
Google Calendar -
Appointment Schedules 
Getting Started with
Canva

Tracking Projects and To-Do
Lists in Google Workspace
Excel tools for organizing data

O F F I C E  P R O F E S S I O N A L
I N S T I T U T E  

4/16

8:30 - 9:15

Google Sheets - Pivot Tables
Canva - What’s New, Tips and
Tricks

Chrome Tips & Tricks
Microsoft 365 apps for
productivity

11:00 - 11:45

1:00 - 1:45

9:45 - 10:30

Scan the QR Code to register
for the class on Frontline

*There are two classes ongoing per time
slot, please choose one to attend*
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