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C. Technology Knowledge
1. Demonstrate proficiency and skills associated with the 
use of technologies that are common to a specific 
occupation.

Unit 1 - Docs
Unit 2 - Sheets
Unit 3 - Slides
Unit 4 - Forms
Unit 5 - Drawings

The Google Docs Specialist is an integrated Google Apps 
project-based book. Students create real-world business 
documents, demonstrating proficiency and skills associated 
with the use of technologies that are common to 
occupations in a business environment.

D. Personal qualities and employability skills
Demonstrate:
1. punctuality
2. self-representation
3. work ethic
4. respect
5. time management
6. integrity
7. leadership
8. teamwork and collaboration
9. conflict resolution
10. persevererance
11. commitment
12. a healthy view of competition
13. a global perspective
14. health and fitness
15. self-direction
16. lifelong learning

Unit 1 - Docs
Unit 2 - Sheets
Unit 3 - Slides
Unit 4 - Forms
Unit 5 - Drawings
Specific:
8. Teamwork and collaboration:
Projects: 1.14, 1.15, 2.9, 3.6

The Projects throughout The Google Docs Specialist provide hands-
on learning opportunities that engage today's interactive, visual 
learner. Students apply skills and tools to accomplish the following:
1. punctuality - completing assighments on time
2. self-representation - doing their best work
3. work ethic - complete as assigned
4. respect - for equipment and rules
5. time management 
6. integrity - completing own work
7. leadership - lead by example
8. teamwork and collaboration
10. persevererance
11. commitment
12. a healthy view of competition
13. a global perspective
15. self-direction
16. lifelong learning

Professional Knowledge
1. Demonstrate effective speaking and listening skills.

Projects 3.1 - 3.6 Students listen to and follow instructor directions.
Students prepare slide presentations to present to the class.

E.



2.  Demonstrate Effective Reading and writing skills Unit 1 - Docs
Unit 2 - Sheets
Unit 3 - Slides
Unit 4 - Forms
Unit 5 - Drawings

Completion of each project requires that the student reads 
and understands the text, and connects the overview to the 
terms and tools required and follows instructions to a 
successful end-product.

3. Demonstrate mathematical reasoning Projects 2.2, 2.6, 2.7 Students will demonstrate understanding of and apply the 
correct mathematical formulas to complete the project 
objective.

5. Demonstrate critical-thinking and problem-solving skills Unit 1 - Docs
Unit 2 - Sheets
Unit 3 - Slides
Unit 4 - Forms
Unit 5 - Drawings

The projects are introduced just as they would be in a real 
business environment. As the in-house Google Docs 
Specialist, students receive “work order forms” that include a 
set of instructions from their clients.  Students read, 
comprehend and apply the project scenario, directions and 
formatting requirements to produce an original work. New 
skills and specific content lead the student to an end 
product. Document development skill building occurs, 
leading student to a more efficient outcome.

6. Demonstrate creativity and resourcefulness Unit 1 - Docs
Unit 2 - Sheets
Unit 3 - Slides
Unit 4 - Forms
Unit 5 - Drawings

For each project, instruction and source documents are 
provided to guide the student, but in such a way as to 
encourage experimentation and inquiry toward a more 
efficient way to get to the same outcome.

12. Demonstrate task-management skills Unit 1 - Docs
Unit 2 - Sheets
Unit 3 - Slides
Unit 4 - Forms
Unit 5 - Drawings

Students are presented with a scenario and instructions with 
a sample outcome to guide their inquiry and 
experimentation towards proficiency with the software and 
a successful end product.

F. Internet Basics

1. Identify and define basic Internet terminology (e.g. 
World Wide Web, browsers, Internet, intranet, search 
engine, cloud computing.

Unit 1 - Docs
Unit 2 - Sheets
Unit 3 - Slides
Unit 4 - Forms
Unit 5 - Drawings

Collaboration:
Projects: 1.14, 1.15, 2.9, 3.6

Students will access the Internet using a Google account. 
Students will share documents and collaborate to complete 
assigned projects. 



G. Gmail

1. Explain how email works
2. Sign up for a Google account
3. Change Google setttings
6. Manage Gmail contacts
7. Manage messages

Projects: 1.14, 1.15, 2.9, 3.6 Students will share and collaborate through a Google email 
account that they have set up and managed settings.

Google Drive

DOCS/DOCUMENT
1. Create a word processing document (e.g., business letter, 
report, and table)
2. Apply formatting features: fonts, paragraph styles, 
alignment, bullets/numbering, and line spacing.
3. Insert and move text and objects (e.g., images, links, 
footnotes, page numbers).
4. Set permissions for sharing a document
5. Use the research tool from within a document
6. Download and/or print a document

Lessons 1.1 - 1.15
Specific:
1. policy (1.1), letterhead (1.2), 
memorandum (1.3), price list (1.4), 
block style business letter (1.5), 
menu (1.6), fax cover page (1.7), 
MLA style report (1.8), news 
release (1.9), waiver form (1.10), 
schedule w/hyperlinks (1.11), 
application form - formatting a 
table (1.12), newsletter article 
(1.13), data organization tables 
(1.14, 1.15)
2. fonts and paragraph styles (1.1 - 
1.15), alignment (1.12), bullets 
(1.15), line spacing (1.8)
4. Set permissions: 1.14. 1.15
5. Research tool: 1.9

Given a project scenario and directions, Student creates, 
formats and edits various documents as assigned, working 
with tables, fonts and paragraph styles, links, spacing, and 
objects. Students are given options to share and/or print 
their documents.
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SHEETS/SPREADSHEET

7. Create a spreadsheet
8. Enter text, dates, and numbers into rows and columns
9. Merge cells vertically and horizontally
10. Enter and edit formulas in a cell and/or use the formula 
bar
11. Format cells
12. Sort and manage data
13. Use basic functions: AVERAGE, SUM, COUNT, MIN, and 
MAX).
14. Download and/or print a spreadsheet
15. Create a chart from data in a spreadsheet.

Projects 2.1 - 2.9

Specifics:
9. Merge: 2.2, 2.6, 2.8
10. 2.3 - 2.7; autofill and absolute 
cell reference 2.6
11. 2.4 - 2.7
12. 2.4
13. AVG, MIN, MAX (2.5); COUNT 
(2.4), SUM (2.7)
14. 2.1 - 2.9
15. pie (2.3), line (2.5), column 
(2.8), bar (2.9)

Students create, format, and edit spreadsheets, sorting and 
managing data, using basic funtions and create charts. 
Students are required to enter and edit formulas to produce 
the assigned outcome.

SLIDES/PRESENTATION

16. Create a presentation
17. Insert and delete slides
18. Insert text, images, drawings, videos, tables, and shapes
19. Add animations to objects and transitions to slides
20. Format presentation settings
21. Download a presentation

Projects 3.1 -- 3.6
Specifics:
images (3.1 - 3.5), tables (3.2), 
video (3.6), hyperlinks (3.5)
animation (3.3)
transitions (3.5)

Students create, format, edit, and present slide 
presentations. Students insert text, images, tables and other 
visuals to enhance the quality of the final product. Students 
demonstrate proficiency with adding animations to objects 
and transitions to the slides.

GENERAL

22. Collaborate on documents
23. Share or email documents as attachments
24. Create folders and upload files to Google Drive
25. Share folders in Google Drive

Collaboration
Projects: 1.14, 1.15, 2.9, 3.6
Specifics:
Create folders; upload: 1.1-1.2
Review data from Google form 
responses: 5.2
Download files: PDF (1.2, 5.1), 
JPEG and email to instructor (5.2), 
PNG and SVG (5.3)

Students collaborate on completion of tasks in real time. 
They share their work and assign permissions.
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