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IO2. Training course structure  

 

Title of the module  
IMPROVING YOUR DIGITAL ORGANIZATIONAL SKILLS,  

THROUGH THE USE OF GOOGLE APPS OR OTHER PROGRAMS 

General description of 
the module  

 

Topics : Main Objectives 
of each topic 

Knowledge ( Learning 
goals and learning 
outcomes ) 

Skills 

Attitude 

Activities  

Topic 1: The benefits of digital technologies on your business’ 

organization 

Topic 2: Cloud storage 

Topic 3: Financial control 

Topic 4: Distant collaboration 

 

Total duration 
2 hours per module 

Target group  
 Women interested to acquire entrepreneurial skills 

Font: Headings : Calibri 
light: 16 

Calibri body , 12 

 

 

Following the framework 
we have already created, 
we will elaborate on the 
material and create a 2 
hours training focused on 
women’s needs and 
competences.  
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Topic 1: The benefits of digital technologies on your business’ 

organization 

1.1 WHAT IS DIGITAL ORGANISATION 

Good organisation is essential in a company in order for all the process to run smoothy and 

efficiently. Having everything well organised saves time and money, and makes everything 

easier. Digital organisation makes reference to the use of digital tools to organise the different 

processes and tasks within a company. These tools can be from project management software 

to day planners or storage services, among many others. It is important to know which 

programs are suitable for your business and learn how to use them.  

 

1.2 BENEFITS OF DIGITAL ORGANISATION 

Traditional methods of organisation are very slow and inefficient; it takes more time to 

complete the same task and they require more effort compared to the digital alternatives. 

Imagine having to look for a file in a physical archive with thousands of papers and folders. It 

would take some time to find the document you are looking for. Now, imagine doing the same 

thing on a computer, where all the documents and folders are stored in the hard drive and 

you have a search bar. It would take less than 10 seconds to find it. That is why the use of 

digital organisation tools and programs is very useful for businesses, as it saves a lot of time 

and makes every process easier and more efficient.  

These methods can be applied and used in almost every part or process of a business. For 

instance, digital organisation can make the accounting of a business more efficient through 

the use of accounting software. Using this software does not only make it easier to record a 

business´ accounting, it also saves a lot of time as it creates all the accounting documents 

(balance sheets, income statements…) that are required by the tax authorities.  

Digital tools are also very helpful in terms of distant collaboration. Video call platforms like 

Zoom or Google Meet allow workers to stay in contact when they work from different 

locations, and make the exchange of information faster and smoother. These tools also make 

it easier to contact external agents that collaborate with the business, eliminating the need 

to meet in person and all the costs that it entails.  

What’s more, digital tools require less human intervention compared to traditional methods, 

which lowers the risk of making mistakes and errors during the process. This allows for more 

reliable and trustworthy organisational processes, while workers spend less time performing 

these tasks and improves their efficiency.  
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Topic 2: Cloud storage 

2.1 WHAT IS GOOGLE DRIVE 

Google Drive is a cloud-based storage service. It lets you save and store documents and other 
types of files, while allowing you to share them with other people, as files are stored on the 
cloud (internet) and not on the computer. This means that all the documents and files in this 
service are available anywhere and anytime to anyone who has the credential to access them.  
 
It works the same way as the typical file explorer in your PC, so it is very easy to get familiar 
with it and understand how it works.  
 
 

 
 
 

2.2 HOW TO USE GOOGLE DRIVE 

In Google Drive, folders are an easy and efficient way to organise all your files and documents. 
A folder, just like in real life, is used to store and save documents. In Google Drive, you can 
create folders to save the different documents you may have. As mentioned before, Google 
Drive is just an online version of the file explorer, so everything works just like in the PC. The 
advantage of folders in Google Drive with respect to the offline version is that you can have 
access to all the documents from any device where you sing in with your account.  
 
What’s more, Google Drive also has its own document-editing tools. That is, if you need to 
edit a Word document, an Excel sheet or a PowerPoint presentation, Google Drive offers a 
free and online tool that allows you to edit all these documents. This way, it is not necessary 
to download files to edit them in the computer using an offline program. This can be very 
convenient, for example, if you have an Excel sheet with the sales revenue information and 
you want to add a new sale to keep the sheet updated. In this case, you only need to open 
that file on Google Drive and add the new information there. All the changes that you make 
in your documents are automatically transferred and saved, so you don’t need to worry about 
saving the files or creating new copies every time you make a change.  
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2.3 HOW TO ORGANISE BUSINESS FILES 

Thanks to Google Drive you will be able to run your business more efficiently, as you will be 
able to have instant access to all your files and documents. This means that you will manage 
a large amount of files. Hence, in order to have an organised Drive and be able to find 
documents easily, it is important to follow these steps: 
 

1. Upload all the documents. Don’t forget to upload all the files and documents you 

use in your business: invoices, financial statements, tax payments, quality 

certificates, etc.  

2. Organise folders by year. Create one folder for each year and subfolders for each 

month or quarter of the year. This will help you with the accounting and taxes. 

Having all the documents of a fiscal year in a single folder is more convenient when 

carrying out the accounting of the business.  

3. Create a folder for each type of documents: invoices, receipts, payments, etc. 

should have their own folders inside each years folder.  

4. Inside each folder, organise the files with numbers and dates. For example, if you 

receive an invoice from a seller, rename it to add the date of the invoice and the 

name of the company. This way you will have all the documents ordered by date 

and it will make it easier to find them.  

 
 

2.4 OTHER CLOUD STORAGE ALTERNATIVES 

Microsoft OneDrive 

Microsoft´s cloud services are one of the most popular and they are widely used in many 
businesses around the world. It offers cloud storage as well as web-based Microsoft Office 
programs, that allow users to edit files directly on the cloud. There are no significant 
differences between Google Drive and Microsoft OneDrive, although the latter is more 
integrated with Office apps (Word, Excel, PowerPoint…), as they belong to the same company 
and they are available online. So, if you are familiar with the Microsoft apps, it may be better 
to use this platform, as it won’t be necessary to learn how to use new tools. 
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iCloud  

iCloud is Apple’s cloud service platform and it also offers the same characteristics as the 
previous ones: cloud storage and web-based editing tools. However, Apple’s editing tools and 
files are different from Microsoft’s, they are specific for Apple programs, which make them 
incompatible with any other program. So, unless you are already using Apple products and 
programs, it is not recommendable to use them, as it will create compatibility issues.  
 

 

 

 

Dropbox 

Dropbox is a widely used platform that offers storage-only services. Unlike the previous 
platforms, Dropbox does not offer any web-based editing tools, it only allows for cloud file 
storage. That is why, although being a well-established platform, if you are going to use editing 
tools, it is more recommendable to use Google’s or Microsoft’s platforms. 
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ACTIVITY 

Open Google Drive and create a folder. Upload a document to that folder and rename it to 

include the date.  

Extra: edit the document with Google Drive’s online document editor (only for Word, Excel 

and PowerPoint files). 
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Topic 3: Financial control 

ACCOUNTING SOFTWARE 

In order to keep a record of all the sales and transactions of your business it is necessary to 

have an accounting book. This is required by law if you run a business, as everything that you 

buy or sell must be declared to the tax authorities. An accounting software is a computer 

program that can help you keep that record and create financial statements. There are 

different accounting programs depending on the specific needs of the company; some may 

have simple and basic accounting needs, while others may require more advanced tools and 

financial statements. Thanks to this software, companies are able to easily keep track of the 

finances, understand their flow of cash, and create financial analysis that can help them in 

their decision making processes. Besides, accounting programs are more efficient than 

keeping all the data on paper, as it makes it easier to retrieve past information that may be 

needed for audits or tax payments.  

There are many different accounting software alternatives, but in this guide we will focus on 

Odoo, as it is a platform that offers more than just accounting software. However, depending 

on the specific needs of each business, there may be a more suitable accounting software. 

You can find these alternatives searching for free accounting software in Google and searching 

for the one that best suits your needs. 

 

ODOO SOFTWARE 

Odoo is an open-source business management software. It offers different and integrated 

apps to help you run your business like CRM software or accounting tools. This global solution 

allows you to have an organised view of your business and helps you address all the different 

needs you may have.  

In this guide, however, we will just have a look at the accounting software to see how it works. 

Using Odoo to carry out the accounting of your business is a good option if you have a small 

business as it offers all the basic and necessary features, and it is cheaper that other 

commercial accounting software. Besides, as Odoo is an open-source software, it allows you 

to customise it and adapt it to your own business specific needs. It is also a very easy-to-use 

and intuitive software, and it includes a tutorial that explains how to use the different 

features. 

Odoo offers a “free” version of its accounting software if it is only used it in its cloud based 

plan. However, this option does not include any type of support. There are paid versions that 

allow you to get access to more Odoo software and includes customer support, as well as 

offline versions of the programs.  
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HOW TO USE ODOO 

Odoo is a very intuitive software that requires little effort to learn how to use. In this guide, 

we will have a look at the basics of Odoo Accounting to help you have an overall understanding 

of the program.  

The first step is to sign up in the program. The registration page can be found here: 

https://www.odoo.com/app/accounting.  

 

 

 

After signing up with your business information in the Odoo Accounting platform, you will see 

the main dashboard, where you will be able to access all the functionalities.  

In this guide we will cover the online version of the accounting software, which is the free 

version that the Odoo offers. As you can see in the screenshot, we only have access to the 

accounting module. If you want to get access to other apps (CRM, invoicing, timesheets…) you 

will need to have a paid version.  

The dashboard also gives you access to Documents, which is a file storage section where you 

can save your documents and works just like Google Drive. Moreover, you also have access to 

a tool called Discuss, which is a communication centre to talk to other people that work with 

you. That is, it can be used like an internal communication channel. You can make calls, have 

chats, and create meetings here. Finally, Settings let you adjust all the available programs to 

your specific needs.  

https://www.odoo.com/app/accounting
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If you click in the Accounting module in the Dashboard it will open the main page of the 

program. Here, you will be able to see the main accounting information and tools like 

customer invoices, cash, bills…  

You will also be able to set all the relevant information regarding accounting periods, taxes, 

bank accounts… in order to have all the information in the platform and be able to work 

smoothly.  

 

 

 

In the top of the page you will find the different sections of your accounting. On the one hand, 

you have Customers. Here, you will be able to manage different accounting topics related to 
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customers like invoices, credit notes, payments, etc. You will be able to upload all the 

information to the platform and keep all this transaction information up to date.  

 

 

 
 
Next, you will find the Vendors section. In this part you will be able to add all the relevant 
information regarding your suppliers. It is very similar to the Customers section, as the 
accounting entries are very similar in both cases. Here you will find bills, refunds, payments, 
etc.  
 
 

 
 
The Accounting section gives you access to the accounting ledgers, as well as journals. Here, 
you will be able to add journal entries of all the transactions your business has. You can also 
add the assets of the company and state the depreciation dates and rates, so the you have all 
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the expenses up to date. What’s more, you can also add the sales and purchases you have 
had during the accounting period. That is, in this section you will be able to add all the 
accounting information necessary that is not registered in the previous sections.  
 
 

 
 
 
 
The most important section is called Reporting and it can be used to generate all the 
accounting reports, such as balance sheet, income statement, cash flow statement, etc. This 
reports are essential to understand how your business is doing, and it is mandatory to present 
them to the tax authorities. That is why it is essential to keep them updated and record all the 
transactions the company has.  
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Finally, the last section is called Configuration. Here, you will be able to change and adjust all 
the accounting principles and terms. For example, you can add the tax information that 
corresponds to the country you are established in. In this example, you can see that the 
program shows all the tax options available in Greece. You will also be able to change your 
payment terms or the fiscal positions, for example.  
 
 

 
 
 
ACTIVITY 

Create an Odoo account and download the accounting software. Create an invoice and register it in 
the program.  
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Topic 4: Distant collaboration 

VIDEO CALL PLATFORMS 

In the past few years online meetings and events have been the norm due to the pandemic, 

as social interaction was very limited. Because of this change, many different platforms have 

been developed that provide the tools and infrastructure to organise online meetings, events, 

conferences, etc. In this topic, we will take a look at the most important platforms to organise 

online meetings.  

 ZOOM: it is a popular video conferencing platform that is easy to use and it does not 

require to have an account to be able to attend a meeting or event in the platform. It 

allows to have up to 100 guests in a meeting with the free account of the software, but 

it limits the maximum length of the meeting to 40 minutes.  

 

 GOOGLE MEET: it is very similar to Zoom, but it focuses especially in security. It can 

also host up to 100 people in a single room or meeting, and the maximum length of the 

meeting is limited to 60 minutes with the free version.   

 

 CISCO WEBEX: it is an online meeting software originally intended for businesses. It 

allows for meetings up to 100 people with a time limit of 50 minutes.  

 

In all of these platforms there are paid versions that allow to have more people in a meeting 

and the maximum length of each session is increased to 24 hours.  

In order to choose which platform to use it is convenient to check the characteristics that each 

one of them offers and go with the one that suits best the needs you have. For example, if you 

are using Google Drive to save your documents online and work with their software, it may be 

better to use Google Meet, as it can be integrated with the rest of the Google apps.   

However, in this guide we will focus on Zoom as it is the most widespread platform and most 

people use it.  

 

HOW TO USE ZOOM 

The first thing before starting to use this program is to have it downloaded and installed on 

your PC. For that, you must go to this site https://zoom.us/download and download the 

installation file.  

Once you have the program installed and you have signed in with your account, you will see 

the main screen of the platform. Here, you will be able to access all the functionalities that 

Zoom offers.  

https://zoom.us/download
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In the main page you will be able to start, join or schedule a meeting, or share your screen.  

In order to start a new meeting, simply click in the “New Meeting” button. The meeting will 

start automatically and you will see the meeting screen.  

 

If you want to add new participants to the meeting, click in the Participants button and select 

“Invite”. There, you will have a link that you can send to the rest of the participants. 

In a meeting you also have the ability to share the screen, which can be done by clicking in the 

green “Share screen” button in the middle of the bar. What’s more, you can also record the 

meeting by pressing the “Record” button. 
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In the left-hand side, you will find the “Join Audio” and “Stop Video” buttons. With these 

buttons you will be able to open and close your microphone or video.  

 

HOW TO JOIN A MEETING 

Joining a meeting in Zoom is a very simple thing. You will find the button to join a meeting in 

the main page when you open the Zoom app.  

 

When you click in the Join button you will be asked to put the Meeting ID or Personal Link 

Name. This is a 10 or 11 digit number that the meeting organiser gets when they schedule the 

meeting. You are also asked to enter your name and select whether you want to connect to 

the meeting audio and if you want to turn off your video. Once you select your preferences, 

you are ready to join the meeting by clicking in the Join button.  

 

HOW TO THROW A WEBINAR OR BUSINESS CONFERENCE 

Webinar and conferences in Zoom can be carried out with or without registration. If there is 

no previous registration, attendees can simply join the webinar using a link. However, if a 

registration is required, participants may need to fill in a form before they attend the 

conference. 
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In order to create a meeting with the option of registration, the host user type must be 

Licensed, that is, it needs to have the paid version. Zoom offers a native registration 

management tool, which can be accessed the following way: 

5. In the navigation menu, click Meetings. 

6. Click Schedule a Meeting or edit an existing meeting. 

7. In the Registration section, make sure to select the Required check box. 

After scheduling the meeting, the Registration and Branding tabs will appear. 

8. Manage attendees: Click View to see a list of people that have registered for the 

meeting. Clicking on the registrant name will provide additional info about that 

person. 

 

 

 

Once the registration part is completed, it is necessary to schedule the webinar. To do so, 

follow these steps: 

1. Sign in to the Zoom web portal. 

2. In the navigation menu, click Webinars.  

3. Select Schedule a Webinar. 

4. Choose the desired webinar settings.  

 

https://zoom.us/webinar/list
https://support.zoom.us/hc/en-us/articles/204619235
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Once all these requirements are completed, you are ready to start the webinar at the 

scheduled time. For that, you need to open the Zoom app and go to “Meetings”. In this section 

you will find the programmed webinar. Select it and simply press “Start”. If you are using the 

web version of Zoom, simply go to the Webinar section and press “Start” there.  

 

ACTIVITY 

Start a meeting in Zoom and share the meeting link or code for others to join.  
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Resources 

https://www.linkedin.com/pulse/what-digital-organisation-owen-mccall 

https://www.mckinsey.com/business-functions/mckinsey-digital/how-we-help-

clients/digital-organization 

https://www2.deloitte.com/us/en/pages/human-capital/articles/the-digital-

organization.html 

https://support.google.com/drive/answer/2424384?hl=en&co=GENIE.Platform%3DDesktop 

https://www.pcmag.com/picks/the-best-cloud-storage-and-file-sharing-

services?test_uuid=06r4MYCu5PZzCkufjQSV3po&test_variant=b 

https://cloudacademy.com/blog/top-10-cloud-storage-file-sharing-services-for-2020/ 

https://www.techtarget.com/searchstorage/definition/cloud-storage 

https://www.odoo.com/ 

https://tipalti.com/erp-integrations/odoo-erp/ 

https://www.youtube.com/playlist?list=PLeJtXzTubzj_NtowDcdqQi7A4FLvc6f7x 

https://odoo-accounting.novobi.com/tutorials 

https://support.zoom.us/hc/en-us/articles/201362373-What-is-a-Meeting-ID- 

https://support.zoom.us/hc/en-us/articles/204619235-Scheduling-a-Registrationless-

Webinar 

https://support.zoom.us/hc/en-us/articles/204619915 
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https://support.zoom.us/hc/en-us/articles/204619235-Scheduling-a-Registrationless-Webinar
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