
Tools for 
Implementing 

Digital Literacy Guidelines



Defining Digital Literacy

Digital Literacy is the ability to use technology to find, evaluate, create, and 
communicate information. 

Along with a working knowledge of computer software and hardware, students will 
benefit from an understanding of wide range of applications (e.g., word processing, 
presentations, web-based resources). 

With software applications becoming so mainstream, it is vital to be fluent in their 
use when entering the workforce.



Using The Guide

The document is guidelines, not a curriculum, for teachers as they support their students in learning to
use technology. This guide should not dictate when students can and cannot experience technology content.

Skills are organized into seven specific categories:

1. Basic Computer Operations
2. Word Processing
3. Spreadsheet (Tables, Charts, and Graphs)
4. Presentation and Multimedia Tools
5. Acceptable Use, Copyright, Plagiarism, and Online Safety
6. Research and Information Gathering
7. Communication and Collaboration



Today’s Objective:

Attendees will be able to build a Digital 
Literacy Curriculum using Google 
tools.

Attendees will be able to implement 
the seven categories of digital literacy 
in their classroom or school.

Attendees will learn how students can 
collaborate and share using google 
mail, classroom and drive. 



Introducing:

Google Suite
for Education

● No Cost 
● Hassle Free
● User Friendly
● Collaborative
● Auto Saves

http://www.youtube.com/watch?v=uXFUl0KcIkA


Login or Setup 
Google account

Go to www.google .com

Create Account or login to Google 



Homepage
The homepage is where 

students can find a link to their 
e-mail, google images, and their 

word processing apps

Click the nine little squares 
to access apps



Google Apps
Today we will look closely at 

Drive, Docs, Sheets, Slides and 
explore Classroom and Earth.

1. Images - pictures and graphics
2. Mail - use with students to collaborate
3. Drive - Home for all Google products 
4. Docs - like Microsoft Word
5. Sheets - like Microsoft Excel
6. Slides - like Microsoft Powerpoint
7. Youtube - educational content
8. Forms - to make surveys, quizzes and 

tests
9. Classroom - for digital assignments, 

projects and research
10. Sites - Create your own class website for 

free
11. Maps/Earth - Excellent tool for teaching 

Geography



Google 
Classroom

How to create, invite and add 
assignments to Google 

Classroom



Google 
Classroom
Student View Video

http://www.youtube.com/watch?v=uVJHM5V7l2M


Google Drive
Organization and file sharing to 

encourage collaboration.



Google Docs
Powerful word processing with 

built in collaboration.



Google Sheets
Create spreadsheets and teach 

math concepts.



Google Slides
Engaging and interactive 

presentations. 



The Historic 
New Orleans 

Collection
Using Primary Sources

www.hnoc.org

Search Education

http://www.hnoc.org
http://www.hnoc.org


Louisiana and New 
Orleans During 
Reconstruction 

Tables 1&2  - Document 1
Tables 3&4 - Document 2
Tables 5&6 - Document 3

Check your Google Classroom page
Open the PDF and review the section assigned

Each group should submit a completed answer 
sheet and submit the assignment via          Google 

Classroom.

Only answer your section and the list at the end.


