
 

Google Workspace Checkoff sheet 
This is not an exhaustive list.  It is meant as a starting point.  If you want me to add something to the list, 
please email Meg at hunterma@gtc.edu.  
 

Check-Off Skill Resources 

Gmail - cheat sheet, 

​  How to compose and send an email Composing an email, Google help 

​  Email Settings How to access and change 
Conversation view settings 

​  Creating an email signature  Google help page, GTC's digital 
communication policy, Email signature 
images 

​  Send an attachment [ie. Microsoft file] Google help 

​  Send a Google Drive attachment Google help 

​   Change or keep your Quick settings  theme, Inbox type, reading pane, and 
email threading. 

​  Optimize your Gmail box Google help 

​  Organize and find emails Apply labels 
Find email 
Rich search filters in Gmail [video] 
Advanced search 

​  Email templates Use email templates 

​  LinkedIn Learning Gmail Essential Training  1h 41m  

Drive - cheat sheet, Shared drive cheat sheet 

​  Add a file to drive Add to Drive 
Google Drive Tips you can’t afford to miss 

​  Organize your files on Drive Google help 
5 tricks to know 
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mailto:hunterma@gtc.edu
https://support.google.com/a/users/answer/9789873?sjid=17307285891215288057-NA&visit_id=638297846509510651-3202486516&rd=1
https://docs.google.com/document/d/1u6aMFPCbiF-Ypa03dLhLhUzBX1XPJkHV2xfh7xtHMqo/edit?usp=sharing
https://support.google.com/mail/answer/2819488?hl=en
https://docs.google.com/document/d/1klzF7mSCDfuwfHiigHb0b19U3sYr_pKIzxbHO9adp1k/edit?usp=sharing
https://support.google.com/mail/answer/5900?hl=en&co=GENIE.Platform%3DDesktop&oco=0
https://support.google.com/a/users/answer/9296686?sjid=13556907203931065459-NA#day1-gmail&zippy=%2Cinstall-and-learn-about-chrome-browser%2Ccreate-your-email-signature
https://drive.google.com/file/d/0B117il8EIrj6aGJkdzgtaEZnYTA/view?usp=sharing&resourcekey=0-qgrJ4scX_3a0u9apMvqfqw
https://drive.google.com/file/d/0B117il8EIrj6aGJkdzgtaEZnYTA/view?usp=sharing&resourcekey=0-qgrJ4scX_3a0u9apMvqfqw
https://www.gtc.edu/about-gateway/marketing-communications-department/email-signature-images
https://www.gtc.edu/about-gateway/marketing-communications-department/email-signature-images
https://support.google.com/mail/answer/6584?hl=en&co=GENIE.Platform%3DDesktop&sjid=14326061842782809452-NA
https://support.google.com/mail/answer/2487407?hl=en&ref_topic=7280128&sjid=14326061842782809452-NA
https://support.google.com/mail/answer/112508?hl=en&co=GENIE.Platform%3DDesktop&sjid=14326061842782809452-NA
https://support.google.com/a/users/answer/9282729?hl=en&sjid=14326061842782809452-NA
https://support.google.com/mail/answer/9499937?hl=en&sjid=14326061842782809452-NA
https://support.google.com/mail/answer/5900?hl=en&co=GENIE.Platform%3DDesktop&sjid=14326061842782809452-NA
https://support.google.com/a/users/answer/9282734?hl=en&sjid=14326061842782809452-NA
https://support.google.com/drive/answer/13495216?hl=en&co=GENIE.Platform%3DAndroid&sjid=14326061842782809452-NA
https://support.google.com/a/users/answer/9260550?hl=en&sjid=14326061842782809452-NA
https://youtu.be/a3mQNbHtJuM?si=_loXStZ1hx2Jdz80
https://support.google.com/mail/answer/7190?hl=en
https://support.google.com/a/users/answer/9296612?visit_id=638297846509510651-3202486516&hl=en&rd=3#zippy=%2Cmobile-devices-overview%2Cuse-email-templates:~:text=Tired%20of%20typing%20the%20same%20reply%20every%20time%20someone%20sends%20you%20email%20with%20a%20common
https://www.linkedin.com/learning/gmail-essential-training-18737933
https://support.google.com/a/users/answer/9300017?hl=en
https://support.google.com/a/users/answer/9299714?hl=en&ref_topic=13022956&sjid=17307285891215288057-NA
https://support.google.com/a/users/answer/9310458?hl=en&ref_topic=9296420&sjid=17307285891215288057-NA#Drive_add_files
https://www.pcmag.com/how-to/google-drive-tips-tricks
https://support.google.com/drive/answer/2375091?hl=en&co=GENIE.Platform%3DDesktop
https://www.zdnet.com/home-and-office/work-life/how-to-organize-your-google-drive-5-tips-and-tricks-to-know/


 

​  Organize shared with me files How to Organize “Shared with Me” in 
Google Drive 
 

​  Sharing files. How to share 
Google help 
Sharing explained 

​  Finding files in Google Drive Google help 
Ways to search in Google Drive 

 Drive for desktop Google help 
Use Google files offline 

​  Add expiration Set expiration date for file access 

​  LinkedIn Learning  Google Drive essential training 1h 10m 

Calendar - cheat sheet 

​  Set up Google help - calendar view, set work hours 
and location 

​  Productivity Google help - Create tasks, get daily 
agenda, appointment slots 

​  Appointment schedule How to set up an appointment schedule  

​  Schedule a meeting Google help 
YouTube video 
Visit the Google Help Center to learn more 
about appointment schedules on Google 
Calendar, sharing your appointment 
schedule, and embedding a booking page 
to a website. 

​  Share your calendar Google help 

​  Create an appointment slot How to directions 

​  Create an appointment schedule Google help , video tutorial 
Video tutorial 

​  LinkedIn Learning Google Calendar Essential training 1h 37 m 

Docs - cheat sheet 
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https://shakeuplearning.com/blog/how-to-organize-shared-with-me-in-google-drive/
https://shakeuplearning.com/blog/how-to-organize-shared-with-me-in-google-drive/
https://docs.google.com/document/d/1SAG0DBPdrKQISn2f6e3tUSa1KKaDtkVYWfBXFrHHvmg/edit?usp=drive_link
https://support.google.com/drive/answer/2494822?hl=en&co=GENIE.Platform%3DDesktop
https://drive.google.com/file/d/1bxzXk7zZezeEvxlhEejOJj11eNACuxX9/view?usp=sharing
https://support.google.com/drive/answer/2375114?hl=en&co=GENIE.Platform%3DDesktop
https://shakeuplearning.com/blog/new-way-to-search-google-drive/
https://support.google.com/drive/answer/13470231?hl=en&sjid=17307285891215288057-NA
https://support.google.com/drive/answer/2375012?hl=en&ref_topic=14940&sjid=4715773713807955905-NA
https://support.google.com/a/users/answer/13005112?hl=en#zippy=%2Clearn-how:~:text=Drive%20Help%20Center-,Set%20an%20expiration%20date%20for%20file%20access,-When%20you%E2%80%99re%20working
https://www.linkedin.com/learning-login/share?account=57683313&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fgoogle-drive-essential-training-22330849%3Ftrk%3Dshare_ent_url%26shareId%3DG0AvFPuLTyK0jMXn3pewnw%253D%253D
https://support.google.com/a/users/answer/9290350?sjid=4715773713807955905-NA
https://support.google.com/a/users/answer/9282963?hl=en&sjid=4715773713807955905-NA#:~:text=Choose%20how%20many%20days%20you%20see
https://support.google.com/a/users/answer/9323682?hl=en&sjid=4715773713807955905-NA
https://support.google.com/google-workspace-individual/answer/10729749?hl=en
https://support.google.com/a/users/answer/9283193?sjid=4715773713807955905-NA#zippy=%2Ccreate-a-new-event%2Cadd-guests%2Cfind-a-time-that-works-for-everyone-across-time-zones:~:text=2-,Schedule%20the%20meeting,-2.1%20Create%20a
https://youtu.be/2lWnHFGhTd4?si=McV8aHpX2MehqKsi
https://googleblog.us5.list-manage.com/track/click?u=dfee747f842ff45e675b4d1d9&id=dfc44c418d&e=3d1356d53a
https://googleblog.us5.list-manage.com/track/click?u=dfee747f842ff45e675b4d1d9&id=dfc44c418d&e=3d1356d53a
https://googleblog.us5.list-manage.com/track/click?u=dfee747f842ff45e675b4d1d9&id=9abb52bf53&e=3d1356d53a
https://googleblog.us5.list-manage.com/track/click?u=dfee747f842ff45e675b4d1d9&id=9abb52bf53&e=3d1356d53a
https://googleblog.us5.list-manage.com/track/click?u=dfee747f842ff45e675b4d1d9&id=055e6d5c98&e=3d1356d53a
https://googleblog.us5.list-manage.com/track/click?u=dfee747f842ff45e675b4d1d9&id=055e6d5c98&e=3d1356d53a
https://support.google.com/calendar/answer/37082?hl=en
https://docs.google.com/document/d/1JBnXhh0H5dd_BCpjdTzbUa7sEYaVvLHQs9aoQ8uAIj0/edit?usp=sharing
https://support.google.com/calendar/answer/10729749?hl=en
https://youtu.be/i88_pvB6av4?si=1bYX71WraieI-FkY
https://youtu.be/ZhS0sgc1eNM?si=lgFGS-b1gi5ppW79
https://www.linkedin.com/learning-login/share?account=57683313&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fgoogle-calendar-essential-training-22151542%3Ftrk%3Dshare_ent_url%26shareId%3DeA8v5WE6TlqLj62ugL2Blg%253D%253D
https://support.google.com/a/users/answer/9299931?hl=en&ref_topic=9348378&sjid=4715773713807955905-NA


 

​  Getting started Creating your first document 

​  Type with your voice How-to 

​  Translate the document to a different 
language 

How-to 

​  Adding and editing images How-to 

​  Adding title and headings How-to 

​  Adding a number list, bulleted list or 
checklist 

How-to 

​  How to use a template.  
Rename the template. 
Change the share setting to anyone with 
the link can view.  

HOW-TO use a google template 

​  Share a document Document sharing basics 
Share a document 
2021 Guide to Google Drive 

​  LinkedIn Learning  Google Docs essential training 1h 31m 

Additional resources 

​  Forms cheat sheet  

​  Slides cheat sheet  

​  Sheets cheat sheet  

​  Chat cheat sheet  

​  Make your document, presentation, and 
sheets more accessible 

How-to, shortcuts, contrast, and font size 

 
Additional resources 
OneLogin Portal 
One login Guide 
 
Google Workspace Learning Center 
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https://support.google.com/a/users/answer/9300311?hl=en&ref_topic=9296546&sjid=12592906107402436181-NC
https://support.google.com/docs/answer/4492226?sjid=12592906107402436181-NC#
https://support.google.com/docs/answer/187189?hl=en&ref_topic=1361462&sjid=12592906107402436181-NC
https://support.google.com/a/users/answer/13003605?sjid=12592906107402436181-NC#add_edit_images&zippy=%2Clearn-how
https://support.google.com/docs/answer/116338?sjid=12592906107402436181-NC
https://support.google.com/docs/answer/3300615?hl=en&ref_topic=1361461&sjid=12592906107402436181-NC
https://docs.google.com/document/d/1v5Q7vCLs7yh__vXUWCLumY0iFXhMi6S35U2RsX3MFbw/edit?usp=sharing
https://support.google.com/a/users/answer/9305685?hl=en&ref_topic=9296546&sjid=12592906107402436181-NC
https://docs.google.com/document/d/1SAG0DBPdrKQISn2f6e3tUSa1KKaDtkVYWfBXFrHHvmg/edit?usp=sharing
https://drive.google.com/file/d/1yZA2C-3WLc7iPPRuBC27Y6ehkF0oR2J1/view?usp=sharing
https://www.linkedin.com/learning-login/share?account=57683313&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fgoogle-docs-essential-training-14773535%3Ftrk%3Dshare_ent_url%26shareId%3D7VQsXh2MRYKVDRq%252BhS030g%253D%253D
https://support.google.com/a/users/answer/9299716?hl=en
https://support.google.com/a/users/answer/9300133?hl=en
https://support.google.com/a/users/answer/9300022?hl=en
https://support.google.com/a/users/answer/9299928?sjid=12592906107402436181-NC
https://support.google.com/docs/answer/6199477?hl=en
https://gtc.onelogin.com/portal
https://docs.google.com/document/d/1bSVw0kLR0QQZNdKxSvYIo-ZXShQVn5Y7wueCTxt6HfE/edit?usp=sharing
https://support.google.com/a/users/answer/9389764


 
Google Drive for Desktop 
H & W Drive Migration FAQ 
 
Google Workspace Updates 
 
LinkedIn Learning courses 
Accessing LinkedIn Learning 
 
Docs essential training 1h 31m 
Drive  essential training 1h 10m 
Gmail Essential Training  1h 41m  
Calendar Essential training 1h 37 m 
Sheets Essential training  1h 52m 
Slide Essential Training  1h 8 m 
Forms Essential Training 40 m 
 
Shakeup Learning Quick Tips playlists 

●​ Google Docs  
●​ Google Slides 
●​ Google forms 
●​ Google sheets 
●​ Google Drive 
●​ Google Classroom  

 
Richard Byrne’s Tips 
Gmail 
Google Docs 
Google Drive 
Google slides 
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https://docs.google.com/document/d/12F6Qij3OzUJMkgahaPeBHQHxlZOTveVlUKUHQmn4X-4/edit?usp=sharing
https://docs.google.com/document/d/1ZVVjylnHuuzE98Bca2Vr-KbkTGlhtUEcd79SNlpkntQ/edit?usp=drive_link
https://workspaceupdates.googleblog.com/
https://docs.google.com/document/d/1EpvqkpsVHoD-VLaUggVJdGruqbIeWP00h_8OixBR278/edit?usp=sharing
https://www.linkedin.com/learning-login/share?account=57683313&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fgoogle-docs-essential-training-14773535%3Ftrk%3Dshare_ent_url%26shareId%3D7VQsXh2MRYKVDRq%252BhS030g%253D%253D
https://www.linkedin.com/learning-login/share?account=57683313&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fgoogle-drive-essential-training-22330849%3Ftrk%3Dshare_ent_url%26shareId%3DG0AvFPuLTyK0jMXn3pewnw%253D%253D
https://www.linkedin.com/learning/gmail-essential-training-18737933
https://www.linkedin.com/learning-login/share?account=57683313&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fgoogle-calendar-essential-training-22151542%3Ftrk%3Dshare_ent_url%26shareId%3DeA8v5WE6TlqLj62ugL2Blg%253D%253D
https://www.linkedin.com/learning-login/share?account=57683313&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fgoogle-sheets-essential-training-2021%3Ftrk%3Dshare_ent_url%26shareId%3DiFN1IC80RTSYd7pMovN95g%253D%253D
https://www.linkedin.com/learning-login/share?account=57683313&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fgoogle-slides-essential-training-2022%3Ftrk%3Dshare_ent_url%26shareId%3DJUetYiTsTPyJxlGkTtcmvg%253D%253D
https://www.linkedin.com/learning-login/share?account=57683313&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fgoogle-forms-essential-training-2022%3Ftrk%3Dshare_ent_url%26shareId%3DKRl3uI4vSK%252BTClc0OpOF6Q%253D%253D
https://youtube.com/playlist?list=PL9HrZY6iC2z1bRVDR49dVmvUpN7vpNrTh&si=XWCnYo-qgUrSekzt
https://youtube.com/playlist?list=PL9HrZY6iC2z2M_ACIvXtEEonnwhDogVzf&si=TsscsP0zIdlen8iU
https://youtube.com/playlist?list=PL9HrZY6iC2z1eUAMdbt_Zp955jetmTD1z&si=pSueB534daIs2Vh9
https://youtube.com/playlist?list=PL9HrZY6iC2z2PdjZ0bvtGeBH1Q64VDH1N&si=lgT6DOE-vwyY8lrU
https://youtube.com/playlist?list=PL9HrZY6iC2z1C-Dh23KRJFb4hdFcYwPzJ&si=RZ2CITGtpSjFNDoo
https://youtube.com/playlist?list=PL9HrZY6iC2z0yCGN74SsjVrfHOO6H_4iQ&si=AfkOd1HddSKLctbx
https://youtube.com/playlist?list=PLtx-qUNKJwDwqFvsct5tCyabfBDv4i4e5&si=WBxwY6gSAe_3LTtz
https://youtube.com/playlist?list=PLtx-qUNKJwDxWrFSK_gqt1MJMhssX4-WV&si=paAFThyEU7F9YzyQ
https://youtube.com/playlist?list=PLtx-qUNKJwDyq4LbduegJTFfPQHMNcdU7&si=WXYqHegpBpaPXc1L
https://youtube.com/playlist?list=PLtx-qUNKJwDz5k6CT8h62clBfg2jfq1qX&si=S6_zYTxatWk47pS7
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