What is Google?

“*Google is an American multinational, publicly-traded organization built around the
company's hugely popular search engine. Company was first incorporated as privately
held company on September 7, 1998

Google




HISTORY

Google beganin 1996, as a research project by Larry Page who was soon joined by Sergey Brine , two Ph.D.
students at Stanford University

In 1997, the BACKRUB was renamed as "GOOGLE" .

"GOOGLE" : which means 10”100.

And in the same year GOOGLE becomes GOOGLE Inc.

Finally, In 1998 the homepage was launched .

In 1999, GOOGLE redesigns the logo. GO ) glle !

Search the web using Google!

Google Search l I'm feeling lucky I

2 Get Google!
Special Searches updates monthly:
Stanford Search 3 your e-mail
Linux Search

Subscribe Atchive

Copyright ©1998 Google Inc




Founder of Google

Larry Page Sergey Brin




Gmail

YouTube

Picasa

Google maps
Google earth
Google street view
Google news
Google play
Android

Fiber

Hangouts

Services

Google Car
Google Glass
Google Cardboard
Google alerts
Google chrome
Google apps
Blogger
Google reader
AdWords
Google voice
Book search
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OGLE Image

* In 2001, it launched its international office in TOKYO, JAPAN and introduced GOOGLE
images with 250 million images .




Join YOUTUBE

* In2006,YOUTUBE Join GOOGLE.




OGLE News

* In 2002, the GOOGLE news was launched with 4000 news resources online .




GMAIL

* In 2’ April 2004 , Gmail goes live started with 1 GB storage space .

Google

GMAIL




OGLE Maps

* |In 2005, GOOGLE Map was created.

* Itnameisigoogle . It contains personalized homepage.




CLOUD BASSED COMPUTING

* Inthe same year, it converts to "CLOUDE BASED COMPUTING”

* It contains many Google apps .
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o OPERATING SYSTEM

* In 2009, GOOGLE was developed one operating system .

* Its called "GOOGLE CHROME OS”. B

Pictures Music

* ItisaLinux based operating system .

ﬁﬁom Google Chrome

Google Chrome
Operating i *\‘

Copyright © 2006-20092 Google Inc, All Rights Reserved,

Google Chrome is made possible by the Chromium open source project and other
open source software .

Google Chrome Terms of Service

{2 Google Chrome is up to date (2.0.172.33) PEAE CR-OON® 7))« - ©)




WORLD’S 1 ST ANDROID MOBILE

* Inthe same year, it announced World’s first Android phone .

* Company nameis “T - Mobile”.




gle CHROME

* In 2008, GOOGLE is 10 years old and it introduced one web browser .
* Itnameis GOOGLE CHROME .

* Itis very faster, easier, safer.




OGLE Street view

* Inthe same year, GOOGLE launched " STREET VIEW " in 5 U.S cities .




ANDROID MOBILE OS

* In 2007 ,Android mobile operating system is Announced.

Google to Merge Android with Chrome OS

Single Operating system for Mobiles, Desktops & Laptops
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What is Google?

Googleis a popular internet search engine. It scansthe Web to find Web pages that
are relevant to the words you have typed in the search box.

Google was founded on September, 1998, by American computer scientists Larry
Page and Sergey Brin while they were PhD students at Stanford University in California.

What is Google Search?

Google search is the most popular search engine worldwide, enabling users to quickly find
information on the internet. With its advanced algorithms, Google organizes and indexes
billions of web pages to deliver relevant search results. What sets Google search apart is its
ability to understand user intent and provide accurate answers to queries, ranging from
simple facts to complex research topics. This helps individuals save time and easily access a
wealth of knowledge.

Additionally, Google search continuously evolves, integrating features like instant answers,
auto-complete, and personalized suggestions, enhancing user experience and making
information retrieval more efficient, allowing for fast browsing.

The Importance of Google Search in Daily Life

e Provides instant access to vast amounts of information at our fingertips.

« Enables quick and efficient research on various topics, from health issues to DIY
projects.

e Helps in resolving everyday queries, such as finding recipes, checking weather
forecasts, or locating nearby businesses.

o Facilitates learning through educational resources, tutorials, and instructional
videos.

« Saves time by offering auto-complete and suggested search terms.

o Keeps users updated with the latest news, trends, and developments across various
industries.

e Acts as a valuable tool for making informed decisions, whether it's buying products,
planning trips, or comparing prices.
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Google

Google Drive is an online repository storage facility for you. Drive provides you with
30GB of storage for any file—pictures, documents, etc. Your files can be reached from
any smartphone, tablet, or computer. So wherever you go, your file follows. You can

share your files or folders with anyone, without having to email.
Google

Drive

Sign into your account at: One account. All of Google.

Sign in to continue to Gmail

http://drive.google.com

John Diehl
diehlj@bedfordasd.org

Need help?

Sign in with a different account

One Google Account for everything Google
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Creating a Document

My Drive

Click on the red “CREATE” button and choose “Document” Ol Focer

% Document

Presentation

Spreadsheet

Connect more apps

Now, you have an untitled document. You should first click “untitled document” to
rename it and then you can click on the document to start typing. You are familiar

with the formatting options because they are similar features offered in Microsoft
Word.

/ 2

1r Course Schedule X | @y My Drive - Google Drive %/ B untitled document - Goog... % & x
|

G- ‘(/‘ @ https://docs.google.com/a/bedfordasd.org/document/d/ INtrSTx3i4slivh4hfA7pGERrQhUZca9q26kifq67gZY fedit e | (B~ coogle Q8 ANE| =

Most Visited ~ Pickem { ! Lincoln Interactive ) Blackboard Learn () Status Page

P Bedford Cyber Ac...  {%} Admin console StraightAce Link { } MathTV - Videos ... §8 Teaching like it's ...
[2) piigo - Sign in

Untitled document | | diehlj@bedfordasd.org v
ile dit View Insert Format Tools Table Add-ons Helpl All changes saved in Drive Comments m
=@ e CRAN =R

& e ~ T 100% - Normaltext - Arial nIgL- co Hl |[|E|E =EE |IE = = . E E | I # Editing - A
1 1 2 3 4 7
Rename document
Enter a new document nai
{ Untitled document J




Creating Spreadsheet & Presentation

Click on the red “CREATE” button and choose “Presentation” or | [ i
“Spreadsheet” o

d Folder

These documents are equivalent to creating a Microsoft PowerPoint [B bocument
and a Microsoft Excel document.

1

Presentation
Spreadsheet
é Form

n Drawing

Connect more apps

Rename each of your documents first so it can be easily located in drive and then
you will notice a familiar menu bar and tool bar, similar to Excel and PowerPoint.
Just click into the document area to begin typing and working.
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Creating a Form

Click on the red “CREATE” button and choose “Form”

This is used to create questionnaires or surveys.

Summer Tech 14
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v Form Settings
Require Bedford Area School District login to view this form
Automatically collect respondent's Bedford Area School District username
Show progress bar at the bottom of form pages
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| /lsummer Tech 14 Sign-Up

This summer we will be having a series of “One Day Trainings". Each session will be independent of the others, so you can pick
the topics that interest you most and sign up for just those days.

Al Google trainings are from 8:00 am to 12:00 pm, at Bedford High School in Room 202 (Mac Lab). Tuesday and Wednesday
will be Canvas Training. Canvas is a new learning management system (LMS), which is very user friendly and easy to learn and
use, that is now being offered as an alternative to Blackboard in Blended Schools and will replace Blackboard in Middle School
this year. All teachers district wide can have access to Canvas. There will be Act 48 hours given for all days. It will be 26 hours
if you attend all five trainings.

o signup, please check the boxes corresponding to the training day that interest you. Please contact John Diehl by email at
diehlj@bedfordasd.org or phone 814-623-4208 or 814-077-8145 if you have any questions.

First come, first serve.

Please check the box beside each training date that you wish to attend.*
() Monday Aug 11: Gmail and Google Calendar 8am - 12pm

() Tuesday Aug 12: Canvas Training 8am - 3pm

() Wednesday Aug 13: Canvas Training 8am - 3pm

() Thursday Aug 14: Google Docs & Drive 8 am - 12 pm

() Friday Aug 15: Google Sites & Google Classroom 8 am - 12 pm |

Presentation

Form

Drawing

Spreadsheet

Connect more apps

My Drive

Full Name*
Monday Aug 11: Gmail and Google Calendar 8am - 12pm 13
Monday Aug 11: Gm. _ Tuesday Aug 12: Canvas Training 8am - 3pm 4
Email Address (if you would like a confirmation reply) Toesday avg 12 .. [ Wednesday Aug 13: Canvas Training 8am - 3pm 4
Wednesday Aug 13: _ Thursday Aug 14: Google Docs & Drive 8 am - 12 pm 14

0 3 6 9 12 15

Friday Aug 15: Google Sites & Google Classroom 8am - 12pm 13

Summer Tech 14 Sign-Up

Once you create your questionnaire, you
can have it published for completion and
then you response can be analyzed by
checking out the summary.




Creating Folders prive

Organizing Documents

My Drive

Click on the red “CREATE” button and choose “Folder”. Ol Focer

% Document

.1 Presentation

Name your Folder and then you will see it B
« : » ;=] Spreadsheet
beneath “My Drive
é Form
New folder a Drawing

Please enter a name for the new folder:
Connect more apps

[Summer Tech Training

You may drag and drop files into your folder or you can use the Red upload arrow to
upload files into drive. Then you can organize them into folders.
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Sharing Files or Folders

With people who have a Google account.

Open or create a new document. Then click on the “share” button on the top right
of the screen. A new dialogue box will appear and you will want to input the
accounts (email) of those you wish to share this document with. Provide them with
either Edit, Comment, or View rights and they can now access this file from their
account under “Shared with me”.
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Invite people:
nter names or email addresses. ‘

Editors will b alowed o add people and change the permissions. [Change]

—p =3

Drive
TITLE
=
My Drive ‘ [ Copy of Article on Virtual Academy

B Summer Tech Training

Shared with Me

Starred
Recent
Trash

More v

Install Drive for your
computer




Sharing Files or Folders
With people who DO NOT have a Google account.

If are trying to share a Google Doc with someone who doesn’t have an account, you
right click on the document, select share, and then select email as attachment.
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Fill in the “Attach as”
and the email address

. . Attach as
you are sending It to -
Microsoft Word (.docx) ~
as well as the message

Email as attachment

To (required

johndiehl10@yahoo.com, | Cm.

Subject

and then click send.

test document copy

Message

This is a test for someone who doesn't have a google account

Send a copy to myself

Cancel




This is how it looks in the recipient’s mailbox. They have the option to either view
or download the file.
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Viewing the Document Downloaded and opened in MS Word
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Uploading Files

Click on the red upload arrow.
Then click on the “Files...” label.

~My Drive Files... *
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Y Enable folder upload...
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Select your file that you wish uploaded. It will upload and appear in your Drive.
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You can see that it is uploaded as a word document.

You can view it by clicking on it

or if you want to edit it, you will need to open (and convert) to a Google document.

Being Viewed in Google Docs.
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Wednesday = A Staff Trainer
8am - 3pm ~with the limit of 25 pacicipants a second day
of this touted educational revolutionary tool may be Dan Lucas & Mark
‘necessary. Radcliffe
August 14 | Google Docs & Drive - Learm how to use docs, sheets, Tobn Dichl
Touredas | and dides for
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How to use Google Drive

Google Drive

Keep everything. Share anything.

SE0EARENA

Google Drive is a free, web-based office suite and data storage service
offered by Google. It enables users to create online documents and edit
them collaboratively. As well as word processing, spreadsheets and
presentations, Google Drive offers a "forms" option that can be used to
generate online surveys, collate them and present the results.

"Google Apps for Education” is a package of free online tools, including
Google Drive compiled specifically for schools and colleges. It allows schools
to set up email accounts for its teachers and students, facilitates shared
calendars, shared documents and even the creation of websites that can
become class or project websites. It gives the administrator control to limit
access to emails and sites.

If you are considering setting up Google Apps for your school it is advisable
that it is done in consultation with the ICT Administrator in your school.

For the purposes of using Google Drive with your students, regular Gmail
accounts will suffice.

business@pdst.ie Page 1 of 8 Online Tools for Teaching and Learning



https://www.google.ie/

Professional Development Service for Teachers P'fﬁﬂ.f&iﬁi?ﬁig

Step 1: Log info your email as normal

/ Gmail Email from Google %
<« C' A B hitpsy//accounts.google.com/ServiceLogin?service=mail&passive=true&rm=false&continue=https://mail.google.com/mail/&s scc=1&lItmpl=default&ltmplcache=2

[T Malahide Communi... ! Yahoo! Ireland [ Google [ Co-operative Learni.. (] Methodologies (] Design (] Business (] Personal (] Website (] Literacy & Numeracy [ ICT (] LEVP » [ Other bookmarks

Goc ;gle @

Gmail
A Google approach to email. Signin Google

Username

Gmail is built on the idea that email can be more intuitive, efiicient and useful. And maybe even fun. Afer
all. Gmail has

= Lots of space Password
Over 10364.679125 megabytes (and counting) of free storage

Less spam

Can't access your account?
! Mobile access ’

Read Gmail on your mabile phone by pointing your phone’s web browser to http://gmail.com
Leam more

About Gmail  New features!  Switch to Gmail  Create an account

Love Gmail, but looking for a custom email address for your company?
Get business email. calendar and online docs @your_company.com. Leam mare

, Take Gmail to work with Google Apps for Business

Step 2: click on Drive at the top of the page.

/ [+ Inbox (4) - businessonline
(~ C' M @& https//mail.google.com/mail/?shva=1#inbox @ =
[T] Malahide Communi... Yahoo!Ireland  [EJ Geegle [ Co-operative Learni.. ("] Methodologies (] Design (] Business [] Personal [*] Website (] Literacy & Numeracy (] ICT (] LCWP »  [] Other bookmarks

+You Search Images Maps Play YouTube lendar More
GO L /8[6 businessonlinetools@gmail.com ~
Gmail ~ C o]

OFTEC Qil Training Course - cctrainingsenvices| hp - Competitive Prices. Great Training. OFT 101, 102, 105 & 600 Courses Why this ad?

Inbox (4)
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Step 3: You are now into the Google Drive dashboard.

|/ MInbox (4) - businessoniine: x }'c. My Drive - Google Drive % Untitled form - Google Dr % T |
C M & hitps;//drive.google.com/?tab=mo&authuser=0#my-drive v =

[T Malahide Communi... @! Yahoo!Treland [E] Google [ Co-operative Leami.. (] Methodologies [ Design [ Business [ Personal [ Website [ Literacy & Numeracy [ ICT [ LCVP » [ Other boskmarks

+You Search Images Maps Play YouTube News Gmail Drive Calendar More -

GO L. nge “ businessonlinetools@gmail com ~
Drive

TITLE OVINER LAST MODIFIED
* My Drive
Online Tools for Teaching and Learnin, 18:33
Shared with me = 9 9

Starred J~ 36_Interesting_Ways_to_use_Google_Docs_in_the_classroom pdf 11 Apr me

Ry t
ecen - best_of_teachers_web_tools. pdf 11 Apr me

More +
-~ Digital universe by A. Kilcoyne SBP 2012 pdf. pdf 11 Apr me
Download Drive for PC
- Getting Started with Weebly Instructions. pdf 11 Apr me
. Google Forms Manual_0 pdf 11 Apr me

- Installing Adobe Reader Software pdf 11 Apr me

Step 4: Creating a document from scratch is very simple. Click
the create button.

|/ MInbox (4) - businessoniine: % }'g. My Drive - Google Drive % Untitled form - Google Dr % s e

C A & htips;//drive.google.com/?tab=mo&authuser=0#my-drive e =

[T Malahide Communi... @! Yshoo!Treland [EJ Google [ Co-operative Leami.. (] Methodologies [ Design [ Business [ Personal [ Website [ Literacy & Numeracy [ ICT [T LCVP » (] Other bookmarks

+You Search Images Maps Play YouTube News Gmail Drive Calendar More -

GO L. nge “ businessonlinetools@gmail com ~
Drive

+ My Drive

TITLE OVINER LAST MODIFIED

Shared with me 8 Online Taols for Teaching and Learning 18:33 me
) J~ 36_Interesting_Ways_to_use_Google_Docs_in_the_classroom pdf 11 Apr me
- best_of_teachers_web_tools.pdf 11 Apr me

- Digital universe by A. Kilcoyne SBP 2012 pdf. pdf 11 Apr me

- Getting Started with Weebly Instructions. pdf 11 Apr me

. Google Forms Manual_0 pdf 11 Apr me

- Installing Adobe Reader Software pdf 11 Apr me

business@pdst.ie Page 3 of 8 Online Tools for Teaching and Learning
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Step 5: You can create a document (similar o Microsoft Word),
spreadsheet (similar to Microsoft Excel), presentation (similar to
Microsoft PowerPoint), form (useful for creating tests,
evaluations, surveys), etfc.

[/ tnbox @) - businessoniine: x ¥ & My Drive- GoogleDrive  x [E=E ]
C' A @& htips//drivegoogle.com/?tab=mo&authuser=0#my-drive v =
[T] Malahide Communi... ! Yahoo!Ireland [} Google [ Co-operative Leamni.. (] Methodologies [] Design [ Business (] Personal [*] Website (] Literacy & Numeracy [1ICT [ LCVP »  [] Other bookmarks

+You Search Images Maps Play YouTube News Gmail Drive Calendar More -

GOL nge businessonlinetools@gmail.com ~

Drive

My Drive

I TITLE OVINER LAST MODIFIED

» - Folder
é Document

Presentation

B Online Tools for Teaching and Leaming me 18:33 me
. 36_Interesting_Ways_to_use_Google_Docs_in_the_classroom pdf me 11 Apr me
Is_pdf me 11 Apr me
Spreadshest B, e SBP 2012 pdf pdf me 1 Apr me
Form - Getting Started with Weebly Instructions. pdf me 11 Apr me
- Google Forms Manual_0 pdf me 11 Apr me

a Drawing

= Installing Adobe Reader Software pdf me 11 Apr me
Connect more apps

Step 6: Select Document (the steps that follow also apply for
creating a presentation or spreadsheet).

|/ M inbos (4) - businessoniine. x V& Wy Drive- GecgleDrve % ) [ Unfitied document - Goc: X T |
C' A & htips;//docs.google.com/document/d/19cNFSYUTECWs0u15pQV32u3juuhqvMxEcauBWTmTYNk/edit Qs =

[T Malahide Communi... @! Yahoo!Treland [E] Google [ Co-operative Leami.. (] Methodologies [ Design [ Business [ Personal [ Website [ Literacy & Numeracy [ ICT [ LCVP » [ Other boskmarks

businessonlinetools@gmail.com

Untitled document Comments m

File Edit View Insert Format Tools Table Help
[ ala -'-7 Normal text -  Arial

2 1 2
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Step 7: To name the document click on Untitled document

' I Inbox (4) - businessonline. % Y. g My Drive - GoogleDrive % J B Untitled Document - Goo: X oo
I )

C' A & httpsy//docs.google.com/document/d/19cNFSYU7ECWs0u1SpQV32u3juuhqvMxEcauBWTmTYNk/edit Q5 =

[T Malahide Communi... ! Yahoo!Treland [EJ Google [ Co-operative Leami.. (] Methodologies [ Design [ Business [ Personal [ Website [ Literacy &Numeracy [ ICT [ LCVP » (] Other bookmarks

Rename document

Enter a new document name:

| Online Tools for Teaching and Learning

n Gancel

Step 8: Saving your document.
There is no save button in Google Drive. All changes made are
automatically updated, so your work will never be lost.

|/ M ko (4) - businessoniine. x Y& My Drive- GecgleDrive % [ Online Tools ot Teaching X [E=E ]

C A & hitps;//docs.google.com/document/d/19cNFSYU7ECWs0u1SpQV32u3juuhgvMxE

IWTmTYNK/edit Qs =
[ Malahide Communi... ! Yahoo!lreland [] Google (] Co-operative Learni...

(7 Methodologies [ Design (7 Business [ Personal [T Website [ Literacy & Numeracy [ ICT [ LCVP » [ Other boskmarks

businessonlinetools@gmail.com

Online Tools for Teaching and Learning e
File Edit View Insert Format Tools Table Help All changes saved in Drive

& o ~ T Normatext - Aral

2 1 2

Welcome to the first session of Online Tools for Teaching and Learning in Business|
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Step 9: Once the document has been completed, it will be
privately owned by you. If you want to share it with your students
or other members of staff just click the "Share" button on the

top right hand corner.

aq| =

» (] Other bookmarks

C' A | & https//docs.google.com/document/d/19cNFSYUZECWs0ULSpQY32u3juuhgvMxEoauBWTmTYNK/edit
[T Malzhide Communi.. @1 Yahoo!Ireland [EJ Google (] Co-operative Leami... [ Methodologies (] Design (] Business (] Personal (] Website (] Literacy & Numeracy (] ICT [ LCVP

etools@gmail com =

Online Tools for Teaching and Learning

File Edit View Insert Format Tools Table Help All changes saved in Drive
& o ~~ " Normaltext - | Arial -1 - B Z UA-RIN- ol

2 1 2 3 4 5 6 7 8 9

Welcome to the first session of Online Tools for Teaching and Learning in Business|

Step 10:

/ M inbox 4) - businessoniine. x 1 ¢ My Drive - GoogleDrive % |5 Online Tools for Teaching x

C i |8 ntps//docs.google.com/document/d/19eNF5YU7ECWs0u1SpQV32u3juuhavMxEoauBWTmTYNK/edit

[T] Malahide Communi... @ Yahoo! Ireland [E] Google (] Co-operative Learni.. (*] Methodologies (*] Design (] Business (] Personal (] Website [1] Literacy & N|

Sharing settings

Link to share {only accessible by collaborators)

hitps: /docs. google. com/document/d/19cNF5YUTECWs0u1SpQV32u3juuhavixEcau

Share link via: [0V '_!-a n u
o]

Whao has access

Private - Only the people listed below can
access

8 Change

2 PDST Business Online Toals (you) busine. Is owmer

Add people:
Can edit ~

v Can edit
INotify people via email - Add message
Can comment

Send a

Paste t Can view
Cancel z
email

business@pdst.ie Page 6 of 8 Online Tools for Teaching and Learning
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Step 11: You can also upload your existing word
document/spreadsheets/PowerPoint Presentations that you have
already created to Google Drive from your computer or laptop

_.a" ] Inbox (4) - businessonline x Yb My Drive - Google Drive % _
‘L J

C A 8 nttps//drive.google.com/?tab=mo&authuser=0#my-drive
m Malzhide Communi... @l Yahoo! Ireland B Google (] Co-operative Learni... [ Meth

+You Search Images Maps Play YouTube MNews Gmail Dri

GOUSI(’T

Drive

* My Drive

My Drive

TITLE

Shared with me B Online Tools for Teaching and Learning

Starred M- 36_Interesting_Ways_to_use_Google_D

Recent
seen - best_of teachers_web_tools.pdf

Maore -
- Digital universe by A. Kilcoyne SBP 201,

Step 12: Select the file or folder you want to upload, then click
on "Open” to attach it.

_uﬂ
- vl « Courses » Drumcondra Courses Search Dr. urses O

Organize v New folder s I @

¢ Favorites Documents library PO e
B Desktop Drumcondra Courses

& Downloads o

%] Recent Places
4 Dropbox 58] Verbs for Blooms Taxonomy
= | Google Forms Manual_0
3 Libraries @] 1deas for Drumcondra Course
5 Documents = Digital universe by A. Kilcoyne SBP 2012 pdf
o Music ) Online tools for teaching and leaming
& Pictures @ Installing Adobe Reader Software
H videos = Installing Adobe Reader Software
= | Getting Started with Weebly Instructions
«& Homegroup B Online tools for teaching and leaming participants contact details
@ Course information

= best_of teachers_web_tools

1% Computer
£ Local Disk (€3 36_Interesting_Ways_to_use_Google_Docs_in_the_classroom
3 DVD RW Drive (0 | Animoto - Cartoons in education2
-4 i

File name: | + |AlFiles

business@pdst.ie Page 7 of 8 Online Tools for Teaching and Learning
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Step 13:

™ Inbox (4) - businessoniing % 7 & My Drive - Google Drive % [E=E ]
C M & hitps;//drive.google.com/?tab=mo&authuser=0#my-drive v =
[ Malahide Communi.. @! Yshoo!reland [EJ Google (] Co-operative Leamni.. ("] Methodologies (] Design (] Business [ P | [ Website (7] Literacy & Numeracy (] €T (7] LCVP S it bos

+You Search Images Maps Play YouTube News Gmail Drive Calendar More -

Google
Drive

My Drive
=35

“ businessonlinetools@gmail com ~

"Verbs for Blooms Taxonomy doc” has been uploaded.

o -

TITLE OWINER LAST MODIFIED

I * My Drive

Shared with me

Starred pe

Recent

M

More «

M

Download Drive for PC

P

P

M

8 Online Tools for Teaching and Learning me 18:33 me

36_Interesting_Ways_to_use_Google_Docs_in_the_classroom.pdf 4 Upload complete

best_of teachers_web_tools.pdf Settings v Conversion: Off
Digital universe by A. Kilcoyne SBP 2012 pdf. pdf W7 Veros for Blooms Taxonomy.doe
Getting Started with Weebly Instructions._pdf

Google Forms Manual_0_pdf

Installing Adobe Reader Software pdf

B Online Taols for Teaching and Learning

'W Verbs for Blooms Taxonomy.doc

0% full
Uparade storage

Using 17 MB of 5 GB - 0 MB in Bin Upgrade storage

Documents can be easily shared with students and/or worked on

collaboratively.

Students can follow the same process to share

their homework/projects which you as the teacher can then

comment on.

For more information, click
https://www.google.com/intl/en/drive/start/features.html

business@pdst.ie
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Basics of Google Docs (Lesson 1 Handout)

Google Docs gives users the ability to create and store documents and files using any web browser (in
“the cloud”), access them from any device, and give multiple people simultaneous access. “The Cloud”
is a phrase that means being able to access information through a web browser that are stored on a
company’s computers. This gives you the ability to access them anywhere and share them with others.
Heads-up: Google Docs works best in Google Chrome, but you can usually use it in any web browser

(Safari, Internet Explorer, Firefox).

To get started, go to drive.google.com and log in to a Google account
OR login to a Gmail account, click on the little grid in the upper-right of the

screen (looks like = ) and choose ‘Drive’

Create a Google Doc

Go g|€ Drive Search Drive

“ My Drive > Example ~

File upload

&= Upgrade storage

i Click “New” and

Folder upload “Google DOC,, tO
, B Google Docs / Create a neW

document in the
folder you're
currently viewing

Drop files here

Once you're in your
Google Drive account,
click on the ‘New’ button
and click on ‘Google Docs’
to create a new Google
Doc.

Example Title
[

File

You can click here
to edit the name of
this document

~ T 100% Normal text Arial

Edit View Insert Format Tools Table Add-ons Help All changes saved in Drive

1 u A

This tells you
that your
changes have
been saved (it
happens
automatically)

(<)

To change the name of the
document, click on the
‘Untitled document’ name
in the upper-left corner of
the screen and replace it.
Press ‘Enter’ or click in
the document to save.
Your document is
constantly automatically
saving as long as you are
connected to the internet,
and it will tell you as
much if you look to the
right of the ‘Help’ menu.

Prepared by Andrew BoddySpargo




Edit a Google Doc

Example Tltle - andrew.boddyspargo@gmail.com =
H File Edit View Insert Format Tools Table Add-ons Help  All changes saved in Drive Comments

& o ~ P 100% -  Normaltext Arial 1 B 7 U|A- e = [ I1E-|i= =| & S - 2

grint Font Text Alignment
Undo .
Redo Font Size _ _
Text F ¢ Line Spacing
: ext Forma _
Format Painter List Styles
Zoom in/out View  Text/Highlight Color .
Indentation

Insert Format

Example Title

File Edit View

& e~ P [ Image...
GO Link...
Tr° Equation...
EY Drawing...

[la] Chart

Table

Footnote

Tools Table Add-ons Help Lasteditwas 31 minutes ago
- 1 B U, A- c<
®K 2 3 4
»
38+Option+F
4x4

Q) Special characters...

— Horizontal line

To insert a picture, click on the
‘Insert’ menu and select ‘Image.’
You can upload a picture from
your computer or click on the
heading that says ‘Search’ to use
a Google Image. To insert a
table, click on the ‘Insert’ menu,
hover over the ‘Table’ option,
and use your cursor to indicate
the dimensions of your table.

Download a Google Doc

Example Title
File | Edit View

Share...

New

Open...
Rename...
Make a copy...
Move to...

Move to trash

See revision history

Language

Download as
Publish to the web...
Email collaborators...

Email as attachment...

Document details...
Page setup...

&= Print

Insert Format Tools Table Add-ons

#0

38 +Option+Shift+H

8P

Help  All changes save

Arial - 1 - B 7

1 2 3

Microsoft Word (.docx)
OpenDocument Format (.odt)
Rich Text Format (.rtf)

PDF Document (.pdf)

Plain Text (.txt)

Web Page (.html, zipped)
EPUB Publication (.epub)

To download your document as
a Microsoft Word document or
as a PDF, click the ‘File’ menu
and hover over the ‘Download

As’ option. Once you click on the
desired file type, your computer
will either download it to your
downloads folder or it will ask
you where you want to save it
(depending on your browser
settings). Once you download it,
you can open it in another
program or attach it to an
e-mail.

Prepared by Andrew BoddySpargo



Share a Google Doc

Share with others Get shareable link (c

People

= example@gmail.com x # Can edit ~

This will share the document with the person whose email is
"example@gmail.com" and will allow them to edit the document. To send it, click
"Send" below,

m Cancel Advanced

Method 1 - send invite
To share a Google Doc, locate
the blue ‘Share’ button in the

upper-right corner of your

browser window and click on it.
You can then type the email
address(es) of the person(s) you
want to share the document
with. You can also select what
TYPE of access they get (change
the “Can edit” option) and type
a little message for them. Then
you can click ‘Send’ and they
will get an email with an
invitation to access the
document.

Are you sure?

You are sending an invitation to andrew.boddyspargo@marquette.edu. Since there is no
Google account associated with this email address, anyone holding this invitation will
have access without signing in.

=N -

IF you share a document this
way with an email address that
is not a Google account, then
you will get this warning. The
person you share it with will be
able to view it, but unless they
have a Google Account, they
won’t be able to edit it.

Link sharing updated

Share with others Get shareable Iinke

Link sharing on Learn more

Anyone with the link can edit ~ Copy link

https://docs.google.com/document/d/1maAROIB21ECo_qzHUJOTHOCd2rxEERNV

People

# Can edit ~

Method 2 - use a link
Instead of typing the e-mail
addresses of specific people, you
can click the “Get shareable
link” option and it will generate
a URL that you can copy and
paste into an email to share with
others. ANYONE who gets that
link can access the Google Doc,
so be careful with this option.
You can change the type of
access associated with the link
by clicking the down arrow next
to ‘can edit’ in the picture to the
left and choosing a different
type of access. Then click ‘Copy
link’ and paste it into any email.

Prepared by Andrew BoddySpargo



Access a Google Doc

Example Title - Invitation to edit inbox x

(_;1 Andrew BoddySpargo (via Google Docs) 12:22 PM (0 minutes ago) LN %

2 tome~

Andrew BoddySpargo has invited you to edit the following document:

B Example Title

@ This is a test to see what the sharing email looks like.

Open in Docs

Google Docs: Create and edit documents online.
Google Inc. 1600 Amphitheatre Parkway, Mountain View, CA 94043, USA GOO Ie
You have received this email because someone shared a document with you from Google g

Docs.

If someone sends you a Google

access to it. Click on the name of
the document or the blue button

Doc invitation, this is what the
email looks like. It grants only
your specific Google Account

that says “Open in Docs” to
access the document. In this
example, Andrew has given me
editing access to the document,
so I can make changes.

Andrew BoddySpargo has invited you to edit the following document:

B Example Title

This is a test to show how it doesn't work to share it with non-Google email
addresses.

This email grants access to this item without logging in. Only forward it to people
you trust.

Google Docs: Create and edit documents online.

Google Inc. 1600 Amphitheatre Parkway, Mountain View, CA 94043, USA ( OO |e
You have received this email because someone shared a document with you from g

Google Docs.

If someone sends an invitation
to access a Google Doc to a
non-Google email address, this
is what it looks like. Because the

email address doesn’t have a
Google account, it grants them
access to view it. If they happen

to be logged into a Google
account, then they will be able
to edit the document with that
Google account, even though it
was shared with the non-Google
address. This type of sharing is
slightly less secure because if
the invitation is forwarded on to
someone else, then they could
get access, too. It’s still slightly
more secure than just
generating a link, though.

If someone emails you a link to their Google Doc, then generally they will send the
whole URL in the body of an email, or they will type an email and create a hyperlink
using some of the email text to link to the Google Doc that they’re sharing with you.

For more information, search “Google Docs Tutorials” on YouTube or
search for what you want to do with Google Docs using a search engine

Prepared by Andrew BoddySpargo
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LIBRARY AND LEARNING SERVICES STUDY GUIDE | GOOGLE DOCS
www.2.eit.ac.nz/library/OnlineGuides/Google Docs.pdf

Google Docs

Opening a New Doc

To open a new Google Doc, navigate to your Google Drive and click on New.

L Drive

F MNew

b My Drive

ﬁ!ﬂ

Computers

L]
L]

Shared with me

@ Recent
YW  Starred
i Trash

Click on the arrow next to Google Docs

Folder

¥4 File upload
+

3 Folder upload
B

Google Docs »
Google Sheets >
Google Slides »
Mare >

THE EXPERIENCE YOU NEED & THE SUPPORT TO SUCCEED @ EIT




LIBRARY AND LEARNING SERVICES STUDY GUIDE | GOOGLE DOCS
www.2.eit.ac.nz/library/OnlineGuides/Google Docs.pdf

Choose between whether you want a blank document or a template

L - T
Folder
255
File upload
Folder upload
T Twist
B Google Docs >
Blank document
Google Sheets >
From a template
Google Slides >
'St some point Yo edited at some
More »

If you choose Template, it will bring up a list of templates that are designed for specific types of
documents. Click on the one you wish to use.

Template gallery

+

Blank

Resumes

THE EXPERIENCE YOU NEED & THE SUPPORT TO SUCCEED @ EIT




LIBRARY AND LEARNING SERVICES STUDY GUIDE | GOOGLE DOCS
www.2.eit.ac.nz/library/OnlineGuides/Google Docs.pdf

If you choose Blank, it will open up a document that looks like this.

Untitled docume
SHARE
B i a L
- I N A BT UA # a -] === =1 = T # Editing A -
@

Customising your Document
At the top of the document, there is a quick access toolbar with commonly-used tools such as size,
bolding, alignment, font etc.

e o @ P 100% - Nommaltext | Arial - m - B I U A & o W- = === 15 - E -
L

liil
Il
7

There are also more tools and features that can be accessed from the menus located above the toolbar.

Untitled document
File = Edit View Insert Format Tools Add-ons Help

" Shara... rmal text - Arial -

New
Open... Ctri+O

Make a copy...

Download as

Rename...

Publish to the web_ .

Language
Page setup...
= Print Ctri+P

THE EXPERIENCE YOU NEED & THE SUPPORT TO SUCCEED @ EIT




LIBRARY AND LEARNING SERVICES STUDY GUIDE | GOOGLE DOCS
www.2.eit.ac.nz/library/OnlineGuides/Google Docs.pdf

Sharing and Accessing

Sharing
As Google Docs are stored in your Google Drive, you can share them with others so that they can access

them.
Click on the Share button

(=l f SHARE

# Editing - A

From there, you can either enter the email addresses of those that you want to share the document
with.

Share with others Get shareable link (¢
People
Enter names or email addresses.. /‘ -

Or you click on Get Shareable Link and copy a shareable link to send to them. You can also choose
whether the people with the link can view, comment, or edit using the dropdown menu.

Share with others Get shareable |ink®

Link sharing on Learn more

Anyone with the link can view - Copy link

People

Enter names or email addresses.. ;S -

THE EXPERIENCE YOU NEED & THE SUPPORT TO SUCCEED @ EIT




LIBRARY AND LEARNING SERVICES STUDY GUIDE | GOOGLE DOCS
www.2.eit.ac.nz/library/OnlineGuides/Google Docs.pdf

If you click on advanced, this menu will appear, where you can change the privacy of the document and
adjust the owner settings.

Sharing settings

Link to share (only accessible by collaborators)

Share link via: M @ n ’

Who has access

@  Private - Only you can access Changs...

{you)
pamail.com

Invite people:

Enter names or email addresses.. s -

Owner seftings Learn mare
Frevent editors from changing access and adding new people

Disahle options to download, print, and copy for commenters and viewers

Accessing
You can change the access of the document by clicking on the drop down menu.

oF -

J Editing - A

« Editing

7’ . .
Edit document directly

£ Suggesting
Edits become suggesiions
Viewing
Read or print final document

THE EXPERIENCE YOU NEED & THE SUPPORT TO SUCCEED @ EIT




LIBRARY AND LEARNING SERVICES STUDY GUIDE | GOOGLE DOCS
www.2.eit.ac.nz/library/OnlineGuides/Google Docs.pdf

Naming and Moving your Doc
Naming
Click on the current name of the document

E Untitled documentil il LS

File Edit View Insert Format Tools Add-c

e~ o~ o P 100% - Normal text - Avrial

Type in the name you wish to change it to

E | Example Document] [in B 1y Drive
File Edit WView Insert Format Tools Add-or

e~ o~ o P 100% - Mormaltext - Arial

Click out of the box to complete the change.

Moving

Click the file icon next to the doc name.

This will bring up a list of your folders in your Google Drive.
Click on the one you wish to move it to and click on move.

Example Document |

F”E." Edit "h'riEW |FISE.‘I1 Fnrmai' Tonln Add ane Hnlm Al ﬁhﬂnﬂﬁﬁi

My Drive &2 X

e~ o~ omm P 100% - Normal b

H
B 2015 '

2016
i 2017

B Chivo

B E_Ruei .

[ ]

THE EXPERIENCE YOU NEED & THE SUPPORT TO SUCCEED @ EIT




2 Google Sheets - Step by Step Guide

Objectives:
® Learn how to CREATE, EDIT, PRINT and ACCESS a Google Document

Timeline to Complete: Approximately 15 - 20 minutes

Create a New Document:

1. To create a new Google Sheet make sure you are
il logged into your Google Drive. Then in the upper left

Folder .
hand corner click on New and select Google Sheets.
ﬁ File upload
f) Folder upload A new Google Sheet appears in your browser and now
B Google Docs you're ready to edit.

Google Sheets
Google Slides

More »

Rename your New Document:

Intitled spreadsheet 2. After creating a new sheet it is important to give
File Efm Inset Fomat — the spreadsheet a name. In the upper right hand
& ~ T s % o m cornerclick on Untitled Spreadsheet.

You can rename your spreadsheet at any time by clicking the on title.

*This work was created by Staff Members of Indian Prairie School District 204



Rename spreadsheet Enter the name of your spreadsheet in the text
box provided and click OK.

Enter a new spreadsheet name:

“ Untitled spreadsheet

Edit and Format a Document:

3. Now it’s time to type and design your Google Sheet. There are many different tools and
ways to edit your spreadsheet with the edit toolbar.

= Lintitled spreadsheet
3 File Edit View Insert Format Data Tools Addons Help
% ri v .

:
A: You can use the toolbar menu options to edit and modify your spreadsheet in various
ways. Click a menu and then select the desired action from the drop-down list.

B: This toolbar provides convenient shortcut buttons for formatting the data in your
spreadsheet, like font size, text alignment, text color, and more.

C: Cell - Each rectangle in a spreadsheet is called a cell. A cell is the intersection of a row and
a column. A cell is where you will enter in text and format as desired.

D: Formula Bar - You can use the formula bar to

enter and edit data, functions and formulas for a
specific cell. In this example, cell B2 is selected.
Note how the data appears in both the cell and
the formula bar.

3

*This work was created by Staff Members of Indian Prairie School District 204



E: Sheets Toolbar- Every spreadsheet can have

21
multiple sheets. Select the sheet tabs to navigate e
between sheets or click the Add Sheet + command + = | Sheett
to add a new sheet.
You can rename a Sheet by double clicking on the Sheet # tab.
F: COMMENT FEATURE - In a Google Spreadsheet you can only comment on
a single cell at one time. To make a comment click on the cell and then . .
omments

either click on the comment icon on the toolbar or the comment button on
the right hand corner.

If a cell has a comment then the corner of the

’fJ Jennifer Bokermann
cell turns orange.

A B

G

Ente-r Comment in text box

L

Many of the editing and formatting features in Microsoft Excel can be found in a Google
Spreadsheet.

Accessing Google Sheets:

Whether you are finished editing your spreadsheet or you want to finish it later,
there is NO NEED TO SAVE because Google Sheets automatically saves any changes for you.
Help  All changes saved in Drive

So to exit you can simply close the window when finished or PRINT if necessary.

To PRINT your spreadsheet, click File > Print, or click the printer icon. A PDF version of your
document will appear with these print options:

*This work was created by Staff Members of Indian Prairie School District 204



. |Printsettings I

Options

7
® Current sheet

All sheets

Selection

Paper size

Letter (8.5" x 11") 3

Layout

.
Fit to width Actual size

Cancel

Repeat row headers on each page
Mo gridlines

Include document title

Include sheet names

Include page numbers

)
Portrait Landscape

There are 3 very important print options:
1. Current Sheet - This option will ONLY print the '

sheet that is currently being vi

2. All Sheets - Will print all pages

3. Selection - If you choose to pri

ewed

nt a selection, the

printed selection is the range of cells you selected

before opening the 'Print settings' dialog.

After choosing all your printing options simply hit print!

Print settings

Options

® Current sheet
All sheets

Selection

Your Google Spreadsheet can be accessed from your Google Drive. It is located in your my

Drive OR in a folder where it was cre

ated.

*This work was created by Staff Members of Indian Prairie School District 204



Explore with Google Sheets
The Explore function of sheets will be particularly helpful for individuals who don't consider
themselves to be "spreadsheet people." If you aren't comfortable running formulas and
functions, use the Explore feature. Click on Explore in the lower right corner and type in a
guestion and Google's machine learning engine will attempt to answer it for you.

Extra Resources:

e List of all Google Sheet Formulas/Functions:
https://support.google.com/docs/table/25273?hl=en
® Google Sheets: Getting Started- http://www.gcflearnfree.org/googlespreadsheets/8

*This work was created by Staff Members of Indian Prairie School District 204


https://support.google.com/docs/table/25273?hl=en
http://www.gcflearnfree.org/googlespreadsheets/8

Google'Apps | Getting Started

?: Google Docs: Spreadsheet basics

Once you know the basics on how to_access, create, and edit Google Docs, read here to learn the
basics that apply specifically to Google Docs spreadsheets.

Create a spreadsheet

From Google Drive (or your Docs list if Drive is not yet enabled), click the Create button and select
Spreadsheet.

o

E Document
n Presentation

in Spreadshest {b
B Form

Drawing
BB Folder

From template__.

Tip: Don't forget to rename your new spreadsheet. To do so, just click the name (which should be “Untitled
spreadsheet” at this point).

Format data in your spreadsheet

To enter text or data in your spreadsheet, just click a cell and start typing. By default, data is entered in “Normal”
format, which means no special formats are used - what you type is what you get.

Use the menus and toolbar to format the selected cells in your spreadsheet.

File Edit View Inset Format Data Tools Help Last edit was made 16 minutes ago by cassy
o AL - s %an- wpt: B A-RN.@H. =-6H-5 I -

You can format your data as currency, percent, dates, times, plain text (where numbers are treated as text
instead of numerical values to be interpreted), or other formatting options:

4/24/2012 DN:GA-GDSB_102.01



$ % 13- | 1opt: B A A - .
Marmal
B
1,000 Rounded
1,000.12 ? Decimals

Custom Decimals...

(1,000) Financial rounded
(1,000.12) Financial
1.01E+03 Scientific
$1.000 Currency
$1,000.12 Currency

More currencies

10% Percent rounded
10.12% Percent
9/26/2008 Date
15:59:00 Time
9/26/2008 15:59:00  Date time
24:01:00 Hours
Mare formats -

Plain text {I:7

Work with rows, columns, and sheets

The building blocks of a spreadsheet are rows and columns of cells filled with data. Each grid of rows and
columns is an individual sheet.

Add a row or column

1. Select any cell that should be next to the new row or column.
2. On the menu bar, click Insert and then choose where to add your row or column.

Insert | Format Data
Row above

Row below

Column left

Column right{b

4/24/2012 DN:GA-GDSB_102.01



Tip: To add multiple rows or columns at one time, first select the number of rows or columns you want
to add. The Insert menu will then give you the option to add that many rows or columns. For example, if
you select a block of 2 columns by 3 rows, the Insert menu shows these options:

Inset Format Data Tools Help All changes saved
Row above w AR .@.
Row below
3 Rows above D
3 Rows below Due Date
Column left 4/6/2012
Column right

- 41912012

2 Columns left
team 412002012
2 Columns right {b ™
aul 51572012

Delete a row or column

1. Select one or more cells in the row or column you want to delete. If you select multiple cells, you can
delete multiple rows or columns at a time.

2. On the menu bar, click Edit and then choose which rows or columns to delete. For example, if you
selected rows 4, 5, and 6 in column C, you'll see these options:

Edit View Inset Format Data Tools Help All changes
= Undo Ctr+Z
[ pt B A i * ﬂ - q:l
~ Hedo Ctri+Y
)
c
Ctrl+
a8 x L = Owner Due
[} Copy Ctri+C
g /) Paste GtV || jlian
Paste Special -
E Alyssa
L Vandana and team
Find and replace
n Shiane and Paul
Merge cells -
I Sharon
Delete values Sabrina
Delete rows 4 - 6 {Ij' Ahmet
Delete column C Janelle, Sean, and
Yuki

4/24/2012 DN:GA-GDSB_102.01



Tip: If you only want to delete the data in the cells (but still keep all the existing rows and columns),
select Delete values.

Move a row or column

You can use Copy and Paste (on the Edit or right-click) menu to move cells, but here’s a quicker way:

1. Select the cell or block of cells that you want to move.
2. Move your cursor to the edge of the selected cells, until you see the cursor change into a hand:

'y B
1 £590.37| 33%
2 $304.13 17%
3 $268.35 15%
4 $143.12 8%
5 $35.78 2%
6 5447 25 25%
T
B $1,789.00 100%
8

{ff? n

= | =i
— -]

3. Hold down the mouse button and drag the cells to their new location.

Tx $580.37
A B C
1 $590.37 33%
2 $304.13 17%
3 $268.35 15%
4 $143.12 8%
5 $356.78 2%
[ $447 .25 25%
7
& $1,789.00 100%
k]
10 |
11
12
13 s
14

4. Release the mouse button to drop the cells in their new location.

Keep header rows and columns in place

Your first rows or columns might be headers that you want to always keep at the top or left as you scroll through
your spreadsheet. In that case, you'll want to freeze the first rows and columns so they stay put. You can freeze
up to 10 rows and 5 columns.



Just click View > Freeze rows (or View > Freeze columns), and then select the number of rows to freeze.

In the example below, the top 2 rows are frozen. You can tell by the thicker line beneath Row 2:

A B C D E F
Area * Milestone Owner Due Date Status Notes
3 Send tiering proposal
Support policy to management Julian 4/6/2012 Complete Approved
4 Assign specialists for
Support each area Alyssa 4/9/2012 Complete
o Help content final
Documentation review Vandana 472002012 In progress
] Meed to identify
Training Finalize curriculum Shiane and Paul 5152012 Mot started additional trainer
T Estimate support
Support impact Sharon 4/13/2012 Complete

L=

Tip: You can also drag and drop the blue line sections to quickly change the number of frozen rows or columns.

Once frozen, your headers will stay in place as you move about your spreadsheet, and they won't be sorted if you
sort a column.

Add a new sheet

You might have multiple spreadsheets for a given project. For example, a travel company planning a tour might
create separate spreadsheets for tour dates, customers, transportation, hotels, excursions, and so on.

A convenient way to handle multiple related spreadsheets is to use Google Docs “sheets.” Sheets let you open
one Google Spreadsheet and quickly jump back and forth between the related sheets, similar to how you might
use tabs in a browser to jump between different web sites.

To add a new sheet:

1. Click the plus sign at the bottom left of your spreadsheet:

19
20

+ = Sheetl ~

2. By default, sheets are named Sheetl, Sheet2, Sheet3 and so on, so you'll probably want to rename the
new sheet. Select the tab for the new sheet, click the drop-down arrow, and select Rename:



Dalate
Duplicate

Copy to
Rename ®
Frotect sheet

Hide sheet

Move |eft

Sheett -

Tip: The quickest way to re-order sheets is to drag and drop the tabs.

Get started with functions

Functions make calculations easy and automatic. Access functions from the summation sign on the Edit toolbar
(alternatively, click Insert > Functions from the menu toolbar). You'll have immediate access to some of the
most common formulas like Sum and Average. To learn about these functions, plus all the additional formulas
that you can use, click More functions.

> I -m
SUM
AVERAGE
COUNT
r‘..b"'_'?-.
MIN
More functions \I.b

To use the data from other cells in your functions, refer to the cells by column number followed by row number

(A6, C2, and so on). For example, here’s how to use the SUM function to add the cells directly above it:

1. Select the cell to contain the sum.
2. Click the function button (the summation sign) and select SUM.



3. The SUM function is inserted in the cell:

23
ar
132
54
=sum( |
4. Select the range of cells you want to add. The cell range (D2 to D5 in this example) is added to your SUM
function:
D
-
| 23]
| 87,
: 132/
| - §4J
[=SUM(D2-D5) |

5. Press Enter or Tab to see your result:

23
87
132
54

296

Share and collaborate

Take advantage of the collaborative features of Google Spreadsheets by sharing your spreadsheet with others.
Multiple people will be able to edit the same spreadsheet at the same time -- you'll always have the most up-to-
date version at your fingertips.

To get started sharing a spreadsheet, click the Share button at the top right of the page. See_Google Docs
Sharing and Collaboration to learn more about sharing settings.

There are a couple differences about collaborating in spreadsheets compared to text documents: only one person
can edit a cell at any given time, and comments are stored with individual cells. These differences are described
below.

Collaborate with joint edits

A cell that you've selected is outlined in blue, but when someone else is editing your spreadsheet, a cell they've
selected has a different color border. If you want to see who has selected a cell, just move your mouse there:


http://goo.gl/rLAKb

C D E F
Owner Due Date Status Notes
Julian 4/6/2012 Complete Approved
Alyssa 4/9/2012] Complete
Vandana and team 472072012 In progress ['\?

Meed to identify

Shiane and Paul 5M15/2012 Mot started additional trainer
Sharon 4/13/2012 Complete

With Google Spreadsheets, you don't have to worry about overriding edits made by someone else. A cell will be
greyed out while it's being modified by someone else:

Help content final review  Vandana and team

Finalize curriculum Shiane and Paul

Estimate support impact | Sharon

If you try to edit a greyed out cell, your changes won't stick.

Collaborate with comments

If you can edit a spreadsheet you can add comments to individual cells:

1. Select the cell you want to comment on.
2. Click Insert > Comment (or use the right-click menu).
3. Type your comment. It will automatically be “signed” with your name and date:

Need to identify
additional trainer ! availablel —

09 2012 14:58:56 GMTI-0800
(Pacific Standard Time)

4. Click into another cell. You'll see that the cell you commented on now has an orange triangle in the
upper-right corner to indicate comments:

Meed to identify D

additional trainer

5. If you want to add another comment, follow the steps above. New comments for a cell are added above
the older comments.

4/24/2012 DN:GA-GDSB_102.01



6. To see comments, just hover over the cell:

Need to identify

-
- ; I checked with Murthy.
additional trainer

He's not available. —
alice Thu Feb 09 2012
15:22:07 &T-0800
(Pacific Standard Time)

Murthy Desai might be
available --cassy Thu

- mn nman s s o

7. When you're done with comments for a cell and want to remove them, right-click over the cell and select
Clear comments.

4/24/2012 DN:GA-GDSB_102.01



PILANI
ATMANIRBHAR
RESOURCE
CENTER

PARC

LESSON 8
Google Slides Tutorial

Google Slides is a powerful tool for presentations. It helps you prepare
convincing and attractive presentations for your audience and adds emphasis
to what you’re trying to convey. To learn more about Google Slides, check out

this link:

https://www.google.com/slides/about/

With that brief introduction out of the way, let’s get started!

® Opening slides:

1. Select the “Google Apps” button and then “Slides”

@
K(

Account

1

o

E om
0
w

W Calendar

ren

8

anni

Currents
old 2

itche__ e

Grmail

sh

m
o
o

d:o

Sites

Drive

Slides

Q

Meet

o

Contacts
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2. Since we’re just starting out, let’s work with a “Blank” template.

B Buy Trainspotting Book Online &' X M Upskilling Teachers - Google Driv X | [BJ GoogleSlides - Google Docs x [ Google Slides

c a google.com/presentation/u/0/: d

@ s o

= Slides Q  search

Start a new presentation Template gallery { :

L

Blank Book report Field trip Flash cards Science project

Recent presentations Owned by anyone + B Az O

f Mitotic Index

mitosis in given

WASTE MANAGEMENT SY... Copy of PPT Mitosis Biolab.pptx
y 29,2020 % 2, Feb 22, 019

2, Nov 16,2019

H L0 Type here to search

ﬂ Buy Trainspotting Book Online at X M Upskilling Teachers - Google Dri. X = GoogleSlides - Google Docs X . Untitled presentation - Google S X +

& C @ docsgoogle.com

Untitled presentation =] ] Present - | @ Share o
File Edit View Insert Format Slide Arrange Tools Add-ons Help
+ v e v i |~ Q v Anal v =1+ A & A
& 7T Q LG - AL RN B I UA Themes ><
= 1 2 3 1 5 6 7 8 9
1
In this presentation v

Click to add title

£y Click to add subtitie

Click to add title

Click to add subtitle

Simple Light

Click to add title

Simple Dark

. Import theme >
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® Naming slides:

1. Place your cursor in the textbox as indicated.

Untitled presentatiot E @ Present ~ | @ Share
File Frit View Insert Format ISlide Arrange Tools Add-ons Help
+ o A @~ x L R Background  Layoutv  Theme  Transition ~ Themes X
| 1 4 5 6 7 8 [ ]
Inthis presentation v

Click to add title

Click\Jo add title

Click to add title

Click to add subtitle ;

Simple Dark

Click to add title

Click to add speaker notes

2. Type in the name you wish to give the presentation and press ENTER.

A My Drive - Google Drive x| B GoogleSlides - Goog

<« C @ docsgooglecom

Demo Iy ~ B O present - [Jaishare °
File Edit View Insert Format Slide Arrange Tools Add-ons Help Las ar
v e o~ - ~ Q - Back d L - Th AL
+ & @~ K [FIM- O N\ - EX Backgound Layout eme | Transition ~ iiemes 2
- 5 2 3 ; s 5 s s
:
In this presentation v

Click to add title

Click to add title

Click to add subtitle Simple tight

Click to add title

Simple Dark
Click to add speaker notes pee

Import theme >

"= m
‘ = 07:19
I - 2
H O Type here to search @ ® 3 S NG 082020
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3. You can choose from several themes. In the picture below, the “Simple
Light” theme has been chosen.

A My Drive - Google Drive % | [B) GoogleSlides - GoogleDocs % [M Untitled presentation - Google S X +

< C' @ docsgoogle.com

Demo Jin &1 MyDrive » E [ Present ~ @ Share e
File Edit View Insert Format Slide Arrange Tools Add-ons Help Lastedit was 12 hours ago
+ v o~ @~ K M- Q N\ - EI sBackground Layoutv Theme | Transition A =
B 31
B 1 2 3 4 5 6

Click to add title

Click to add subtitle

Click to add speaker notes

) _ 2349
fl / b IF /3 [
H £ Type here to search @ N & G PN e T

e Adding content to slides:

Adding text is very easy. All you have to do is click on the textbox and start
typing.

Once you’re done, place your cursor in the next text box or click anywhere on
the screen.
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asmare @)

docs.google.com
Demo #* B & ~ B [ Present ~
File Edit View Insert Format Slide Arrange Tools Add-ons Help
e @ T Q- RFIM-A N S == A I R ~ emes %
In this presentation -
(]
Click to add title

1

Toxt 1
simple Light

Click to add title

Simple Dark
Import theme

0809
b

A 7 NG
i £ 22-08-2020

Click to add speaker notes

= =
E AL Type here to search

M My Drive - Google Drive X B GoogleSlides - Google Docs x [ Demo - Google Slides
<« C @& docsgoogle.com
~ Saved to Driv
Demo ¢ @ Saved to Drive ~ B8 [ Present ~ @ Share °
File Edit View Insert Format Slide Arrange Tools Add-ons Help Last edit was secon
- = - o ~ Q v S == Al v /|-
+rn~E T Q ATl N\ = rial 18+ A Tihormss 5%
5 2 3 a 5 6 7 0 9%
In this presentation v
Toxt 1 i
Click to add title . o
Textbox § .
Click to add title
Simple Light

Click to add title

Simple Dark
Import theme >

08:10
p G
S S pop20 W

Click to add speaker notes

"=

® New Slides:
There are two ways to add a new slide to your presentation:

Select the ‘Insert’ button, and click on ‘New Slide’

1.
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2.

ititled presentation % m ©®

3 Edit View Insert Format Slide Arrange Tools Add-ons Help

ey )

TO USE GOOGLE
SLIDES

Select the ‘Slide’

B

4

/>

[+]

tre BT Q-

Image >
T Text box
Audio
Video
Shape >
Table >
Chart >
Diagram
Word art
Line >

Special characters

Link
Comment  38+Option+M
New slide Ctrl+M

Slide numbers

Pla

lder >

Click to add speaker notes

Untitled presentation

L]

HOW TO USE GDOGLE
SLDES

Ed Background

z

® B
File Edit View Insert Format Slide Arrange Toos Add-ons Help

Newslide  CtrltM
Duplicate slide
Delete slide

Skip slide

Move slide 4

Change background
Apply layou:

© Transition

Edit master

Change theme

Layout~

3

Last edit was seconds ago

Theme  Transition

4 5

Last edit was 2 minutes ago

Avial v |-| 52|+

3 [

~ B8 Present ~

10W TO USE GOOGLE
SLIDES

Click to add subtitle

button, and click on ‘New Slide’

[ Present

8 Share

Explore

8 Share

W TO USE GOOGLE
SLIDES

Click tc adc speaker notes

Click to add subtitle

Explore
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® Formatting:

Now that we’ve typed out our text, let’s try and make it look better!

1. To do that, select the “More” button next to font size.

Hello

Click to add subtitle

2. You now have several options to choose from:

Highlight colour _, Allgnment

Underline  comments

, Demo w B ©
File Edit View Insert For

51 edit was seconds ago

t Slide Arange Too

Arial Y= 18 4

9
= Y Formatoptions ~Animate 7

BIU & s
W‘ Hyperlink W\
; Increase Indent

Lists
Bold Italics  Text color CthtO add t|t|e
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a. “Bold”, “Italics” and “Underline” are used to darken, italicize and
underline the selected text.

b. “Text Colour” and “Highlight colour” allows us to change the colour and
highlight the selected text.

C. “Insert Link” allows you to insert a hyperlink( the address you had typed
in the search bar earlier) into the document:
i. Select the necessary text you want to attach a link to.
ii. Select “Insert Link”.
iii.Copy and paste the web address you wish to link the text to in the
“Link” tab.
iv. Alternatively, you could directly select “Insert Link” and type in the
text in the Text Box given and then link the same text in the “Link” tab.

d. “Add Comment” allows you to add comments to the selected text:
i. Select the necessary text you want to add a comment to.
ii. Select “Add Comment”
iii. Note: The comments will only be visible to the people you have
shared the presentation with and have “edit” or “Comment” access.
(To be covered in a bit).

e. “Line Spacing” allows you to adjust between two lines or paragraphs.
i. Select the desired sentences or paragraphs
ii. Select “Line Spacing”
iii. Choose the distance between the lines

f. Lists allow you to organize your information into concise points:
i. “Numbered list” organizes your information in the form of numbered
points.
ii. “Bulleted list” organizes your information in the form of bulleted
points.
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iii. To create a list, just select either of the options and begin typing,

press “ENTER” to

move to the next point.

iv. Alternatively, you could type out your information first and then

select the group of sentences and click on either of the list buttons.

g.

e Changing the background:

“Increase Indent” allows you to adjust the indentation of the slide.

Changing the default background of your presentation to make it visually

appealing is very importa

1.

Untitled presentation ¥ &

tre BT Q- k[T

New slide

Delete slide

Skip slide

Change backg
Apply layout
© Transi ition

Edit master

File Edit View Insert Format Slide Arrange Tools Add-ons

Duplicate slide

Change theme

nt. To do so,

Help Last edit was 4 minutes ago

crl+M = FF | Arial

Select the ‘Slide’ button, and then click on ‘Change Background’

"W TO USE GOOGLE
SLIDES

Click to add speaker notes

2.
use as the background.

Click to add subtitle

Now, you can select your desired colour, or you can upload an image to
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Background

Color
Image

Choose image

Reset to theme

Add to theme

3. Once you have made your selection, click on ‘Done’. The changes will be
reflected in the presentation.

e Applying a layout:

To change the layout of your presentation, the following steps are to be
followed:

1. Select the ‘Slide’ button, and then click on * Apply a layout’

) Untitled presentation # &

~ B8 B Present ~ @ Share G
File Edit View Insert Format Slide Arrange Tools Add-ons Help Lastedit was 3 minutes ago
+re 2w T Q- k@ New slide CirleM = == Adal + - 52 + B 7 UA 5 oo =~ 1= E+viE+EE X ~ ™
Duplicate slide 2 3 E3 s 5 7 s 5
Delete slide
Skip slide
.
Move slide > 0

Change background

Apply layout -

nnnnnnnnnnnnnnnnnnnnnnnnnnnn
d

Bignumber  Dlank

Click to add speaker notes
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2. As you can see, there are several layout selections that can be made.

3. Click on the layout you want to use, and the presentation will be

updated accordingly.

® Changing the theme:

The default theme may be a little bland for some people. To change that,

1. Select the ‘Slide’ button, and then click on ‘Change Theme’

e A Q- k[

HOW TO USE GOOGLE
SLIDES

, Untitled presentation s (o)
File Edit View Insert Format Slide Arrange Tools Add-ons Help Lastedit was seconds ago

@ Transition

~» E ] Present ~

8 Share o

New slide Ctrl+M ckground  Layout~ Theme Transition A

Duplicate slide e 2 2 th & ! 2
Delete slide

Skip slide

Move slide ; L/

YW TO USE GOOGLE
SLIDES

Change background

Apply layout

Edit master

Change theme

2. A ‘Themes’ tab pops up on the right with several options to choose

from
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3.

3

Untitled presentation # B ©
File Edit View Insert Format Slide Arrange Tools Add-ons Help Last edit was seconds ago

- & a- KxEMA-O N\ - Background  Layout~  Theme  Transition
= ] z s

SLIDES

HOW TO USE GOOGLE
SLIDES

Click to add subtitle

Click to add speaker notes

~ B B oeresent - asnare | @)

~

Themes x o

In this presentation ~
Click o add litle
Simple Light

Click to add title

Simple Dark

Click to add title

Streamline

Import theme >

Select the theme you like, and the presentation will update

automatically.

® Applying transitions:

Transitions are an important part of a presentation. They make it more fun
and interactive.

To apply transitions to slides, or objects in your presentation,

1.

Select the ‘Slide’ button, and then click on ‘ Transitions’
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Untitled presentation +#% &= &

File Edit View Insert Format Slide Arrange Tools Add-ons Help Last edit was 4 minutes ago

+ v B & ~ | Kk New slide Ctrl+M :kground = Layout~ Theme  Transition
1 ( ) Duplicate slide < 2 & £
HOW TO USE GOOGLE .
SLIDES Delete slide
Skip slide
Move slide >

Change background

- Apply layout >
™ TO USE GO(
~ Edit master

oo S| |IDES

Click to add siihtitle

2. A ‘Motions’ tab pops up on the right.
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3.

heading, select the transition you desire. You can also choose to apply that

it

HOW TO USE GOOGLE
SLIDES

Untitled presentation ¥ ®= &

File Edit View Insert Format Slide Arrange Tools Add-ons Help Lastedit was 4 minutes ago

e - Q- R B- O \\ - | El Background Layout~ Theme Transition
2

HOW TO USE GOOGLE
SLIDES

Click to add subtitle

Click to add speaker notes

~ E [ Present -~ @8 Share

A

Motion
Slide Transition

A4 D None

None

Apply to all slides

Object Animations

X

To add/edit the transition between slides, under the ‘Slide Transition’

transition to all the slides in the presentation.

HOW TO USE GOOGLE
SLIDES

Click to add subtitle

= i Click to add speaker notes

v D None

None

None

Dissolve

Fade

Slide from right
Slide from left
Flip

Cube

Gallery

. Untitled presentation
P @ e N E [ Present ~ @ Share e
File Edit View Insert Format Slide Arrange Tools Add-ons Help Lasteditwas 4 minutes ago
N - @ - £ M- O \ - EY] Background Layout~ Theme Transition A Motion 5 @
- 1 2 3 4 5 6 4 8 9
1
HOW TO USE GOOGLE
SLIDES Slide Transition
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4. To add/edit the transitions of objects, like text or images in the slide,

select the image or text in question, and choose the transition that you desire

under ‘ Object Animation’ of the ‘Motion’ tab. There are several options to

choose from, including the type of transition, and when you want it to start.

Untitled presentation ¢ [ ~ A B Present -~ | TR
File Edit View Insert Format Slide Arrange Tools Add-ons Help Lastedit was seconds ago
+ e @~ KN T MW-Q N\ - [ Asimae ~ Motioh
® HOWTOSE;EESQOGLE Slide Transition
> [ None
‘Object Animations
HOW TO USE GOOGLE .
SLIDES
ki On click >
Click to add subtitle
[J Byparagraph
Slow Medium
Add animation
Play
= HH Click to add speaker notes n
5. Once you have made the selections, the changes will be updated

automatically. You can also review the transitions by clicking on ‘Play’.
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e Adding Images:

Visual aid is an important part of every presentation. To add images to your
presentation,

1. Select the ‘Insert’ button, and then click on ‘Images’

Untitled presentation Bl | Present - | @ Share ‘
File Edit View Insert Format Slide Arrange Tools Add-ons Help

treow -rl £ Upload from computer il ] sl ~ Themes X

o=t i 6 8 9y
§ Texthox Q_ Search the web
3 In this presentation v
<) Audio

W Video 4 Drive

Of S , % Photos
@d By URL Click to add title

Click o add sublile

Table

[@ Chart B Camera

1 Diagram |
A Word art Click to add subtitle
\. Line

Simple Light

() Special characters Click to add title

@ Animation

@ Link Ctrl+K Simple Dark

= = Comment  Ctrl+Alt+M Import theme

2. There is a choice of either uploading the image from the computer or
from the web.

3. Once you have selected the image, the image will be placed on the
slide. Its position can be changed by selecting the image with the cursor and
moving it to the desired location.
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% Tut2pdf-GoogleD X | W GoogleDriveDocume X | [B) GoogleDriveDoaume X | ¢\ Upskiling Teachers - X | [B GoogleSlides - Gooc % [ Untitled presentatic

(= C @& docsgoogle.com

itled i Savedto Dy
Untitled presentation ¥ [ & SavedtoDrive ~ B [ Present ~ | @ Share o
File Edit View Insert Format Slide Arrange Tools Add-ons Help Lasledit was seconds ago
+ v B v M- Q v S E R ® 0 v i3 FReplaceimagew | Formatoptions . A ¢
B 7T Q RTIA-O N n 2 | Rep 3 p Themes 2
1 2 3 4 5 6 7 9

1

e In this presentation v

Click to add title

Glick to add subile

simple Light

Click to add title

Simple Dark
Click to add speaker notes

= = Explore Import theme s

e Adding Videos:

To add videos to the presentation,

1. Select the ‘Insert’ button, and then click on ‘Video’
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Untitled presentation Y 3D S
File Edit View Insert Format Slide Arrange Tools Add-ons

+ - e o~ BN 1mage - [+ | Backgrou
1 Text box =
< HOW TO LUSE GOOGLE N
Ml Video
O] Shape -
Table -
[ chart >
== Diagram O v
A Word art
. Line -

Special characters

Animation

Link
El Comment 3 +Option+M
New slide Ctri+M

Slide numbers

Placeholder >

2. Now, the video can be selected by searching in the search bar provided,
or by pasting the URL of the YouTube video you wish to add to the
presentation
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Insert video

Search By URL Google Drive

2 YouTube  sits Piani

BITS Pilani - Review 2020 | Students | Faculty | Placements | Recruiters | Campus Life

#BITSPilani #Engineering #CollegeSuggest #KnowYourCollege Welcome to College Suggest's all-new 2020 series! Let's check out BITS Pilani’s Student Stats,
Courses, It's performance on Graduation, Placements, median salary, top recruiters the infrastructure and fee structure. We are also comparing the performance of
9 min - Aug 12, 2020

BITS Pilani | 92 LAKHS PACKAGE ) | Hostel | College Review [2020]

BITS Pilani | 92 LAKHS PACKAGE# | Comparison with [IT& | Hostel | Cutoff | College Review [2020] Today 'm back with a video, and in this I'll be doing the College
Review of BITS Pilani. We'll be talking about bits pilani, bits pilani campus, bits pilani campus tour, bits pilani hostel rooms, bit pilani placement, bits pilani ranking, bits
15 min - Jun 4, 2020

BITS Pilani - Pilani Campus | Campus Tour | Detailed | 2020

.1+ This is a detailed campus tour of BITS Pilani - Pilani Campus (Rajasthan). Do watch till the end. Like and Subscribe would be appreciated. The campus is spread
across 1000 acres, 50 it was quite difficult to cover in almost 9 min. There are some places which | wasn't able to cover so, sorry for that :) Hope u like it ) All the best
9 min - Feb 6, 2020

BITS GOA |+ | Best Campus Life < | Comparison with BITS Pilani | Colleae Review [2020]

| BITS GOA | # | Best Campus Lifet | Comparison with BITS Pilani® | College Review [2020] @ Link to College Review Playlist: https://www.youtube.com/playlist?
list=PLGdWkuleR3pleDyYLdITLsjnmMozZJPzA €3 Instagram Handle: https://www.instagram.com/yashgeez/ Link to Telegram Channel: https://t. me/studyash
19 min - Aug 12, 2020

(— 1 16 T Pt 1 A llmmn Ao A

Cancel

3. Here, | have searched for “Bits Pilani’, and the following options were
displayed.

4, Select the video you wish to add, and click ‘Select’. The video will now
be placed in the presentation.

5. There are several options available for formatting - You can
a. Change the Video playback time, or mute audio

b. Change the size and position of the video
C. Add shadows
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Untitled presentation  vr [}

~ B [ Present ~ | @ Share o

treo~dE T Q- K[T{HB-Q N~ 4 == E Fomatoptions PN

File Edit View Insert Format Slide Arrange Tools Add-ons Help Last edit was seconds ago

Format options X

2 3 n 5 6 7 8 9
1

HOVE GLE
© vm \ Video playback

= BITSPilani-Pi.. 3

BITS
PrLANI

es

I 6 YouTube 3
J‘ K CAMPUS

00:00 c 08:38 c

[J Autoplay when presenting

[J Mute audio

> Size & Rotation

> Position

= ] Click to add speaker notes

> Drop shadow m

6. Once you have made the required changes, it will be updated in the
presentation.

e Adding audio:

To add audio to the presentation, first the audio file must be in your Google
Drive

1. Select the ‘Insert’ button, and then click on ‘Audio’
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N Untitled presentation % = &
— File Edit View Insert Format Slide Arrange Tools Add-ons He

+ -~ e~ ™ &= PN image > [+ ]| Background
I Textbox =

HOW TOUSE GOOGLE o 1 i
Wi Video
Q] Shape >

Table >

L] Chart -
= Diagram O W
A. Word art
“\. Line -

Special characters

Animation

Link
E comment 38+Option+M
New slide Ctri+M

Slide numbers

Placeholder »

2. Choose the audio file from your Google Drive

Insert audio

My Drive Shared with me Recent

No documents.
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e Adding Shapes

To make the presentation more interesting, shapes can be added.

1. Select the ‘Insert’ button, and then click on ‘Shape’

2. There are several options to choose from. Select the shape you want,
and it will be pasted in the presentation, where its shape and position can be

changed.

Untitled presentation ¥ & &

ER N —} B image
Text box

SLIDE. © Audio

B Video
" Qy shape
Table
[ Chart
- Diagram
A Word art
\ Line

Lir
Comment  $8+Option+M

New slide Ctrl+M
Slide numbers

d

= b Click to add speaker notes

E] Sackgound  Layout~  Theme  Transition

2

> [] shapes

= Arrows

" [ callouts

<k Equation

e Adding Diagrams:

File Edit View Insert Format Slide Arrange Tools Add-ons Help Lasteditwas seconds ago

>

4 5 6 7 8 9

oobotobno

T 0ANOODCOEEO®®

S CIN Yo gLl delofc]a N
T GOOGLE

O0<0O0O00dgoocavu
ooauesex ¢ avabD
QB0oo

ULl

Click to add subtitle

Several technical presentations require the use of Diagrams. To add them,

1. Select the ‘Insert’ button, and then click on ‘Diagram’
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= Untitled presentation % [
File Edit View Insert Format Slide Arrange Tools Add-ons Help

+ o = ™M image > [+ | Background La
asr 0000 1 Text box =
L) How TOSLLJISDEESGOOGLE <5 A6
B Video
Q3 Shape >
Table »
[ chart >
2 Diagram OW
A Word art
“\. Line -

Special characters

Animation

Link
EA comment $8+Option+M
New slide Ctrl+M

Slide numbers

Placeholder >

2. A ‘Diagram’ tab pops up on the right, with several diagram options.
Select the diagram you desire, and it will be pasted in the presentation.

Untitled presentation  ¥r @)

~ El [ Present ~ @ Share e

File Edit View Insert Format Slide Arrange Tools Add-ons Help Lastedit was secondsago

+ v @~ K M- O N\ ~ E| Background Layoutv Theme Transition ~

1 2 3 a 5 6 7 8 9
1
& | HowTousE cooeLe
SLIDES

HOW TO USE GOOGLE = =
SLIDES

Click to add subtitle

Diagrams X 0

Grid

Timeline

w 2

Process

Explore >
Relationship >

= L Click to add speaker notes
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Our Presentation is now ready, let’s focus on the few presenting applications
of Google Slides.

e Presenting the presentation:

1. On the top right hand corner, click Present. For best results, present
with Google Chrome.

M Gmail - Email from Google X | @ Meet- aaw-geyinsb ® x PARC - Google Slides X & Upskiling Teachers - Google Driv X | [ GoogleSlides - Google Docs X | =+ - 8 X
C @ docs.google.com/present: /d/1KD8 1yxb25MIMpqAEVOPRSPdP6kweyydCCLZ ohpO6KA/edit#slide=id. g92b0a7baad 0_0 ® % U 5@ * e H
i Apps &3 LogintoCanvas €@ Coursera | Online C Other bookmarks
PARC % @ ~ B8 e Yo @
File Edit View Insert Format Slide Arrange Tools Add-ons Help Last edit was 8 minutes ago
IR e - k M- O \ ~ El Backgound Layout Theme Transition ~ @
) 2 3 s s 7 0 i
Q PARC
1. BITSAA Alumni Trust was set up in (/]
2
© 2005 by a group of alumni of BITS
AboutPARG

Pilani, for the purpose of furthering
their common desire of “Giving Back
to BITS", more specifically to promote

# . ?d.;faA About PARC Local Area Community Development

in and around Pilani, Rajasthan for

4 ) Click to add subtitle bringing about a social transformation
4 - with emphasis on the lesser
N privileged members of the society.
5 a
el =
= o=

Explain about the timeline of PARC

B H, -‘ | - T

2. From the current slide, the presentation will now become a full screen.
3. The tools available while presenting are:

o Live Q&A: Presenters can start a live Q&A session with an audience

during a presentation with Google Slides. You can present questions
at any time, and people can ask questions from any device.
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o Notes: To view the Speaker Notes ( Addition of speaker notes is
covered next)

o Pointer: If you prefer presenting from a computer, Google has a new
laser pointer feature that overlays a red dot with a trailing line, just
like a real laser pointer following your cursor

o Captions: The closed captions feature is available when presenting in
Google Slides. It uses your computer's microphone to detect your
spoken presentation, then transcribes—in real time—what you say
as captions on the slides you're presenting.

1. BITSAA Alumni Trust was set up in
2005 by a group of alumni of BITS

Pilani, for the purpose of furthering
their common desire of “Giving Back
to BITS”, more specifically to promote
Local Area Community Development
in and around Pilani, Rajasthan for
bringing about a social transformation
with emphasis on the lesser

privileged members of the society.

Slide2 ~

5. To exit full-screen, press the Esc key.
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e Speaker Notes:

Speaker notes are short summary points to the slides which the presenter can
refer to while delivering the presentation.

1. We simply enter the text in the textbox named “ Click to add Speaker
Notes” below our slide.

M Gmail - Email from Google X | Q@ Meet-aaw-geyi-nsb ® x PARC - Google Slides X + - a x
C @ docsgoogle.com/presentation/d/1KD81yxb25MIMpaAEVOPRSPAP6kweyydCCLZ ohpOBKA/editéslide=id.g92b0a7baad 1 51 Q@ #w B aEn@
1 Apps &3 LogintoCanvas @@ Coursera| Online C. Other bookmarks
o BARC: i B & ~ B B Present ~ | @ share o
File Edit View Insert Format Slide Arrange Tools Add-ons Help Last edit was seconds ago
e Q- K THB- N~ QA ~ © Motion X m
1 2 3 4 5 6 7 8 9
1
© PARC Slide Transition

Adding Shapes and Diagrams > [ rede [

About PARC

Click to add text Object Animations

©
Lorem Ipsum Lorem [psum Lorem Ipsum Lorem Ipsum

2. In the top right corner, next to "Present," click the Down arrow.

3. Click Presenter view.
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M Gmail - Email from Google X | @ Meet- aaw-geyi-nsb x - o X
C @ docsgoogle.com/presentation/d/1KD81yxb2SMIMpqAEVOPRS PdPGkw d.g92b0a7baad_1_51 ® % T H*Q
Canvas € Coursera | Online Other bookmarks

Adding Shapes and Diagrams

slide5 ~ m B F = .0 08 =T

QEA  Notes Fointer Captions Tips

(|

= - 1 1234
= ; A 7 o dx ENG
O Type here ta search ; 7 EXENG e 0 2020

4. Click Speaker notes.

Presenter view - PARC - Google Slides - Google Chrome = o X Lr
© aboutblank d.g92b0aTt &% B8 @ :
00:00:07 pause Reset AUDIENCETOOLS  SPEAKER NOTES ot kv
e Slide 2 0f §
e el 1. BITSAA Alumni Trust was set up in
2005 by a group of alumni of BITS
Pilani, for the purpose of furthering
their common desire of “Giving Back
to BITS”, more specifically to promote
FeE Next Local Area Community Development
in and around Pilani, Rajasthan for
bringing about a social transformation
with emphasis on the lesser
privileged members of the society.

a.

12:36

; = . A G G
R Type here to search 7 W4 ENG e og 2020

I
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® Sharing The presentations:

1. Select the “Share” button.

M Gmail - Email from Google X PARC - G

X & Upskilline Google Driv X \ Bl GoogleSlides - Google Docs % | G whataretipsin google slides - ¢ X | 4 - a X

C @ docs.google.com/pr KD81yxb25MIMpgAEVOPRSPdPEkweyydCCLZ ohpO6KA/edit#slide=id.g92b0aTbaad 0.0 & % T E® o H

i Apps & LogintoCanvas @@ Coursera | Onlin

Other bookmarks

PARC % @ & 2 B B Present - Qo
File Edit View Insert Format Slide Arrange Tools Add-ons Help Last edit was 30 minutes ago
.

L -] Q- K M- Q1 \ - Ed Backgound Layoutr Theme Transition

Q PARC
1. BITSAA Alumni Trust was set up in (/]
é y . - | 2005 by a group of alumni of BITS
Pilani, for the purpose of furthering
N their common desire of “Giving Back
to BITS", more specifically to promote
;‘E['TA Abo Ut PAR C Local Area Community Development
| in and around Pilani, Rajasthan for
4 ” Click to add subtitle bringing about a social transformation
€ - with emphasis on the lesser
b privileged members of the society.
5 a
@ =)
=l==l ===I
Exp\am about the timeline of PARC
= m
E L Type here to search I — B - = A 7 T dx ENG 26—1)21;?25020 B

2. Type in the email IDs of people you want to share it to.

3. Next, it’s time to decide the level of access to grant:

a. Viewer: Only allowed to view the document and not make
changes or add comments.

b. Commenter: Allowed to add comments to the document but
not make changes.

c. Editor: Allowed to make changes and add comments.
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™M Gmail - Email from Google: 5

C @ docsgooglecom/presentation/d/1

e Share with people and groups

Add people and groups

PRAJAKTA SANDEEP DANDGAWHAL (you)
120180948@pilani.bits-pilani.ac.in

Send feedback to Google:

) Getlink

i 1502
- A GO 6
O Type here to search 7 DX NG e 2020

rs- Google Driv % | ] Googleslides - GoogleDocs X | & whatare tips in google siides - ¢ X | +

CLZ_ohpOBKA/editéslide=id g92b0a7baad 0_0 Qyr T ENQ

™M Gmail - Email from Google x PARC - Google Slides X & Upskiling Te

C @ docsgoogle.com/presentation/d/1KD81yxb2SMIMpGAEVOPRSPAPS

5 Apps €3 LogintoCanvas @ Coursera | Online

e Share with people and groups )

@ prajokta bosm@gmail.com X Editor ~

Notify people
Viewer

Message
Commenter

v/ Editor

1302
s B

P Type here to search A 7 B dx ENG

4, Apart from adding the names of people manually, you can also create a
link to the presentation by clicking on “Copy Link”. Here as well, you get an
option of the mode of sharing - Editor, Commentor and viewer. Apart from
that, you also have an option to keep the access restricted to the people you
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have named above, people in your organisation or open for all with the link.
This link can then be shared in the relevant groups.

™ Gmail - Email from Google x PARC - Google Slides X & Upskilling Teachers - Google Driv X | [EJ GoogleSiides - GoogleDocs X | G what are tipsin google slides-¢ X | +

KD81yxb25MIMpgAEvOPRSPdPEkwoyydCCLZ_ohpO6KA/edit#slide=id.g92b0a

Share with people and groups

No one has been added yet

© cetink

https://docs.google.com/presentation/d/ 1KD81yxb25MIMpgAEVOPRSPAPS. Copy link

o  Restricted ~
=

Restricted

BITS Pilani University

Anyone with the link

| . 1303
" A 7 d
P Type here to search o ) = NS Dl ENG o B

5. Once you’re done, hit “Send”.

6. Bonus: If you want to send a message along with the document, type it
in the message box.

e Downloading the presentation:

1. On the top left hand side corner of the document, select “ File” and
select “Download as”.

2. Choose a file type. The file will download onto your computer.
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a. .ppt: is a filename extension for downloading the sheet in Microsoft
Powerpoint format.

b. .pdf: PDF stands for "portable document format". Essentially, the
format is used when you need to save files that cannot be modified but still
need to be easily shared and printed.

™ Gmail - Email from Google x PARC - Google Slides X & Upskiling Teachers - Google Driv % | [B] GoogleSiides - Google Docs X | G whatare tips in google siides - ¢ X | =+ - o X
C @ docs.googlecom/presentation/d/1KD81yxb25MIMpgAEVOPRSPAP6kweyydCCLZ ohpO6KA/edit#slide=id.g92b0a7baad 0.0 ® % B a8 @

# Apps €3 Loginto Canvas ©0 Coursera | Online Other bookmarks
PARC # B &

~ B [ Present - | @ Share o

File Edit View Insert Format Slide Amrange Tools Add-ons Help Lastedit was 30 minutes ago

+ v Share B~ O N\ - El Backgound Layouts Theme Transition A~ o
i 4 5 6 s
1
© New >
Open Ctrl+Q
Import slides 1. BITSAA Alumni Trust was set up in o
3
© Make a copy » 2005 by a group of alumni of BITS
A

Email as attachment Pilani, for the purpose of furthering

— their common desire of “Giving Back
ownioa 2

Microsoft PowerPoint (.pptx
L to BITS", more specifically to promote

o Apkegvatable:off 0ODP Document (.od) PARC
! (ode) Local Area Community Development

Version history >

PDF Decument (.pdf)
in and around Pilani, Rajasthan for
Plain Text (.txt) . L . .
4 Rename dd subtitle bringing about a social transformation
@ JPEG image (jpg, current slide) y
Move with emphasis on the lesser
PNG image (.png, current slide)
# Add shortcut to Drive privileged members of the saciety.
. & Movetotrash Scalable Vector Graphics (.svg, current slide) =
Y
Publish to the web
Document details
Jut the timeline of PARG
— Language >
=
Page setup
i = 0 1305
H R Type here to search A DX NG B

Great! Let's head to the next one!
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www.2.eit.ac.nz/library/OnlineGuides/Google Forms.pdf

Google Forms

Opening a New Form
To open a new Google Form, navigate to your Google Drive and click on New.

L Drive

F MNew

b g My Drive
» [0 Computers
-  Shared with me

@ Recent
YW  Starred
i Trash

Click on More

Folder

File upload

Folder upload

B Google Docs >

Google Sheets >
Google Slides »
More >

THE EXPERIENCE YOU NEED & THE SUPPORT TO SUCCEED @ EIT
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www.2.eit.ac.nz/library/OnlineGuides/Google Forms.pdf

Click on the arrow next to Google Forms

More b
BB Google Forms >
Name B} Google Drawings
& Backups - E] Google My Maps
B Google Sites
¢y  storage B
—_ + Connect more apps
1.9 GB of 15 GB used B

IIMAR AR STARA AT

Choose between whether you want a blank form or a template

L You edited this week

B Google Forms >
Blank form
Google Drawings

From a template

%

K] Google My Maps
B Google Sites
+

Connect more apps

If you choose Template, it will bring up a list of templates that are designed for specific types of forms.
Click on the one you wish to use.

Template gallery

Recently used

Blank Contact Information T-Shirt Sign Up Event Registration

Personal

THE EXPERIENCE YOU NEED & THE SUPPORT TO SUCCEED @ EIT
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If you choose Blank, it will open up a document that looks like this.

Untitled form

® Mulipie chaice :
Qation 1 a
o
=
El [] Required

Creating a Form
Name and Description

To begin creating the content of the form, you should first give the form a name and description. Click in
the box that say Untitled Form.

QUESTIONS RESPONSES

[+

Untitled form

)

Untitled Question

Optien 1

Enter the new name.
Then, click in the box that says Form Description and enter a relevant description and any relevant
instructions for those filling out the survey.

QUESTIONS RESPONSES
Example Form -
This is an example form demonstrating how to use Google Forms. Please answer all the questions. !
o
-
-

Untitled Question

Option 1

THE EXPERIENCE YOU NEED & THE SUPPORT TO SUCCEED @ EIT
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Questions

There should be a question box directly below the Name and Description.
[+
Untitled Question @ Muttiple choice T
Option 1 B
Add option or ADD "OTHER ﬂ
=8
|

|_E| (] Required

First, type the question in the Untitled Question box

What is your current age range?

Then, using the dropdown menu to the right of the question, select the format of the question e.g.
Multiple choice, short answer, file upload etc.

= Short answer

Paragraph

(® Multiple choice

®

Multiple choice

Checkboxes

<]

© Dropdown
&> File upload

+~+ Linear scale
sss  Multiple choice grid

mms  Checkbox grid

m Date
© Time

If you were to choose an option like Multiple Choice or Checkboxes, you then need to go through and
create the options. Click on Add Option to type one or on Add Other to automatically add an Other
option.

18-24

25-35

35-40) M

Add option]or] ADD "OTHER

THE EXPERIENCE YOU NEED & THE SUPPORT TO SUCCEED @ EIT
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Once you have created the question, you can then use the menu at the bottom to either copy it, delete
it, make it a compulsory question in the form.

|_|:| (] Required

If you click the = icon in the bottom right-hand corner, you are then given the options to add a
Description, redicrect the user based on their answer, or to randomly shuffle the option order.

Show

v Description

Go to section based on answer

Shuffle option order

Adding Questions and Media
Use the toolbar at the side of the form to add another question. From this toolbar, you can also add
pictures and videos. Or you can add sections to divide the form into separate sections,

(+)
Tr

Customising your Form
To change the look of the form, click on the paint palette icon at the top of the page.

THE EXPERIENCE YOU NEED & THE SUPPORT TO SUCCEED @ EIT
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You can then change the font and colours, as well as add a header image.
THEME OPTIONS X

HEADER

M choose image..

THEME COLOR

000000
000000
+

Collecting Responses
Click on the responses tab at the top of the page.

QUESTIONS RESPONSES

Make sure that the switch is set to Accepting Responses

ACCepling responses .

if you click the = icon, you can decide where the responses go. You can have them emailed to you,
downloaded, or sent to a response destination.

Get email notifications for new responses

Select response destination

¥ Download responses (.csv)

Delete all responses

THE EXPERIENCE YOU NEED & THE SUPPORT TO SUCCEED @ EIT
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For the response destination, you can choose between a Create a New Spreadsheet or Select Existing
Spreadsheet. The responses will then be compiled within that.

Select response destination X

(® Create anew spreadsheet Untitled form (Responses)  Learn More
(O select existing spreadsheet

CANCEL CREATE

Customising Form Settings

If you click the Settings ﬂ icon in the top right-hand corner, you can them determine factors relating
to your form, such as whether people can submit the form multiple times,

Settings

GENERAL PRESENTATION QUIZZES

[7] collect email addresses

Requires sign in:

(7] vLimitto 1 response

Respondents can:
[[] edit after submit

[[] see summary charts and text responses

CANCEL SAVE

THE EXPERIENCE YOU NEED & THE SUPPORT TO SUCCEED @ EIT
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How the form presents itself,

Settings

GENERAL PRESENTATION QUIZZES

[[] show progress bar
[[] shuffle question order

Show link to submit another response

Confirmation message:

CANCEL SAVE

or whether it is a quiz that needs to be graded

Settings

GENERAL PRESENTATION QUIZZES

Make this a quiz

CANCEL SAVE

Once you have selected your preferred settings, remember to click on Save.

Sending the Form
Once you have created the form, you can then send to people that you wish to participate in it. Press
the Send button in the top right-hand corner, and then enter their email addresses.

THE EXPERIENCE YOU NEED & THE SUPPORT TO SUCCEED @ EIT




UNIVERSITY OF WISCONSIN

@ WHITEWATER

Instructional, Communication
& Information Technology

Google Forms: Creating, Editing, and Distributing

ICIT Technology Training and Advancement
Updated on 6/16/2020

UNIVERSITY OF WISCONSIN
m‘ J WHITEWATER | ICIT



Table of Contents

Google Forms: Creating, Editing, and DiStribDULING .......cccuviiiiiiiiiie et saae e 1
Y oY 1 U ST PO O P PPTTPRPPR 3
(0] oT=Y o TTg¥ = oo =4 1= o o o o - 3
Creating a New Form from Template or by using a Blank form ..........cooooiiiiieciie e 4
o [T TN o UL ol o1 o s ISP PRPRPPPP 4
o T A @ LU =T d o o TP O TP U PRSPPI 5
A QUESTIONS. ...ttt ettt b et e e b e e s a b e e s a bt e e st e e e st e e e bbeeeabbeeeabbeeeabeeeeabeeeeabeeseabeeeeabeeeenneennreas 5
COPY/DUPHCATE QUESTION.....ueiitieciieeieectte et e cte et e et e et esae e teeetae e beesaseebeessseeseesaseesaessseenseessseenseesssesnseessseeseens 6
(=] =] S @ LU =Ty o] o LT OO PRSPPSO 6
Yo LT Lo I @ LU T=Ty o] o 13 USRS 6
Y Lo T = =TT o o ] o PP 7
(oY 00 A W OoY (oY ST A I A T=10 01=K TR T T T T TTU TR TTRURRRTRRR 7
L VATV o T g o PP OPPPRPPPRTTR 7
AdVANCEA FOIM SEETEINGS ..veeiiiiiieieiiiiee ettt et e e e e e e e s ae e e e eaaaeeeesasaeeeeensseeeeeenssaeeeessseeeesaseneesanns 8
NY=]a Lo I ST T o 4 PP RPPPRTPTRN 10
RV AT TA LT =4 =] o Yo o 1] 11
(61 [o 1Y o T o 4 TP TP P PO PPPTPPON 12
View Form and Form Responses is GOOZIE DIIVE .....eeeieiiiiicciiiieeee ettt e e e eetre e e e e e e e e e rer e e e e e s e e ennnneees 13
(D=1 =] = oo o o 4 TP PP P PP OPPPTPPOPPIO 13
B T8 o1 =T oo T o ' =SSR 13

UNIVERSITY OF WISCONSIN
m‘ J WHITEWATER | ICIT
2



About

Google forms is a free Google application that allows you to quickly create and distribute a form to gather

information. Form responses are saved in a Google spreadsheet in Google drive.

Opening Google Forms

Step 1. Open Google Chrome.

Step 2. Go to http://drive.google.com
Step 3. Enter your full UWW email address, then click next.
Step 4. Enter your UWW password, then click Sign in.

You will now be signed into Google Drive.

Step 5.Select New > More > Google Forms from the available menu. Choose either a Blank form or From a

template.

L Drive

B0 P [

=

Folder

File upload

Folder upload

Google Docs
Google Sheets
Google Slides

More
Starred

Trash

Storage

1.3 GB used

Q, Searchin Drive

Workspac

Create

D,

o Wi

Google Forms
Google Drawings
Google My Maps

Google Sites

Google Apps Script

ZIP Extractor

Connect more apps
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Blank form

From a temp
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http://drive.google.com/

Editing Google Forms

Creating a New Form from Template or by using a Blank form

Step 1. The Template gallery General tab offers a
number of form templates. Or, simply click on
Blank form to start from scratch.

vew form

L8 I i e
a B

Worksheet

Blank Blank Quiz

Editing your form
Step 1. Name the Form. Click the “Untitled Form” © | Copermunpine [+
name in the top left corner of the screen,
then enter the form’s name. Hit the “Enter”
key to submit your changes. If using a
template, click on the template title to
change to a unique name of your choosing.

Untitled Form .

B Assessmentforclass [0 ¥r  Avcnenges savedmome e o @ m

MAssessment for class| o

Step 2. Form description: Enter the description by

. . . . QUESTIONS RESPONSES
clicking on that field. When using a template,
. e e i A o
you may find stock text in this field. Highlight Department Picnic " | .
and delete to replace with your description. ot oo elcta i e, g -
[ ]
Untitled Question =
Option 1
B Assessmentforclass [3 Yr  aichangessavedinorie O © ® E
Questions  Responses Total points: 2

&

B ®

1
UNI Assessment for class
W S Lorem ipsum dolor sit amet, consectetur adipiscing elit. Curabitur quis sem odio. Sed commodo vestibulum leo, T
S
e




Edit Questions

Step 1. Select “Untitled question” to enter your first
question text.

Step 2. Use the dropdown to the right of the question
to select the question type.

Step 3.Select each option to enter option text.
Step 4. Hit the “Enter” key to create a new option.

Note: Click the X to the right of each option to delete
that option.

Note: Click the Add Other link to add an “Other”
option to your list.

Add Questions

Step 1. Use the question toolbar to the right to add a
new question, insert a new title and
description, inset a picture, insert a video, or
add a new section.

Step 2. Follow the steps above to edit the new
question.

Department Picnic

Department picnic form

e ®
‘What department are you in?
5]
Option 1 T
=]
=
=
0 ® Req =
What department are you in? @ multiple choice
IcIT
el P
« >
Option 3
Add option or ADD "OTHER"
Questi Respol
Department Picnic
Department picnic form \
»
@
What department are you in? @ Multiple choice - o
icIT X T
LT X =
=
Option 3| EH X -
=
Add option or add "Other” R
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Copy/Duplicate Question

Copying a question allows you to quickly add a new
question with the same format as your current
question.

Delete Questions

The delete button allows you to delete the selected
question and options from the list.

Required Questions

Select the “Required” button to make a question
required.

What department are you in? @® Muttiple choice

IcIT
e
Option 3

‘Add option or ADD "OTHER'

l—D i Required

What department are you in? @® Multiple choice

icr
ac
Option 3

Add option or ADD "OTHER"

0O & Required

What department are you in? ® Multiple choice

eI
LTe
Option 3

Add option or ADD "OTHER"

0O m Required
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More Button

The : (More) button allows you to shuffle the
order of questions and go to a new section based on
a question answer.

Form Colors/Themes
You can change the form color or theme by clicking

the (Color Palate) button in the top right corner
of the page.

Click the ‘! button to select a header image on a
theme or upload your own.

Preview Form

Click the “Preview” button to open a new browser
tab with a final view of your form. Close out of that
tab to return to the “Edit Form” view to make
changes.

[+]
What department are you in? @ Mltiple chaice N
T
o -
(]
-

s = /

[ | d
Shuffle option order

ole & KM : S
@ Theme options X

HEADER

[E Choose image

THEME COLOR

x 9000000
-

BACKGROUND COLOR

v

FONT STYLE

Basic

® o B

Preview

UNIVERSITY OF WISCONSIN
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Advanced Form Settings

Click the H (Settings) button to
customize your form.

General Tab: Allows you to
restrict users from your form,
collect email addresses of users
filling out your form, limit 1
response, etc.

Presentation Tab: Allows you to
display a progress bar, shuffle
guestion order, and submit
another form response. You can
also modify your confirmation
message once a user submits a
form.

D,

® o B

Preview

Settings

General Presentation Quizzes

[ collect email addresses

Response receipts

Requires signin:

. Restrict to users in University of Wisconsin-Whitewater and its trusted ®
organizations

[ vimitto 1 response

Respondents will be required to sign in to Google.
Respondents can:
D Edit after submit

[[J see summary charts and text responses

Cancel Save

Settings
General Presentation Quizzes
[J show progress bar

D Shuffle question order

Show link to submit another response

Confirmation message:

Cancel Save

UNIVERSITY OF WISCONSIN

WHITEWATER | ICIT
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Quizzes: Allows you to set this
form as a quiz, set grade options,
etc.

/

D,

Settings

General Presentation Quizzes

@ Make this a quiz
Assign point values to questions and allow auto-grading.

Quiz options

Locked mode on Chromebooks

Respondents aren't allowed to open tabs or other applications while
taking this quiz. Respondents must take this quiz using a managed
Chromebook. Learn more

(] Turn on locked mode

Release grade:
(@ Immediately after each submission

(O Later, after manual review
Turns on email collection

Respondent can see:

Missed questions (2)

Correct answers (2)

Point values ()

Cancel

UNIVERSITY OF WISCONSIN

WHITEWATER | ICIT
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Send Form

Click the Send button to view different ways
to distribute your form.

Send Via Email: You can send your form via
email to recipients or send the form email
to yourself, then use Outlook to forward the
form link to others.

Copy Form Link: Click the “link” icon to
display the Form’s URL link. Select the
Shorten URL option to display a short link
option.

Click the Copy link in the bottom right to
copy the link.

UNIVERSITY OF WISCONSIN
" J WHITEWATER

® o B

Preview

Send form X

D Automatically collect respondent's University of Wisconsin-Whitewater email
address

Send via B8 e <> [ £] v

Email

To

Subject

Department Picnic

Message

I've invited you to fill out a form:

[J nclude form in email

2+ Add collaborators Cancel

Send

Send form

D Automatically collect respondent’s University of Wisconsin-Whitewater email
address

Send via B (o) <> [ £l v

Link

https://forms.gle/XHESWK77AAS6DEkg6
shorten URL

Cancel

Copy

ICIT
10




Social Media: Click any one of the social
media icons to share the form link using a
social media platform.

Viewing Responses

Click the Responses tab to view user responses to

your form.

Summary: Shows a pie chart percentage of
responses for each question.

Send form

D Automatically collect respondent's University of Wisconsin-Whitewater email

sddress \
Send via | o) <> EB
Link
https://forms.gle/XHEswWK77AAs6D6kg6
Shorten URL
Copy
Department Picnic
Department picnic form
What department are you in?
1. 1ICIT
2 Lc
3 Option3
2 responses

SUMMARY INDIVIDUAL

What department are you in? (2 responses)

Accepting responses

UNIVERSITY OF WISCONSIN
" JWHITEWATER ‘ ICIT
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Individual: Displays each form response individually. I oUEsTions  RESPONSES I
Click the < or > button to move between each

2 responses i
response.
INDIVIDUAL Aceeping responses )

\/’ et

Department Picnic

Department picnic form

What department are you in?

Spreadsheet View: Click the (Create
Spreadsheet) icon to create and view form responses Select response destination X
in Google Sheets. Select to create a new spreadsheet
or add to an eXiSting SpreadSheet. © Create a new spreadsheet Department Picnic (Respons | earn More
Once a spreadsheet is created, click the Em again to O selectexsting spreadsheet
open the spreadsheet.

CANCEL CREATE

Note: If you wish to be notified of any new form
submissions, select Tools > Notification Rules from
the Google Sheet menu. Select your notification
preference, then click Save to save your changes.

Note: Do not modify the sheetsheet data until after
you have collected all responses. Modifying the form
could result in incorrect data placement.

Close Form

You can close the form for submission by selecting I ourstions  RESPONSES
the Responses tab, then clicking the Accepting Y
Responses toggle. You can modify the message
respondants will see if they try to access your form e
while it is closed. Click the toggle again to reopen Not acoeping responses. (@D
your form. Message fo respondents

2 responses

UNIVERSITY OF WISCONSIN
m JWHITEWATER | ICIT
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View Form and Form Responses is Google Drive

To edit your form or view your form response
spreadsheet, go to Google Drivem then select your
form. Use the search box at the top of the page to
find your form if the form was saved in a folder.

Delete Form

To delete your form completely, locate your form in
Google drive, right click on the form name, then
select Delete. You may also delete the form
responses by following the same steps.

Note: Use the search box at the top of the page to

locate your form if you cannot find it on your main
Google drive page.

Troubleshooting

) wiiviwsrer
& Drive

B MyDie

&% Shared with me
2 Google Photos
© Recent

& stared

nses)

Apr 28,2016 r

Apr 77,2016 r

am2PM

an2PM

& Drive

» I MyDive

A% sharedwith me
4+ Google Phatos.
© fecemt
o staned

[ BRCT)

B scieensnons
B Curent Coogle Diive:

Bl oeparmment Pcnc (Respanses)

O Preview

me

me

Ape 28, 2016

Ape 27, 2076

302FM

—— - —

For additional help using Google forms, please email training@uww.edu.
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