Google Workspace enables productivity and teamwork.
Lecturers should encourage the use of Forms, Calendar, and Classroom in daily coursework.

