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B.E. Publishing 

Learn-by-Doing: Google Apps, 2E 

 

Hello, Idaho educators, and welcome to this presentation, where you will be introduced to B.E. 
Publishing’s textbook: Learn-by-Doing: Google Apps, 2nd edition. My name is John DeCarli, senior 
content manager at B.E. Publishing. 

Designed for today’s interactive, visual learner, Learn-by-Doing: Google Apps, 2nd edition teaches key 
computer applications and collaboration skills through step-by-step, screenshot-based instructions. 
Across over 35 hands-on lessons, students are introduced to the tools and features of Google Drive, 
Gmail, Docs, Sheets, Slides, Sites, Drawings, and Forms. With fun, relatable themes that keep students 
engaged and make learning come to life, this textbook serves as a great introduction to the most 
popular Google Apps. 

In this presentation, I’ll provide some background on B.E. Publishing, touch on the formats and 
components of this title, and highlight some of the many features of this textbook. I will also take you 
through the curriculum guide and the structure of the book, as well as walk through a typical lesson. 
And finally, we’ll explore the instructor online resources that accompany this book, provided through 
our interactive digital platform, eCTE. 

B.E. Publishing has been providing hands-on, real-world classroom resources and teaching materials for 
CTE students for more than 20 years. These resources are developed using a format that is so engaging 
and relevant to today’s students, they often don’t even realize they’re learning. Textbooks, educational 
software, videos, posters, and web-based products are all available from B.E. Publishing to prepare 
today's students to be tomorrow's leaders. 

Now let’s take a look at some of the features and components of this comprehensive textbook. 

Students, of course, learn best by doing. In this text, students are fully immersed in computer 
applications and communication technology, gaining essential skills that are the everyday tools of school 
and business. 

Throughout each lesson – many of which are built around a workplace theme – students will have 
opportunities to not only learn computer applications skills, but also practice professional writing, 
communicating visually via design, conveying information in oral presentations, collaborating, and more. 

Learn-by-Doing: Google Apps, 2nd edition is the perfect text for schools using G Suite for Education. 
According to Google, G Suite now has over 70 million active users. Simply put, the skills taught in the 
eight key Google Apps covered in this book are essential 21st century skills for all students. And with 
Learn-by-Doing: Google Apps, students won’t just learn how to use each application; they’ll also 
leverage the power of working in Google Drive to share files and collaborate with partners on a 
cumulative project in each unit. 
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The most important feature of Learn-by-Doing: Google Apps, 2nd edition, however, is its vibrant, full-
color screenshots demonstrating the functionality of Google Apps. As we will see, each step-by-step 
lesson introduces new skills, while detailed screenshots and visual cues guide students through the 
project. This approach makes learning Google Apps quick and intuitive and allows students to focus on 
the variety of fun projects they’ll be working on. 

Learn-by-Doing: Google Apps, 2nd edition is available in print with online resources, and as a digital eText 
with built-in online resources. These online components are delivered through our interactive digital 
platform eCTE, which we’ll review later in the presentation. 

Classroom, school, and district licensing options are available for the eText format. 

Now let’s review the curriculum guide and table of contents of Learn-by-Doing: Google Apps, 2nd edition. 

As you can see, the book has eight units of instruction, as well as an introduction. The Introduction 
presents the features we just reviewed, and also includes the Curriculum Guide, which we will take a 
look at next. 

The eight units of instruction in the book introduce beginner to intermediate skills needed to master 
eight key Google Apps: Google Drive, Gmail, Docs, Sheets, Slides, Forms, Drawings, and Sites.  Each of 
these units also concludes with a collaborate project, showcasing the power of sharing across Google 
Apps, and each also includes a Performance Assessment. 

The curriculum guide gives instructors a comprehensive breakdown of the new skills presented in each 
lesson. 

Learn-by-Doing: Google Apps, 2nd edition uses a “building-block approach,” with each new lesson 
progressing in difficulty from beginner to intermediate skills. Once a new skill is covered, it is reinforced 
in subsequent lessons.  

As you will see, the skills listed here are also displayed within each lesson. 

The lessons in Learn-by-Doing: Google Apps, 2nd edition are easy to follow and infused with fun, 
relatable themes – as well as workplace scenarios – that keep students engaged and make learning 
come to life. 

Let’s take a look at a typical lesson. 

The lessons are presented in a clear, easy-to-follow format, in three basic parts: a lesson overview, a list 
of new skills being taught, and step-by-step instructions, complete with vibrant screenshots. 

Let’s take a closer look… 

Each lesson begins with an Overview which outlines what the student will be doing and why.  

The Overview describes a real-world scenario and its need for a particular Doc, Sheets, Slides file, etc. 

For example, here the student is tasked with formatting text into columns to create a fun document 
about superhero bios. 
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For easy reference, each project clearly identifies the New Skills being taught. The skills are also listed in 
the Curriculum Guide. 

The step-by-step lesson instructions are written in an easy-to-understand format that clearly introduces 
students to the skills they’ll need.  

As they complete each step, students will also be guided by detailed and accurate screenshots that walk 
them through the various features and functions of the Google App at hand. These screenshots get 
students immediately using and applying the skills they learn in Learn-by-Doing: Google Apps, 2nd 
edition. 

Each new skill that is learned is also indicated by a yellow arrow the first time it is taught.  

Notice too, how the instructions refer to illustrative figures. 

As we see here, students are guided by these illustrative figures to help them complete the lesson.   

For example, here students can see the before and after of the project. They are given the text to input 
in a raw format, and can see how completing the instructions transforms the document into the finished 
product. 

These figures are also available as lesson solution files within the instructor resources. 

Here are some other examples of the screenshots and instructions teaching Google Drive, Gmail, Google 
Docs, Google Slides, Google Forms, Google Drawings, and Google Sites. 

In addition to the hands-on lessons of Learn-by-Doing: Google Apps, 2nd edition, instructor resources are 
also available via our interactive digital platform, eCTE. 

There, instructors will find Lesson Solution Files and Unit Performance Assessments. 

Units 3 through 8 of Learn-by-Doing: Google Docs, 2nd edition feature cumulative performance 
assessments. Once students learn the basics of Google Drive and Gmail, each subsequent unit will test 
their knowledge of the features within each app. 

These performance assessments combine related skills needed to produce a document. For example, in 
Unit 4 - Google Sheets, students use cell and number formatting, formulas, charts, and more to create a 
sheet listing sales at a concession stand. 

Instructors also have access to solution files for these performance assessments to help grade student 
work. 

In addition to the performance assessment solutions, instructors have access to solution files for the 
book’s lessons.  

As mentioned earlier, Learn-by-Doing: Google Apps, 2nd edition is available through our interactive 
digital platform, eCTE. The digital eText of Learn-by-Doing: Google Apps is delivered through eCTE, 
which provides access to the textbook on any device, online or off.  

In addition, eCTE provides instructors access to all resources, whether your classroom uses the eText or 
the print textbook.  
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eCTE is a user-friendly, digital eTextbook platform that can be used anywhere, anytime, and on any 
device. It transforms the traditional textbook into a powerful, interactive learning experience.  

  

The eCTE platform is compatible with all web browsers, syncs across multiple devices, and is also 
available for offline use. 

Students can navigate the text page-by-page, or by jumping to a unit or specific lesson. 

Different view options are available for easy reading and navigation. 

Students also have access to a number of tools to help them interact with a text. They can bookmark 
pages, use a pen, highlight text on the page, and add notes about important information. Any 
information they add is stored for easy studying. 

Instructors can use eCTE to access all of the book’s resources. 

This concludes our presentation! 

Thank you very much for your interested in B.E. Publishing and Learn-by-Doing: Google Apps, 2nd 
edition. 


