Working with Google Tools

improve your COMPUTER skills

glenside
library unlock your...

CREATING A GOOGLE ACCOUNT

1. Open your web browser (preferably Chrome)
and go to www.google.com
2. Click Sign In and then click Create Account
on the next screen
3. Fill'in the required fields
a. Name (First & Last)
b. Username

c. Password

d. Birthday

e. Gender

f. Security fields

g. Optional cell phone number or

current email address for password
recovery
4. Click Next Step to finish creating your

account. You can add a profile photo, explore
your options and settings or begin using one

of Google's Apps

POPULAR GOOGLE APPLICATIONS

G Google Chrome M
Web browser

Gmail

Calendar Drive

Schedule organizer

Google+ Forms

Social Networking

Sites
Create websites & group wikis

S E@a

Google

One account. All of Google.

Sign in with your Google Account

Need help?

Create account

Fast, easy, secure email

Cloud storage & sharing

Build free, online surveys

Your account works for all of Google’s

products, including Gmail. The username
you choose will be your new Gmail address.

Contacts
Online address book

Apps
Office suite of programs

»

Hangouts
Chat or video calls

For help with any of Google's Apps, visit

https://support.google.com
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UPLOADING A DOCUMENT IN GOOGLE DRIVE
Access Google Drive L

1 Folder

2. Click the New button on the left side of the screen

3. Select “File Upload” or “Folder Upload” .

4. Locate the file or folder File upload

5. Click the Open button Folder upload

6. The document will be uploaded to your My Drive Folder

CREATING A NEW DOCUMENT B Google Docs
Access Google Drive Google Sheets

2. Click the New button on the left side of the screen _

3. Select your document type: Docs, Sheets, Slides, or click Google Slides
More for additional options More

4. Edit your document

SHARING A DOCUMENT WITH OTHERS FROM GOOGLE DRIVE

1. Access Google Drive L = [*® ® 3
2. Select the document you want to share.

Click the Share icon in to top menu bar.

3. Enter the name/email address of the people
you want to share with in the search box

4. Select the permission level granted to the # Canedit ~
recipients (View, Comment, or Edit) v Can edit

5. Add an optional note and click Send Can comment

6. Individuals will receive an email letting - | canven
them know vou've shared a file with them

+with others Get shareable link &

Permission View Comment Edit
View Files & Folders X X X
Download/sync files to another device X X
Make a copy of files to save in Drive X X
Comment and suggest edits in files X
Edit documents, spreadsheets, & presentations

Share or unshare files with others

Add or remove files from a folder

Upload and delete file versions

XXX XX [ XX
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ACTIVATING HANGOUTS IN GMAIL

Click the down arrow ™ next to your profile picture

@ - -
Try the new Hangouts

® Available
@ Busy

Invisible

Custom messages
@ Sign out

CHATTING WITH HANGOUTS IN GMAIL

1. Open your Gmail account

2. Locate the chat list on the left side of your inbox
3.

4. Click Try the New Hangouts

Video call

Click to change from
text chat to video call

§

Group chat

Invite friends to join the
group conversation /
hangout

Add emoticons
Choose from a variety
of available emoticons

[ [2]

@ Please dont put me as your
out of office contact for

tfomorrow &5

Good call

New window
Opens chat in a separate
window from Gmail

Options / Settings

Select preferences for chat
history and notifications;
archive or delete a chat;
block someone from
contacting you

Attach photo
Insert an image or
picture into your chat

Send a message
D € Utilize this field to type
an instant message

Draw an image
Click to insert a sketch
drawing to your chat
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Google Calendar & Tasks

Search your Calendar

Display Options

-

Google

n 1 bl‘al‘a :

)
]

Calendar £ > April 2016 Day Week | Month | 4Days Agenda More ~ Q -
Sun Man Tue Wed Thu Fri Sat
Apri 2
- April 2016 < » | Easter Sunday
S M TWTF 8
2728|129 30 31 1 2 Settings
3 4 5 6 7 8 8
10 11 12 13 14 15 16 3 4 5 6 7 8 9
17 18 19 20 21 22 23
24 25 26 27 28 29 30 Event | Task x
. . vent | Tas|
2.3 45 ¢ Quick Add Events | —»
When: Fn, April 22
~ My calendars =10 1 12 13 14| What |
Shana _ £.g., 7pm Dinner at Pancho's
Birthdays c Edit .
reate event It event »
Tasks <+——| Your Calendar(s)
~ Other calendars - |17 18 19 20 21 22 23
B Holidays in United St...
24 25 26 27 28 29 30
Terms - Privacy
Calendar < | > April 2016 Day Week Month 4Days Agenda More * Qv
o i Task
sun Mon Tue Wed Thu Fri Sat asks
28 Apr 2 Shana 's list
~ April 2016 ¢ » Easter Sunda) | [ ]Pay Moriga [_| Doctor App: [ Pay Mortgage
S MTWTF 8 S ENESETE Mon, Mar 28
27[28]20 30 31 1 2 Tasks Pane | ——» v
3 4 5 6 7 8 9 i
10 11 12 13 14 15 16 3 4 5 G 7 8 ] [ Doctor Appointment
17 18 19 20 21 22 23 Wed, Mar 30
24 25 26 27 28 29 30 [ Crganize Garage
1 2 3 4 5 6 7 D| 3
~ My calendars ~ 10 1 12 13 14 15 16
Shana Lopez Thomas Jfer|
Birthdays
Tasks | «——| Turn Task List On/Off Add Tasks
~ Other calendars ~| 17 18 14 20 21 22 23
B Holidays in United St._.
24 25 26 27 28 29 30
Terms - Privacy Tasks Actions _— Actions» 4 I =+ I
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Google Forms

&  Untitled form ® o B
Edit Questions / View Responses

Preview Send

QUESTIONS

Untitled form Add
Content
Survey l
Content

— [+

Untitled Question @ Multiple choice
Tr
Option 1 T !
Add option or ADD "OTHER" Select Question Type D
=

F’ Question Options | —— | [0 & Required ) :

Google Sheets & Slides

Untitled spreadsheet slopez@gailborden.info .
File Edit View Inset Format Data Tools Add-ons Help SrUmETE m ® Enter' edlt and
S e P s % 000123 Anal - w - B 7 5 A. @ - H- More - format content as
f you would in Docs
A B c o} E F G
[ ] - —_
o — Auto-save feature
2 Never lose changes
3 . . .
s e Access prior revisions
o of documents
+ = eetl
. Untitled presentation [ ] slopez @gailborderinfo
® Easy SOftWare Slmllar to MS File Edit View Insert Slde Format Arange Teols Table [ Present - | Comments
Office Excel & PowerPoint P P @ AT @\ - B sackyround. | More - 2

e Can convert MS files to
Google Sheets / Slides

e Sharing enables collaborators
to edit simultaneously

e Choose a blank start or pre-
made template

Google Slides

Public Library

Click to add notes
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