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Duration &Timi

The programme consists of a mix of Lectures, Part Time: 1 Month

presentations demonstrations & hands-on practice. AAEERHATIORY, 2 A{pel ey

Mode of Training: Online




COURSE CONTENT

WEEK | 1 Introduction to Google Docs  WEEK 111 11 Introduction to Googl \S%_; Vv 21 Use Settings
2 Create a New Document 12 Apply animation 22 Final Assessment
3 Apply Text Formatting 13 Insert Audio & Vi
4 Use Fornat Painter 14 Template Galerr
5 Weekly Test 15 Weekly Test
WEEK Il 6 Introduction to Google Sheet WEEK IV 14 What is Google
7 Works on Google Sheets 17 Cra
8 Use Filter and Sort 18 Apply Themes
) Conditional Formatting 19 Cuttin e

10 Weekly Test 20 Weekly Test



