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Introduction to Online Collaboration Tools

Module 4 - Introduction to Online Collaboration Tools (Google

Workspace & Microsoft Office 365)

CBSE What Are Online Collaboration Tools?

Online collaboration tools are digital platforms that help people work together
from different locations using the internet. These tools allow users to create
documents, share them, edit them in real time, chat, hold meetings, and
much more—even if they are not in the same room.

Two of the most popular collaboration platforms are:
» Google Workspace (by Google)
» Microsoft Office 365 (by Microsoft)

Let’s understand each in detail.

1. Google Workspace (Earlier called G Suite)

What is it?

Google Workspace is a group of cloud-based tools offered by Google to help
people work together online. You only need a Google account (like Gmail) to use

it.

Main Tools in Google Workspace:

| Google Calendar

To schedule events and set reminders

| Tool | Purpose |
| Google Docs H For creating and editing text documents (like MS Word) \
| Google Sheets | For working with numbers and tables (like MS Excel) |
| Google Slides H For making presentations (like MS PowerPoint) \
| Google Drive H To store, organize, and share files \
| Google Meet H For video meetings and online classes \

|

|

| Gmail

For email communication
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How it works:

« All files are saved in the cloud (Google Drive).

« You can share files with classmates or teachers using a link.

» Multiple people can work on the same file at the same time.

» You can chat or comment inside the file for feedback.

* No need to install software—it works from any browser (Chrome, Firefox,
etc.).

Di
o
7

Example:
You’re doing a group project. You make a Google Doc and share it with your

teammates. Everyone writes their part, and the teacher checks it online—all
from different locations.

2. Microsoft Office 365

What is it?

— Banking &
- |::u::?,ce Microsoft Office 365 is a set of online and offline tools provided by Microsoft to

help people work, study, and communicate effectively.

Main Tools in Office 365:

Serrics | Tool | Purpose |

I:I | Word Online | Create and edit documents |

m State Govt. | Excel On!ine : | Work with data and number's |

IO | PowerPoint Online | Create and share presentations |

| Outlook | Email and calendar |

| OneDrive | Cloud storage to save files online |

s LAW | Teams || For chatting, online classes, meetings, and group work |
= Entrance

How it works:

» You can log in using your Microsoft account.
ALLUCEAN « Files are stored in OneDrive, so you can access them from anywhere.
 You can share and edit files in real time with classmates or teachers.
» Microsoft Teams allows video classes, file sharing, chat, and project
Railways & Metro discussions all in one place.
=  Services » Works both online (in the browser) and offline (in software like MS Word if
installed).
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Example:
Your teacher schedules an online quiz on Microsoft Teams. You join the video

call, download the file from OneDrive, and submit it—all using Office 365.

Key Features of Online Collaboration Tools (Both Google & Microsoft)

Di
o
7

|Feature || Benefit |
@ ICSE |Real-Time Editing || Everyone can work on the same file at once |
i |Cloud Storage || Files are safe, backed up, and accessible anywhere |
_ |Easy Sharing || Share files or folders through a link |
|Communication | Use chat, comments, or video calls |
|Team Projects || Great for group assignments and remote learning |
Auto-Save Zlg v5:\sk of losing your work—even if your computer shuts

Tol Blunkmg & Why It’s Useful for Students?
nsurance
» Great for group assignments or practicals.
 Helps in online classes, presentations, or seminars.
(L » Builds digital skills needed for college or future jobs.
ervice « Saves time and improves team coordination.

I

Assignment: “Exploring Online Collaboration-Tools”

Services To help students understand and use online tools for teamwork and learning.

|

Instructions:

LAW 1. Create a Google Doc or Word Online document titled "My Experience with
S LTI Online Collaboration™.

2. In your document, answer the following:

o What are online collaboration tools?

o Name any three tools you have used (Google Docs, Meet, Teams, etc.).

o What do you like about using these tools?

o Share an example of when you used one of these tools (class project, online
meeting, etc.).

3. Share the document with your teacher using Google Drive or OneDrive.
SO 4. Bonus: Try collaborating with a classmate. Both of you edit the same

- A document and leave a comment on each other’s section.
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