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Search Your Entire Drive (Folders and Documents) in one location.

The menu at the top right corner allows you to change the layout from grid view to tile view, sort

alphabetically, view details, and open the settings (the gear).

The menu pane on the left side of the screen has the options to:
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View drive

View photos
View recently edited documents

View documents that you have starred

Create new folders (or upload folders), documents, sheets, slides, forms, etc.

View documents that have been shared with me

View documents/folders that you have trashed
The bottom shows how much storage you have used in drive.

4. The main page in drive shows all of you folders (shared and unshared), who the owner is, and

when it was last edited.

Settings

I General

Manage Apps

Convert uploads

Language

Offline

Density

Create a Google Photos

~" Convert uploaded files to Google Docs editor format

Change language settings

~ Sync Google Docs, Sheets, Slides & Drawings files to this

computer so that you can edit offline

Not recommended on public or shared computers. Learn more

Cozy ~

Automatically put your Google Photos into a folder in My

Settings in Drive

e Convert Uploads from Microsoft
documents so it won’t take up your storage.

e Offline allows the user to work on
documents even when not connected to Wi-Fi.
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[rechnology Topics for Fall 2015: S5 Technology wil
3= not replace
Becoming and iPad Power User This workshop will acter,
beqgin by exploring the most basic level of the iPad user technology will
replace those whe

interface and how to personalize the iPad to enhance
learning for us and our students While apps are coal
this workshop focuses mostly on what the iPad can do to
assist in our daily lives and classroom instruction only
using settings and the pre-loaded apps on the iPad
Date: September 4

Google Forms: Enroll today and add Google Forms to your teaching toolbox of
effective assessment strategies! Learn about creating forms to use as pre-assessments
entrance & exit tickets, self- and peer-assessments, and common formative
assessments, and adaptive assessments, and much more. During the intensive half-day
session, we will create forms starting with a basic design and build from there **While
this is scheduled as a "half-day" workshop, the afternoon is available for teachers to
work on building assessments using Google forms with additional assistance. Dafe
Cctober 7

Stepping into the 21st Century and Leaving Worksheets behind: With all the hype
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1. The top left corner is where the user can Title and edit the title, add a star, and add the

document to a folder within drive.

2. The menus listed at the top left have some new features compared to Microsoft:

a. File: Allows you to do the following: See revision history, download the file as a Microsoft

Document, Add or Email collaborators, etc.

b. Insert: Allows you to insert images, videos from YouTube, etc.

c. Tools: Allows you to check spelling, define words, and word count, and research directly

within your document.

d. Add-Ons allows you to add features that aren’t standard- they enhance Docs for you.

3. Google Automatically saves changes for you!

The two buttons at the top right allow the user to make comments to a document and share the

document with other people. (more on this below)

5. The toolbar has all of the formatting options for the document

Share with others

{ Link sharing on Leam more

Anyone with the link can view ~

People

https://docs_google.com/document/d/ 1Wg¥YRZkhY IFx Y dNW9acOrsmptrkaPkhsRvE i

Sharing Options

Get shareable link @

Sharable Link
ety L e  Email collaborators to share with
; e  Sharing permissions:

o Can Edit,

‘ / Can et - o Can Comment,

o Can View




Gmail Basics
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Kuper, Stephanie A (no subject) - http:/fwww. mylittlelambs com/#ltagging/cozh Sent from my iPhone Aug 16
me, Jonathan (4) Meeting - Good Deall Six 6:00pm? Jonathan D Bremer Financial Associate Thrivent Financial® 2116 Audrey St, Cape Aug 11
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Terms - Privacy

Last account activity: 13 hours age
Details

1. Search your mail folders (can search for attachments, mail from or to a certain person, or by subject)

The menu on the left side pane allows users to: compose a new message, view the inbox, view

starred mail, view sent mail, etc.

3. Sort your incoming mail in to “categories”- the example has primary, social, promotions, and a + to
add additional.
4. The mail mailbox view allows users to check or uncheck for deleting, star the message, view who it is

from, view the subject, and date/time it was sent.

5. The top right hand corner is where settings is available. (See below)

Seftings
Maximum page size:

Images:

Default reply behavior:
Leam more

Default text style:
(u rove Fomiating buton on e oolbarto
ukiensie)

Conversation View:

& same oge re rouped

ogether)

Email via Google+:
Leam more

General Labels Inbox Accountsand Import Filters Forwarding and POP/IMAP  Chat Labs Offline Themes

Show| 50 ¥ conversations per page

Show| 250 v contacts per page

# Always display external images - Leam more
Ask before displaying external images

# Reply
Reply all

Sans Serif + T+ A~ I

This is what your body text will look fike.

# Conversation view on
Conversation view off

Who can email you via your Google+ profile? | Anyone on Geogle+ ¥
If people who arent in your circles send you email this way, you must agree before they can send you more.

Send and Archive: Show "Send & Archive" button in reply
Leam more ® Hide "Send & Archive" button in reply
Undo Send: #| Enable Undo Send
Send cancellation period: |30 ¥ | seconds
Stars: Drag the stars between the lists. The stars will rotate in the order shown below when you click successively. To leam the name of a star for search
I houer unur mouse o D”m‘mfﬁﬁ

o

Gmail Settings Menu

a. Tabs at the top include; General,
Labels, Inbox, Accounts, Filters,
Forwarding, Chat, Labs, Offline, and
Themes.

b. The main features, signature, etc. is
available under the General Tab

c. Labels=folders

d. Offline allows users to compose and read
emails when not connected to the internet,
messages will be sent when reconnected.

e. Themes allow users to change the
background of the inbox.




Google Calendar Basics
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Search your calendar by event, date, title, etc.

Create events (see more below)

View all calendars that you have created. Create a new calendar and edit each individual

calendar settings by click the drop-down arrow next to each calendar name- separate calendar

events are color-coordinated with events on the calendar, so they all show up in one calendar for

me to view.

View the calendar by day, week, month, 4 days, or as an agenda

5. Calendar Settings in under the gear in the top right corner. (see more below)

Create a new event

a. Title the event

b. Set the date and time of the event

c. Repeat the event, add a location, assign it to a
calendar, add a description, add an attachment,
change the color of the event on the calendar, set
notifications or reminders, add guests to the even
(all optional)

“ m Discard
[Untitied event
81812015 1030am o 11:30am 81812015 Time zone
All day (] Repeat
Event details
Where Add guests
Enter guest email addresse:
Video call Add video call
Calendar | Stephanie Kuper M Add
Description
Guests can
moify event
4 @) invite others
Attachment  Add attachment @ see guest fist
Eventcolor [ | Il u ™
Notifications |Email v | 30 [minutes v
Popup ¥| 30 minutes ¥
Add a nelification

Calendar Settings
a. General tab has the basic settings options
b. Calendars tab allows you to set up settings for
multiple calendars that you operate

c. Labs enable additional “trial” features in

calendar.

Calendar Settings

General (Calendars Labs

« Back to calendar| Save || Cancel

Language: English (US) v

United States

Country: ;
(choose a different country to see other time zones)

(GMT-05:00) Central Time v |Label:
Your current time zone: 2 Display all time zones
Show an additional time zone

Date format: 1213172015 v

Time format: 1:00pm ¥
60 minutes v

Default event duration: Speedy meetings
Enc

Week starts on: Sunday v




