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Task 3.
Evidence for completing course Connect and collaborate from anywhere with

Digital tools.

¥ I & your name). Google wil 10 evaluate and imprave the —
Your response: isible to any courses that you are envalled in
What did you choose ta do in the Connect and Collaborate Anywhere with Digital Tools lesson? Eerint

(O I chose ta direct message someane using Google Hangouts Chat in Gmail
O 1 chose to use the comment taol in Goagle Docs

() I choseto set up a shared folder in Google Drive.

Before finishing Connect and Collaborate Anywhere with Digital Tools, how successful were you at the tasks listed

below?
completely mostly somewhat not at all never tried
successful successful successful successful doing this task
Sending a direct message using
Google Hangouts chat in Gmail @ o a a O
Using the comment toal in
Google Docs ® o o o o
Setting up a shared folder in
Google rive @ o o o o
Setting up a meeting using
Googie Calendar @ o o o o
Holding a video call using o o o o o
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CCONNECT AND COLLABORATE FROM ANYWHERE WITH DIGITAL TOOLS >
LESSON 1: CONNECT AND COLLABORATE FROM ANYWHERE WITH DIGITAL TOOLS

Send a Direct Message Using Google Chat

To access Chat, you will need a paid Google
Workspace account and to ask your domain
administrator to enable Chat for your team

If you do not have a paid Google Workspace
account, you can try it for free on a trial basis

or choose another activity L
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Google Applied Digital Skills ~ Browse curicutim My Dashboard o Loamer ~
CONNECT AND COLLABORATE FROM ANYWHERE WITH DIGITAL TOOLS > INSTRUCTIONS:
LESSON 1: CONNECT AND COLLABORATE FROM ANYWHERE WITH DIGITAL TOOLS Choose an extension 1 cortime esring
. and improing dgtal coaboration sklls
Turn On and Off a Chat History

Each extersion takes 510 minutes to
complete

Uites

« Commuricate Yith Your Tearn Using
Google Chat




What | learnt from this course?

From this course | learnt how to connect better with colleagues through digital tools. | chose to learn
how to send a direct message in google chat. | will benefit from this in my future workplace
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