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Module: Digital Technologies 

 

Connect and collaborate from anywhere with Digital 

tools. 

  

Digital collaboration tools help you: 

-connect with others 

-make your team more productive 

-achieve your business objects 

 

From this lesson I had to choose one skill and I picked this skill: 

Schedule a Meeting in Google Calendar 
 

 

1.First step I opened my calendar and shared with specific people 

 



 

 

2.I choose a title for my event: Learn digital skills, and I type the email 

guest and send the invitation. 

 



 

 

3. My calendar meeting is done. The guest received an email with 

invitation, when he replays, I received an email with their attended 

confirmation. 

 



 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 


