
G Suite Training Introduction 
 
G Suite is an integrated suite of secure, cloud-native collaboration tools, software and products 
developed by Google.  
 
Within the G Suite system, you will be able to maintain your Google Calendar, Chrome Browser, 
Contacts, Documents, Spreadsheets, Slides, Forms, Quizzes, etc. 
 
Now that you have switched to Google G Suite from Microsoft, here are some quick tips for 
using Google products: 
 
Switching from Microsoft Outlook to Gmail: 
 
Work Faster and collaborate better with powerful email features. 
You can get Gmail on your phone 
Create browser bookmarks 
Add a Gmail desktop shortcut 
Lets you send and search for messages, organize your inbox and build relationships with 
integrated chat and video calls. 
 
Using Google Calendar 
 
Google Calendar lets you keep track of important events, share your schedule, and create 
multiple calendars. 
You can switch your calendar from Microsoft Outlook to your Google Calendar.  
You can schedule meetings using your Google Calendar. 
Whether you are someone’s assistant or just stepping in for your manager, you might need to 
schedule and edit events in the Calendar on their behalf. 
Keep track of your daily to do list, organize multiple lists and track important deadlines.  
 
Switching from Microsoft Word to Google Docs 
 
In the past, you might have used Microsoft Word outside of work or to make documents for your 
job.  Now that you have Google Docs, you have the option to: 
 
Share your documents  
Collaborate in real-time 
Access version history 
Track Activity 
Open a word document 
Save a document automatically 
Add images to your document 
Add a sheets chart to your document 



 
Using Forms 
 
Forms lets you manage event registrations, create quizzes, analyze responses. 
 
Hangouts Chat 
 
Hangouts Chat lets you ask quick questions, collaborate in group chats, create virtual rooms for 
team projects and more. 
 
Google Sheets 
 
Google Sheets lets you handle task lists, create project plans, analyze data with charts, filters 
and more.  
 
You can collaborate in real-time 
Share directly  
Save automatically 
Add formulas 
Create charts manually or automatically  
 
Google Slides 
 
Slides lets you create pitch decks, project presentations, training modules and more.  You might 
have used Microsoft Powerpoint in the past, now using Google Slides, you can do the following: 
 
Share your presentations from Slides 
Collaborate in real-time 
Access version history 
Track activity 
Save a presentation Automatically 
Add images to your presentation 
Add a sheets chart to your presentation 
 
 
 
 
 
 

 



 
 
 
 
 
 
 


