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Le.vel 1 core topics e

Create Share @ Communicate @/
Identify Google tools and Determine correct method Engage in ongoing
create/format within them and access for sharing communication with
stakeholders

o
Collaborate Organize [:|
Help students reflect on their Manage, gather, and analyze
learning and provide feedback for improved workflows
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ISTE Standards

Create

|dentify Google tools and
create/format within them

Google for Education

Exam learning objective

1.1 Identify which tools allow for certain tasks
to be completed

1.2 Determine the correct method to create,
distribute and collect assignments in Google
Classroom

1.3 Determine the correct method to create
and format Google Drive files

1.4 Determine the correct method to create

and manage calendars

1.5 Determine the correct method to create
and manage Google sites

ISTE Standard alignment

1.1c Feedback to Improve Practice

1.2.b Online Interactions

2.3.a Create Positive Experiences

2.5.c Innovative, Equitable Learning Environments

2.5.c Innovative, Equitable Learning Environments

2.2.a Advance a Shared Vision

2.3.c Model Safe, Legal, Ethical Practices
3.2.d Communicate with Stakeholders
3.3.a Empower Educators

3.5.d Navigate Continuous Improvement

2.4.a Collaborate with Colleagues
2.5.c Innovative, Equitable Learning Environments
2.5.a Accommodate Learner Differences

2.5.a Accommodate Learner Differences
2.4.c Use Collaborative Tools

2.4.d Demonstrate Cultural Competency
2.6.d Model and Nurture Creativity



ISTE Standards

Share @

Determine correct method
and access for sharing

Google for Education

Exam learning objective

2.1 Determine the correct access for files such
as view, comment, and edit

2.2 Determine the correct method to share
Google files for collaboration and
communication

ISTE Standard alignment

1.1c Feedback to Improve Practice

1.2.b Online Interactions

2.3.a Create Positive Experiences

2.5.c Innovative, Equitable Learning Environments

2.5.c Innovative, Equitable Learning Environments



ISTE Standards

Communicate
8

Engage in ongoing
communication with
stakeholders

Google for Education

Exam learning objective

3.1 Select Google tools to engage in ongoing
communication with stakeholders

3.2 Determine the correct method to leverage
Google Meet to expand learning beyond the
classroom walls

3.3 Determine the correct method to enable
accessibility features

ISTE Standard alignment

2.4.d Demonstrate Cultural Competency

2.5.b Design Authentic Learning Activities

2.5.c Innovative, Equitable Learning Environments
2.6.b Foster Classroom Management of Tech

2.5.b Design Authentic Learning Activities
2.6.b Foster Classroom Management of Tech

2.4.d Demonstrate Cultural Competency
2.5.a Accommodate Learner Differences



ISTE Standards

Collaborate

Help students reflect on
their learning and provide
feedback

Google for Education

Exam learning objective

4.1 Determine the correct method to use
Google tools to help students manage and
reflect on their own learning

4.2 Utilize the correct method to give digital
feedback and manage files in Google Drive

ISTE Standard alignment

2.5.b Design Authentic Learning Activities
2.6.b Foster Classroom Management of Tech
2.7.b Use Tech to Create Assessments

2.7.c Use Data to Guide Progress

2.4.a Collaborate with Colleagues



ISTE Standards

Organize C]

Manage, gather, and
analyze for improved
workflows

Google for Education

Exam learning objective
5.1 Determine the correct method to manage
files in Google Drive

5.2 Determine the correct method to gather and
analyze data

5.3 Determine the correct method to organize
and search Gmail

ISTE Standard alignment

2.4.a Collaborate with Colleagues

2.6.b Foster Classroom Management of Tech

2.4.d Demonstrate Cultural Competency
2.5.a Accommodate Learner Differences



Getting ready

Exam Guide Task Cards Learning Center
This 4-page PDF outlines the topics This will be a revamp of our existing Our Basic and Intermediate use of
that may appear on the standard task cards, with detailed Google Workspace for Education
and renewal exams for the information about how to use Fundamentals courses help
certifications. Google for Education tools. learners learn skills tested in the
exams.
goo.gle/L1examguide - L1 Task Cards A goo.gle/learningcenter -
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Q @ BY¥ Google Classroom
. skl checkist N
Learn how to

U se Goog Ie e create a new class and give it the name
e post a message in the stream

C I assroom to e create a new assignment
COI IeCt St U d e nt e set a due date for an assignment

e make a copy of the document for each student

WO rk a n d e attach a video from a url
St rea m I i N e e create a rubric

e provide feedback using a rubric

i n St ru Ct i o n e create multiple assignments

Google for Education



BY¥ Google Classroom

Create and name
a class

1. Go to classroom.google.com + soe Q
2. Click the + icon in the top-right oo

corner and select Create class
3. Enter the class name and .

optional section, subject, and Join class

room info
4. Click Create

Create class

Google for Education


https://classroom.google.com

BY Google Classroom

Post a message in
the Stream

Environmental Science
BootcampScreenshots

Stream

1.  On the Class Stream tab, click s
Announce something to your

Analytics New

class

2. Type your message ) : _
e . Environmental Science

3. Choose to post it immediately Bidoae s tiaarens i

or schedule it

. v Quick Links
4. Click Post S
This is where you can talk to your class

CH Meet

5 A y
| &l Use the stream to share announcements, post assignments, and respond to
Generatelink ) ? \

student questions
\ ({eo P
w . ~N
( £3 Stream settings )

Class code

Smooy4pb i
Upcoming
No work due soon

View all

Google for Education



B Google Classroom

Create an
Assignment with
due date

I

@ rome Stream Classwork People Grades Analytics New o 6 &
) calendar
¥ Resources
1.  Click Classwork > Create > &
. ) schoolanayics Environmental Science
ASSIg n me nt Q Findsess BootcampScreenshots
2.  Add atitle and instructions PR y

Quick Links

2§

3. Set Due Date, Topic, and A ETT

g Environmental Science

. . BoctcampScreenshots 5.7
OI ntS (lf needed) This is where you can talk to your class
I £ Environmental Science O meer : A
MCAS o \ Use the stream to share announcements, post assignments, and respond to

4.  Click Assign, Schedule, or P (B (oo ) | | \S]
Save Draft o

[ Archived classes Smooy4pb I

€3 settings

(@ stream settings

Upcoming
No work due soon

View all

Google for Education



Within an assignment editor,

look for Attach and click Drive
Select the document you want

to attach
Change the dropdown from

Students can view to Make a

copy for each student

Google for Education

Make a copy for
each student

Title*
Biology Assignment

B Google Classroom

*Required

Instructions (optional)
Please complete this assignment.

B I U =YX

‘ Sample Assignment
Google Docs

Attach

& o -

Drive YouTube Create

LU
New
Read
Along

Students can view file

Students can view file

Students can edit file

a

Make a copy for each student

Upload

ink iorad



Attach a video via
URL

1. Inthe assignment editor, look s
for Attach and click Link Gecen Eeosystem

*Required

2.  Paste the video URL (e.g., from
YouTube) -
3. Click Add Link
B I U:=¥xX06
1 Calendar and Tasks - Mid-term Essays

Google Docs

Attach

& o F LD 2,

New
Drive YouTube Create Practice Read Upload

sets Along

Link

Google for Education

Students can view file - X
Add-ons ®
€) Google Arts & Culture

veB@e

Genially

Adobe Express for Google ...

Pear Deck for Google Classr...

Google Play Books

BY¥ Google Classroom



Add a rubric to an

Assignment

X [E Assignment

1. Inanassignment, click Rubric
> Create rubric

2.  Add criteria, descriptions, and
point values

3. Click Save

*Note: Rubrics can also be added through

Importing with Sheets or by using a
previously created rubric.

Google for Education

Tite®
Ocean Ecosystem

“Required

Please read

BIU=YXO®O

1 Calendar and Tasks - Mid-term Essays

Soogle Do
Attach
& o F B LJ]
Drive YouTube Create Practice Read
sets Along
(<o}
Link

2,

Upload

Students can view file - %

Add-ons ®
@ Google Arts & Culture

@ Genially

@ Adobe Express for Google
& Pear Deck for Google Classr...

P Google Play Books

B Google Classroom

Assignto New
Zo Al students
Due
Tomorrow, 11:59PM

O close submissions after due date

Topic

Plastics in our Ocean

Grading
Grade category Points
( setcaegory ) 100

Grading period

Set grading period

Rubric

(+ Rubric )

O check plagiarism (originality)

Lear more

®



Provide feedback

with a rubric

1.  Click View assignment.

2. On the Student work page, at the
left, click a student’s name.

3.  Choose an option:

To expand or collapse all criteria,
at the right, click Expand criteria
or Collapse criteria

To expand or collapse individual
criteria, next to a criterion, click
Expand or Collapse

Google for Education

Grade

4/9

Rubric [

Part of Water... v
Water Cycle D... v

Water Cycle E... v

Private comments

4/9

1/3

1/3

2/3

Rubric (4 4/9
Part of Water... A 1/3
Exceeding 3 pts

The picture certainly depicts
a part of the Water Cycle. It is
very apparent to the viewer.

Meeting 2 pts

The picture depicts a part of
the Water Cycle. It is
apparent to the viewer.

Progressing 1pt
The picture is probably a part

of the Water Cycle. There is
some confusion.

No picture. 0 pts

The student did not insert a
picture.

O Clear

B Google Classroom



E Google Classroom

Differentiate
assignments by
student I -

@ Steam  Classwork  People  Grades @B o8 68
. =
1. Create or open an assignment L Teachers =
2. Click the All students s D oo
dropdown @
3.  Check the boxes next to the Students e k
students you want to assign to _ )
4.  Finish and assign as usual = T
O croue STUDENTS
O o Algebra: Algorithms 2 student v
O @ Agevraes 6 St v
O ° Algebra: Axioms 6 students v

Google for Education
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84

Learn how to
organize and
access files in
your Google
Drive

.......

Google for Education

e store different files of varying formats in one
location

e create folders to upload files into folders

e add resources to a shared folder

e automatically convert files to Google Drive
formats when added to Google Drive

e color code the folders to make it easier when
searching for the math test answer key

e organize files via drag and drop




& Google Drive

Create and color
code folders

€ > c EENEwTaE © % & @  NewChome svalable §
1.  Open Drive and click the New & oie O & & |Cooe @
button. + New Welcome to Drive o B
2.  Select New Folder, name it, e Q. sescninore .
and click Create. oo S S Sl Eh CEes .
3.  Right-click the folder, hover R > Suggested s .
over Organize and select the s A
desired color. E -

4.  Choose a color to help visually
distinguish it from others.

® Admin console

Google for Education



Upload and auto

convert files

Click the gear icon in Drive and

select Settings.

Check the box next to Convert
uploads to automatically
convert files to format.

To upload, click New > File
upload or Folder upload.
Select files (e.g., .docx, .pptx)
to upload and they’ll be

converted.

Google for Education

©® ® ® & MyDrive - Google Drive

x 4

€ C© = drive.google.com/drive/my-drive

L Drive
+ New
@ Home

Q Activty

& Workspaces

My Drive

Shared with me
Recent

Starred

Spam

Trash

Pmoe 0ok

Storage

@ Admin console

Q  searchin Drive

My Drive ~

Type ~ People ~

Folders

B Classroom

o Google Drive

=3

b4

=3

@

©  New Chvome avallable

@

Google 0
o B

@

+



& Google Drive

Organize files
with drag and
d ro p A S—

& orive Q  searchin Drive = ® @ 1 Google @
+ New My Drive ~ = |v8) 0 =
@ Home Type - [ People - | Modifed - | [ source =

Q Activiy

1. Open Drive in grid or list view. | t e @

2. Clickand hold a file or folder. o D .

3. Dragit to the correct folder or o B N
location. 0 am

4. Dropitin place to organize. & e E X

®  Admin console

3PBused

Google for Education



& Google Drive

Add resources to
shared folders

1. Open the shared folder (it will L Brive Q  se:
have a shared icon).
2.  Click New > File Upload or

Folder Upload or Wewy Jolder "G thenF
.drag—and—drop files directly File upload e — Choose File
into the folder.
3. Any files added will i R cewen | orFolder Upload
automatically inherit the B Google Docs X
folder’s sharing permissions. SsaliShasts X
Google Slides »
3 Google Vids
B Google Forms N
More »

Google for Education
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84

Learn how to
use, share, and
manage Google
Docs

.......

Google for Education

e insert pictures using the device's webcam

e assign sharing permissions

e invite colleagues to view, comment, or edit a
document

e transfer ownership of documents

e translate the document’s text into a different
language

e access Version history in order to recover missing
information back into the doc

e find the Template gallery within a Docs document




84

Learn how to
use, share, and
manage Google
Docs

.......

Google for Education

e change the editing mode on the document to
suggesting mode

e notify people that a document has be shared with
them

e require students to make a copy of the document

e access the screen reader support

e use the Chat feature

e create a new document

e add a title to the document

e share a document




84

Learn how to
use, share, and
manage Google
Docs

.......

Google for Education

e add comment in a document

e ensure Editors cannot change permissions
and share the document

e ensure Viewers and Commenters cannot see
the option to download, print, and copy




Create a new

Doc

1. Goto Drive.

2. Click New > Google Docs >
Blank document.

3.  Click into the untitled
document name at the top and
give it a title.

Google for Education

& My Drive - Google Drive x  +

% drive.google.comjdrive/my-drive

& orive Q. Searchin Drive

+ New My Drive ~

[ ]

Home

Activity
Folders

RS

Workspaces

Classroom
My Drive -

Shared with me.

Recent

Starred

Spam

Trash

Stroge X

pmo w0k @

@ Admin console

2.04 T8 of shared 1.23 PB used

Type - || People ~ || Modified ~

Sou

urce

B Google Docs

=[vao B
I Nem @
-
+



B Google Docs

Insert image using a
webcam

. Science |@ason B &
1. Inyour Doc, click Insert > a @ .
| Camera Insert Format Tools Extensions Help
mage > .
2. Allow access to your device's Q o e A, |l Image > | 2 Upload from computer
webcam if prompted. f@ Table > | @ searchtheweb
Take a picture using the W Drwing N
Camera feature. < @ ch & Drive
: . art >
Click Insert to add it to the "
document. Document tabs — Horizontal line - Photos
o a1 © Emoji [ Camera
@ By URL

Google for Education

% Smart chips




B Google Docs

Assign sharing permissions
& invite collaborators

& My Drive - Google Drive x [ Science Lesson One - Googlr X+
. . 23 docs.google.com/document 1t/d/1kGDdfWZp-OhOHX8QT5PMsqjOK3qDfOUa1D02-MBFn4/edit?tab=t.0 * New Chrome available 3

1. Click the Share button in the .
SciencelessonOne @ # B & 0D 8 o- @ share - 0

. File Edit View Insert Format Tools Extensions Help Accessibility
top rlght Of the document' QMess 6 ¢ & A § 100% - Normaltext ~ | Adal v —[M]+ (B I U A 2 o B E-s =-iE-3 E X # Ediing  ~ ~
’ M L 2 . t 2 3 4 [ R 2
2. Enter collaborators’ email .

addresses. .
3.  Choose Viewer, Commenter, ER
or Editor. Ao
4. Leave the box checked for
Notify People.
5.  Click Send to notify them.

@ Templates [ Meetingnotes [ Emaildraft (& More

Google for Education



B Google Docs

Transfer ownership
of a document

1. Click Share.

2. Typein the email of the person Share "Plastics in our Oceans”
you're transferring to.
3 CIICk the dropdown neXt tO ‘ Add people, groups, and calendar events
their name and choose Make People with access
owhner.
q Sarah Thomas (you)
4.  Click Save changes and sarah@demogfe.com
confirm. demo@demoworkspaceedu.com

Editor
demo@demoworkspaceedu.com v

Viewer
General access

Restricted ~ Commenter

Only people with access can open with t/

G Copy link

v/ Editor

Transfer ownership

. Remove access
Google for Education




Translate a
document

1. Click Tools > Translate

= e

t Tools Extensions Help

A, Spelling and grammar
document. I e et
2.  Select the target language. Refey sigumiialis

3.  Name the new copy and click
Translate.

+¢ Compare documents
99 Citations
eSignature

& Tasks

3 Variables

i= Line numbers
Linked objects

[ Dictionary

>

88+Shift+C

Ctrl+880 Ctrl+38U

88+Shift+Y

X Translate document

O Voice typing

) Notification settings

Google for Education 2a Preferences

88+Shift+S

B Google Docs

Translate document

Create a translated copy of the current document

Translated copy of Science lesson

| ( New document title
|

Choose a language
|- Bulgarian >

Cancel Translate




B Google Docs

Use Version history to
recover content

1.  Click File > Version history >
See version history or go to
the clock icon with the reverse
arrow in the upper corner of
the doc.

2.  Click on a version to review the
list of changes.

3. Click on a previous version and
select Restore this version if
needed.

Google for Education



Find the Template

gallery

1. GotoDocs home at a Docs
docs.google.com

2. Click Template gallery at the
top right.

3.  Browse available templates
(lesson plans, letters, etc.).

4.  Click one to begin editing.

Google for Education

Q  Search
Start a new document

CELLS
BASIC UNITS OF LIFE

Blank document Essay
Paperback

SCIENCE LAB REPORT

Report
Simple

REPORTTITLE
LOREN PSUM DOLOR S AMET

Report
Luxe

B Google Docs

Template gallery £

Report
MLA

Book Rep:
Name of the book

Book report
by Reading Rainbo...


http://docs.google.com

B Google Docs

Change to Suggesting
mode

1. Inthe top right of a Doc, click —
the pencil icon. O RS @ Share v

2.  Choose Suggesting from the

dropdown.
3.  Type edits, which will now /A _
appear as suggestions.
/ Editing v

Edit document directly

Suggesting

Edits become suggestions

© Viewing
Read or print final document

Google for Education



Force a copy

1. Open the Doc.

2.  Copy the shareable URL and
replace /edit with /copy.

3. Share the new link. Students
will be prompted to make a

copy.

Google for Education

B Sscience lesson - Google Do

25 https://docs.google.com/document/d/1sLvX9gaWVstb1rw46Q9qKcNKDwHhcZ_sQL-GDaf27_M/edit?tab=t.0

X

3

Sciencelesson B @ % B &
File Edit View Insert Format Tools Extensions Help

QA o e & A § 100% ~

<&
Document tabs o

B Tab1

Headings you add to the document
will appear here.

1

Normal text ~

b, 4

Arial

-]+ B I U
3

B Google Docs

Error §

D B - 2, Share ~ @

& A S ~

E) Templates

B Meeting notes

&3 Email draft

= More




Google Docs

Use Chat & commenting

For a comment:

. . 1Calendar and Tasks - Mid-term Essays @ # & & D B (- O shwe - @
1 nghllght teXt File Edit View Insert Format Tools Extensions Help Accessibility
Q Menus 6 @ @& A § 100% - | Normaltext ~  Aial - |- [1m)+|B I U @ B E- =i~ 2/ Editng  ~ ~
2.  Click comment icon or Insert > b SUUVEUEL FOUIUUUL SOUTUUSY SOUNUSIL SOTSUOU VIV
<
Comment Documenttabe .
Type and post ] { B 1calendar andTasks - Economics 101 - Midterm 1 Essay
Headings you add to the document Over the course of the past 50 years, the employment landscape for low- and
1 will appear here. middle-skill workers has changed dramatically - structurally, socially and economically. However,

il these changes have often come at the expense cImmvnauals. bringing about unwanted and

uncomfortable changes to jobs and workplaces. Jkee new reality for this class of workers is often
challenging and unstable, with predictions for future opportunities seeming increasingly grim
and pessimistic. Yet, in order to understand the future prospects of low- and middle-skill

Fo ra < h at: ]| workers, it is important to understand the changes these occupations have endured, the

historical events that have driven this evolution and the current state of affairs.

“The problem? There is a critical need for workers to fill these jobs, but there is a severe
1 shortage of workers with the right skills and training to fill them. In the past, employers pro
. the training for middie-skilljobs. Now individuals must seek out programs at community colleges
If m u Itl p I e COI Ia bo rato rs a re s well as vocational and technical schools, and apprenticeship programs in order to gain the
eeducation to move into these lucrative careers. With the right education and training, the doors.
to these promising careers open wide.
viewing the Doc at once, click . y caten
particularly in contrast to the state of work at the peak of “The Organization Man" era. During the
. mid-1950's, individuals had greater security in their jobs, linking their personal identity to their
t h e C h at i Co n to St a rt a employer \arqs\y sdvancmg ‘within a single firm and reaping the benefits of predictable markets.
and for managerial talent.’ Yet, the decline of "The Organization Man" era

has slsad\\y (aKen over in the modern economy, shifting from an internal labor market system
. . to a heavier reliance on the external labor market.? This shift from internal to external has led

real-time conversation. 10 decreased retenton and enuro witin fims,greater lumover,decreased investmen n
training and the necessity for individuals to look outside the firm for new work rather than wumn
These changes represent the decline of the Old Deal and the consequential rise of the

q Deal. The norms of reciprocity and psychological contracts of the Old Deal are being ream\y
L replaced by the unwilling attitudes of employers to invest in their workers brought about by the
New Deal. These shifts have created a modern workplace for low- and medium-skill workers.
tnat s mare uncertain than eve,

Individual jobs for low- and middle-skill workers have become increasingly challenging,

1 In addition to macro-social structural changes, low- and middle-skil jobs have become

8 increasingly precarious over time in both the big-picture and the day-to-day routines of workers.

Precarious work s perceived to be uncertain and unpredictable, often manifesting in shorter
ures, ong:torm unemployment and insecure contingent work, ndividuals engaging in

Google for Education



Secure sharing
permissions

Google Docs

1Calendar and Tasks - Mid-termEssays @ +# 0 &
File Edit View Insert Format Tools Extensions Help Accessibility

1. Click Share. Qs 5 e 8 A wox - | Mo < A
2.  Click the settings gear in the . "
top right. 3

Uncheck: Editors can change SRS
permissions.
Uncheck: Viewers and
commenters can see the ]
option to download, print,
and copy.

- Headings you add to the document
will appear here.

sl-()+[8 1 U

Economics 101 - Midterm 1 Essay

Over the course of the past 50 years, the employment landscape for low- and
middle-skil workers has changed dramatically - structurally, socially and economically. However,
these changes have often come at the expense of individuals, bringing about unwanted and
uncomfortable changes to jobs and workplaces. The new reality for this class of workers is often
challenging and unstable, with predictions for future opportunities seeming increasingly grim
and pessimistic. Yet, in order to understand the future prospects of low- and middie-skil
workers, it is important to understand the changes these occupations have endured, the
historical events that have driven this evolution and the current state of affairs.

‘The problem? There is a critical need for workers to fil these jobs, but there is a severe
shortage of workers with the right skills and training to fil them. In the past, employers provided
the training for middle-skil jobs. Now individuals must seek out programs at community colleges
s well as vocational and technical schools, and apprenticeship programs in order to gain the
education to move into these lucrative careers. With the right education and training, the doors
10 these promising careers open wide.

Individual jobs for low- and middle-skill workers have become increasingly challenging,
particularly in contrast to the state of work at the peak of “The Organization Man" era. During the
mid-1950's, individuals had greater security in their jobs, linking their personal identity to their
‘employer, largely advancing within a single firm and reaping the benefits of predictable markets
and increasing demand for managerial talent.” Yet, the decline of "The Organization Man” era
has steadily taken over in the modern economy, shifting from an internal labor market system
to a heavier reliance on the external labor market. This shit from internal to external has led
to decreased retention and tenure within firms, greater turover, decreased investment in
training and the necessity for individuals to look outside the firm for new work rather than within.
These changes represent the decline of the Old Deal and the consequential rise of the New
Deal. The norms of reciprocity and psychological contracts of the Old Deal are being readily
replaced by the unwilling attitudes of employers to invest in their workers brought about by the
New Deal. These shifts have created a modern workplace for low- and medium-skill workers
that is more uncertain than ever.

In addition to macro-social structural changes, low- and midde-skill jobs have become
increasingly precarious over time in both the big-picture and the day-to-day routines of workers.
Precarious work is perceived to be uncertain and unpredictable, often manifesting in shorter
tenures, long-term unemployment and insecure contingent work. Individuals engaging in

O B - & shae - 0

2 Editing

Google for Education




B Google Docs

Enable screen reader
support

Sciencelesson B @ #* B © © 8 o- ase - @

File Edit View Insert Format Tools Extensions Help

m
i
i
(7]
1]
A
N

Q Menus & @ & A § 100% - | Normaltext ~  Arial »|-m]+|B 7 U A 2| 2

1. Click Tools T T

2. Select Accessibility . ®

3. Check Turn on screen reader | aIg & ronies
support |

4. Click OK

B Meetingnotes % Emaildraft [ More

Google for Education
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Enhance your
classroom
experience with
interactive
lessons with
features from

.......

Google for Education

( )
(& J

e create presentations that include pictures
and videos

e embed content by URL or code

e toggle captions on while in presentation
mode

e add static elements in the theme

e leave feedback using the comment feature




] Google Slides

Create Slides with
multimedia

1. Gotoslides.google.com and click
. Insert Format Slide Arrange Tools Extensions Help
Blank Presentation or choose a

template. { [J Image * | 2 upload from computer
2.  Click Insert > Image to add a Tr Text box [S Stock & web New
icture (from your device, Drive, i s
P ( Y Q) Shape [ Drive & Photos New
or the web). .
. . (@& Building blocks (8] Camera
3. Click Insert > Video to embed a L
video (from YouTube or Drive). | SiDingram " e ByuRL
a. YouTube: Search the fm Table .
video or topic you're [@ Chart -
interested in or paste the *, Line >
URL for the video in the A Woidian
search bar.

[Ek Speaker spotlight

B Video

Google for Education


http://slides.google.com

Enable captions
while presenting

1.  Click Slideshow in Slides

2. At the bottom-left, click the three

dots

Hover over Captions preferences

Select Toggle captions

5.  Captions will display live using your
microphone

=

Note: You may need to allow the microphone if
you're using it for the first time.

Google for Education

= Open speaker notes S
a Turn on the laser pointer L
A’ Turnon the pen Shift+L
A Exitfullscreen  38+Shift+F
X Exit slideshow Esc
D> Auto-play >
Captions preferences g

More >

] Google Slides

Toggle captions - :
(English only) 3 +Shift+C
Text position >
Text size >



Customize Themes
with static
elements

1. Click Slide > Edit theme. D |
2.  Add text boxes, logos, shapes, or ]

images to the layout.
3. Close the theme editor when done.

Google for Education

Click to add title

Click to add subtitle

Google Slides

2 @ 0 B @



Google Slides

Leave feedback
using comments

Google Example Presentation @ + & Saved to Drive D B (- ( sideshow | )
File Edit View Insert Format Slide Arrange Tools Extensions Help

Background | Layout = Theme | Transition ~

1. Highlight an element or text. Ll e o Lt Gl el R e

2.  Click the Comment button, Click
on Insert > Comment, or
right-click and choose Comment.

3. Type your feedback and click s

Comment to post. P When History Repeats
[tself

Company Name

2 3 4 5 6 7 [

1
L nn ik . il R fn L ol . |

:
. arent .

Note: Use the @ symbol to tag someone in the
comment and they will be notified.

This is your space for legal copy. State whether the information is confidential and specify who can
read this deck.

Google for Education

@ share ~
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® 4
e E=m) N
Organize, sort,

and filter e edit in real time
student data e transfer ownership of documents
using Google
Sheets

Google for Education



Google Sheets

Collaborate in
Sheets

1. Open the linked Sheet

2. Click Share > Add
collaborators with edit access

3. Collaborators can enter notes,
sort data, or use formulas

Share "Science Quiz (Responses)”

Add people, groups, and calendar events

People with access

Mandy Froehlich (you)
mandy@demogfe.com

General access

Restricted ~
Only people with access can open with the link

C ) @
( e Copylink )
\ TR

Google for Education



Google Sheets

Transfer
ownership of a
Sheet N

0 &2
&
1. Click the Share icon and 0 Editor
locate the email in which you'd
like to transfer your ownership Q Viewer
2.  Click the dropdown next to
their name and select Transfer Pe. | | Commenter
Ownership
General access v/ Editor

3. Confirm the transfer
@ Restricted ~

Only people with access can open wi

Transfer ownership

Google for Education
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Efficiently
communicate
with colleagues
and students in
real time with
Google Chat

.......

Google for Education

e start a new chat

e create Spaces for staff to collaborate, send
images and text-based messages, and
share resources in real time

e communicate with students




Start a new
Chat

1. Go to chat.google.com or open
Chat in Gmail

2.  Click New Chat

3. Type aname or email and press
Enter to begin messaging

Google for Education

Mail

Chat

M Gmail

D New chat

Q_ Search mail

Add 1 or more people

~ Shortcuts

(m Home
@ Mentions
Y% Starred

~ Direct messages

Chat with a colleagt
Start a chi

~ Spaces

Create a space to
collaborat
Create or find 8

2% Create a space

2, Browse spaces

Find apps

[Z]  Message requests

otar

ail

ur


https://chat.google.com

Create a Chat

Space

1.  Click on the three dot menuin
the corner next to Spaces

2.  Select Create Space and give
ita name

3. Add members and click
Create

Google for Education

Mi Gmail Q_ Search chat ) @ © = (Google
[ Newchat Home Unread B Thead 20 - «
~ Shortcuts N November PD Mon
You: Sent an attachment
A Home
@ Mentions
W%  stared

Chat with a colleague or friend
Start a chat

%, Browse spaces

+  Create new section
- A
2 Move section up
¥ Move section down
No conversation selected
@ Reset section height

Use the toggle to switch between single
Adjust section height and split pane modes



Send messages

and resources in a

Space

1. Type a message in the chat field

2.  Use @ to tag a member of the
Space

3.  Click the paperclip icon to attach
a file or link

Google for Education

Mail

Chat

Meet

M

=

Gmail

New chat

~ Shorteuts

@
@
*

Home
Mentions

Starred

- Direct messages

Chat with a colleague or friend

Start a chat

~ Spaces

- Apps

Science Project

Browse spaces

No apps yet
Explore apps

Q Search chat

&

s Science Project v
Tmember - Private

Chat  Shared  Tasks

@ risoron

Today

Mandy, welcome to your new collaboration space! Let's get started:

2, Add members share a file @ Assign tasks

N+ Explore our apps to enhance your space
/

You created this space today

@ T @mention Type"@" followed by the name of a person, space,orDrve
document

View apps

Learn about mentions. X

®atver @ @& i Google@

Q@ @ME B
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Make
organizing
meetings easy
with Google
Meet

.......

Google for Education

e host a synchronous virtual training for
guardians

e host synchronous virtual sessions for student
support

e invite guest speakers into your classroom

e raise hand

e share screen via a Chrome Tab

e screen share

e record a meeting

e access chat history and Google Meet recording




X Google Meet

Invite a guest to a
Meet

In your Calendar event: = M Gmai
. = Meet c
1. Click Add guests
, . O New meeting Jpin a meeting
2.  Type the guest’s email address and s
click Save -

% meet.google. ink?authuser=08illm=17507045034

3.  Choose to send the invitation email
when prompted
Share your new meeting
In Gma“: Copy this link and send it to people you want to meet with. Be

sure you save it so you can use it later, too.

meet.google.com/tum-cyqv-rke ID

1. Click on Meet > New meeting
Video meetings scheduled in e o~ fe
2.  Send invite or copy and paste the =

link to the meet in an email. I:I

Google for Education



X Google Meet

Share screen via
Chrome tab

1.  InaMeet, click the Share screen
icon

2. Select A Chrome tab from the
options

3. Choose the tab and click Share

Google for Education



Record a
meeting

1.  Click the three-dot menu in the
Meet

2.  Select Record meeting
(participants will be asked to
accept that they are being
recorded)

3.  Click Stop recording when finished

Google for Education

Mandy Froehlich

2:40 PM | anm-niaz-tfi

) Manage streaming

) Manage recording

Change layout

] Backgrounds and effects

Reporta problem

D Reportabuse

& Troubleshooting & help

8 settings

X Google Meet

Recording X

-

%?—

2

Record your video call
The recording willbe saved in Mandy

Froeniich's Meet Recordings folder in Google
Drive. When appropriate, a link will be added to
the Calendar event and a notification email wil

be sent.
Captions and transcripts will be In the meeting
language English
[ include captions in the recording

[0 Aisostarta transcript

Start recording

O 2B # &




X Google Meet

Raise hand in a
meeting

1. Join the Meet at meet.google.com
or from Calendar

2. Click the Raise Hand icon in the
bottom toolbar

3. Click again to lower your hand
when you're called on

Google for Education


https://meet.google.com

K Google Meet

Access Chat
history and
recordings

My Drive > Meet Recordings ~

| Type - || People ~ \ Modified ~ || Source -~

1.  Go to Drive and open the Meet
Recordings folder Files

2.  Click to open or share the
recording file

3. Chat history will also be included in
this folder but only if the Meet has
been recorded.

B 30 day update (2024-01-30... @ B 30 day update (2024-01-30...

Google for Education
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Create and

[ ] [ ]
m a I nta I n e create an event and attach a document
e enable reminders and notifications
sc h ed u Ies e add a Google Meet link from the Event screen
With Goog Ie e create new calendar

e schedule due dates

Ca I e n d a I" e attach a document for an upcoming event

e set up Appointment slots

e create a Task list

e set up desktop notifications .

e allow participants to add guests

Google for Education



EJ Google Calendar

Create an event
with attachment

Open Calendar and click Create > = B colencar (o ) < > o202 vo ¢ (=)@ (@) = (Googe @)
Event or click on your desired day + - 6 - ® w o) 2 .
and time on the calendar. To see I .
the full-screen option, click on ; . @ .
More Options at the bottom. A S \ )

Add a title and date/time.

In the quick-look view, “Add
description or Drive Attachment,”
click Drive Attachment.

In the full-screen view, click on the
Drive icon in the description box..
Choose the desired file.

Click Insert.

Google for Education

Time Insights -~
JUN15 - 21,2025
0 hrin meatings (avg: O

My calendars v

Other calendars ~ + A

[ Holidaysinunit.. X :



Set event
reminders

1. Inthe full event edit screen,
scroll to Notification.

2. Inthe quick-look screen, click
on the name of the calendar
and then Add Notification.

3. Choose email or pop-up and
set timing (e.g., 10 minutes
before).

Google for Education

EJ Google Calendar

= I;: Calendar ( Today ) < > June2025
sun
+ create ~
15
June 2025 < >
\\\\\\\ -
o 9am k
T0am
am
Meet with..

2, Search for people

Time Insights ~
JUN 15 - 21, 2025

0 hr in meetings (avg: O hr)

( # more

My calendars v
Othercalendars ~ + A

[ Holdays n United States

Q @ & ( wek 3 37@ E ‘Google°w

é 21




Add a Meet link

to an event

1. Click Add Meet video
conferencing in the event.

2. The Meetlink is added
automatically for attendees

*Note: Your administrator may have a
Meet link automatically added to new
events.

Google for Education

Add title

Jun 20, 2025 12:00pm to  12:30pm

O Alday Does not repeat v

Event details Find a time

Add Google Meet video conferencing

Add location
Notification  ~ 10 minutes ¥
Notification  ~ 10 minutes ¥

Add notification

Mandy Froehlich + ® -
Busy ~ Defaultvisibility ~ @
(1] B I U|iE =E | X

Add description

Jun 20, 2025

X

X

Guests Rooms

Add guests

Suggested times
Guest permissions
[ Modify event
Invite others

See guest list

EJ Google Calendar



EJ Google Calendar

Create a separate
calendar

1. On the left panel, click + next

to ‘Other calendars.. My calendars i Siibsatib lend
2. Select Create new calendar, HBSCILELID CAIBNUAN
name it, and set preferences. Other calendars + A @
Create new calendar
[] Holidays in Unite s

Browse resources

Browse calendars of interest

From URL

Import

Google for Education



Using Calendar

for due dates

1.  Choose Create > Event

2.  Enter the event title (e.g., "Math
Homework - Page 32"), select a
calendar (e.g., "Homework"),
and set the due date and time.

3.  Optionally, add a description,
location, and set reminders.

Google for Education

o)
=

History Essay

Event Focustime Outof office  Working location (D
Friday, June 20 1:00pm - 1:00pm
[0 Allday  Time zone

Does not repeat ¥

Add guests

Add Google Meet video conferencing
Add rooms or location

Add description or attachments

Mandy Froehlich @
Busy - Default visibility - Notify 10 minutes before

Task  Appointment schedule

More options

EJ Google Calendar

®
@

History Essay, 1pm



Set appointment

slots

1. Clickin the time block you
want or choose Create >
Appointment Schedule.

2.  Choose your options for
selections such as time slots,
availability, and co-host.

3. Click Next.

4. Choose the rest of your
desired options.

5. Click Save.

Google for Education

= E Calendar
+ create ~

June 2025 < >

sssssss

Meet with.
&, search for people
Time Insights ~

JUN 15 - 21, 2025

0 hr in meetings (avg: O h)

( # Moreinsights

My calendars ~
Mandy Froehlich
Birthdays
Economics practicedemo
Economics practicedemo
Environmen tal Science 8o
Environmental Science Ca
Environmen tal Science m
Environmental Science Pa.
Environmental Science TP.

Environmental Science TP.

( Today

0AM

<

>

suN

15

June 2025

EJ Google Calendar

Q@ & (w-)(B|0
P

# ( Google @)

sar
21
@
-
*
+



Enable guest
invitations

1. Inthe event screen, add email
addresses for guests.

2.  Make sure the option for Invite
Others is checked.

Google for Education

Add title

Jun 20, 2025 12:00pm to  12:30pm

O Alday Does not repeat v

Event details Find a time

Add Google Meet video conferencing

Add location
Notification v 10 minutes v
Notification  ~ 10 minutes ¥

Add notification

Mandy Froehlich + ® -
Busy ~ Defaultvisibility ~ @
(1] B I U|iE =E | X

B Create meeting notes

Add description

Guests Rooms

Add guests

Suggested times

Guest permissions

[ Modify event

Invite others

See guest list

EJ Google Calendar



EJ Google Calendar

Using Tasks and
scheduling due
dates —

| | @) wyTasks - Z X
1. Click the Tasks button in the .
right panel or at the top next to
the waffle. 4 Add a task :
2. Click on Add a Task.
3. Toschedule a due date, click O Title
on the auto suggestions (eg. ‘ @ ‘ = Details
Today, Tomorrow) or the
calendar at the bottom of the Today Tomorrow @ 8
added task. &
122

Google for Education
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Learn how to
create and
customize a
Google Sites
of your own

.......

Google for Education

e create web pages

e add a page via a link that points users to an
external site

e update the font of an entire site

e link thumbnails from other webpages

e provide others edit access




= Google Sites

Create a new
Google Site

= B Sites Q  Search
1.  Go to sites.google.com Sertanewste ) mg ¢t
2. Click the + button to start a new - sk _ 'E" -
site b i p— |
3. Add atitle to the site at the top professors
left

Recent sites Owned by anyone ~ H az O
- B IEnvironmentaIScience101 6 e O «

Your page title

Google for Education


https://sites.google.com

= Google Sites

Add pages or
external links

+» o : [ O

1. Click the Pages tab on the right o
2.  Click the + to add a new page or \T.‘: FFFFF

link -
3. Ifitis an external link, input the YOU ; page Rt l t I <

link
4.  Rename and organize pages as

needed with drag and drop

Google for Education



Add content to a
page & customize
the layout

a Environmental Science 101

Environmental Science ...

1. Click on the section of the page
you want to edit i@ iae

2. Use the Insert tab to add a text
box, image, or embedded
content

3. Drag content blocks to
rearrange the layout as needed

Google for Education

= Google Sites

nsert  Pages  Themes
Tr =]

Text b Images
Embed Drive
ccccccccccccc ~
T P

a
A

T colapsible group
= Table of contents
I0v  Image carousel

© Button



= Google Sites

Update site-wide
font settings

1. Click the Themes tab on the right B EnvionmentalScience 101

2. Choose a theme and select your
preferred font

3. The font will update across all pages
automatically

Environmental Science....

Your pagetitle S :

90000
Light
Classic

Heavy

Vision

Google for Education



= Google Sites

Link thumbnails
from other
webpages

1.  Click the Insert tab, then select
Upload or Select
a. Upload allows you to
upload from your
computer
b. Select will give you several
options: from Drive, via a
link, Google Images, or
Photos
2. Click on Link icon
3. Insert the desired link and click

Apply

Google for Education



= Google Sites

Provide edit rights
to collaborators

1.  Click the Share with others icon
2. Add email addresses and select
Editor permission
a. Published viewer will only
be able to see the
published view of the site O i
b.  Editor will be able to edit
the site
3. Click Send to share the site with @ Pt v cnsenth st s il
collaborators [ o

Share “Environmental Science 101"

Google for Education
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Organize and
search your
Gmail

.......

Google for Education

® snooze emails

e thread emails together using Conversation
view

e Search for emails using search operators like
“From:” “To:” or “Subject:”

e compose and send an email

e create a filter to automatically label emails
from an individual

e enable Priority Inbox to help organize emails




M Gmail

Snooze emails

1. Hover over the message in
your inbox

2. Click the Snooze icon (clock) em be . J un 1 9
3.

Select when the email should
—_—
4

reappear
ryone,... Jun 18

Google for Education



Use Conversation

view

1. Click the gear icon and scroll
to the bottom > select
Conversation view or select
See all settings

2. Inthe General tab, scroll to
Conversation View

3. Select Conversation view on
and click Save Changes

Google for Education

M Gmail

= M Gmail Q_ search mail 3 enmer @ @ i Google @
= o- c H
2 Ccompose B
wail
=} & Inbox Get started with Gmail X
et P Starred: Customize your Enable desktoy
& ¥ 2 setasignature Qa J (]
[s] @®  snooze d inbox 17 notifications
L2 B sent s
D Drans Nonew mail
v wore N
+
Labels or




M Gmail

Search using
operators

1. Click in the Gmail search bar Q. subject: finished homewor X

2.  Type an operator (e.g., from:,
subject:, has:attachment)

3. Press Enter to view filtered
results

[ Has attachment J [ Last 7 days J [ From me ]

Q_  All search results for "subject: finished homework" Press ENTER

Google for Education



M Gmail

Compose and
Send an email

= M Gmail Q_ search mail ES entver @ @® i Google @
. . o/ Compose g- ¢ ¢ =B
1 Click Compose in the -
B & Inbox Get started with Gmail x
upper-left corner - ® 7 e D e .
2.  Addrecipients, subject, and - :
message contents v i

3. Click Send A

Enable desktop notifications for DemoGfe Mail. O

Google for Education




Create a filter and

apply a label

1.  Click the Search Options icon
in the search bar

2. Enter criteria (e.g., from a
specific address), then click
Create filter

3. Determine the options you'd
like to apply for the filter. To
apply a label, choose that
option and the filter to apply.

4. Choose Create Filter

Google for Education

g0 i

§o

Labels

Q_ Search mail s
o- ¢
Get started with Gmail

Customize your
Seta signat
) oo P setasgnonre

No new mailt

a

Enable desktop
notifications

M Gmail




M Gmail

Enable Priority
Inbox

= M Gmai Q Search mail S ormver @ @& # Google @
2 compose EIERNIC =

1. Click the gear icon and select I P x
See all settings . [ & e 7 sassgoe o o o
2. Go to the Inbox tab and N - :

choose Priority Inbox under .
Inbox type ®  Google formaton

3.  Customize sections and click k
Save Changes

Enable desktop notifications for DemoGfe Mail. OK  Nothanks X

Google for Education
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Create
surveys and
quizzes in
Google Forms

.......

Google for Education

e create a self-grading quiz

e add points and release grades immediately
to a self-graded quiz

e create a form

e collect verified email addresses

e add animage

e add a Multiple choice question

e add a Short answer question

e add a Dropdown question

e add a Paragraph question




84

Create
surveys and
quizzes in
Google Forms

.......

Google for Education

e set correct answer choices for the multiple
choice questions

e send the Form via email

e add collaborators

e link to Google Sheets and create a new
spreadsheet




Create a Form

1. Go to forms.google.com = B Forms
2. Click the Blank form or choose ——
tart a new form
a template

3.  Title your form and add a |_
description if needed

Blank form

Alternatively, create a new form by
going to Drive and clicking New >
Google Forms. & orive

Recent forms

New folder

File upload

Folder upload

B Google Docs
Google Sheets
Google Slides
3 Google vids
B Google Forms

More

Google for Education ® Sspam

Q  search

lank Quiz

»

E Google Forms

Template gallery &

Ry | g nrns. ]

Exit Ticket Assessment Worksheet Course Evaluation
Owned by anyone v B Az O
gested folders
nactad filac
Blank form C then O
Blank quiz

From a template


https://forms.google.com

B Google Forms

Add questions in
multiple formats

a Untitledform [ ¥ Al changes saved in Drive © ® 5 ¢ © & : o
uestions

1. Use the + button to add a new
Untitled form

question .
2. Choose a question type from

the dropdown (Multiple choice, FRECYT— .

Short answer, Dropdown, E

Paragraph) — q

3.  Typein your question and
answer choices

Google for Education



B Google Forms

Set up a self-
grading quiz

E Untitled form [ Y Al changes saved inOrive ® ® 6 ¢ © g :
s

1. Click on Settings
2. Turn on Make this a quiz }Jntmed form k
3. Torelease grades immediately,

choose Immediately after each

Untitled Question

Option1

submission
4. Goto Responses, choose B 0o - 2
Verified in the dropdown for - ™

nEpo

collecting email addresses
5.  Return to Questions, click
Answer Key under each question
6.  Set the correct answer and points

Google for Education



Add

collaborators

1. Click the share icon next to
Publish
2.  Enter email addresses and
choose Editor rights
a. Editor: allows users to
view, comment, and
make changes
b.  Responder*: allows
users to view the form
as a responder only

*Note: This is also where you would
share for responses via email.

Google for Education

B Google Forms

a Untitledform [ Allchanges saved inDrive

Questions  Responses ~ Settings

Untitled form

ally collecting emails from all respondents. Change settings

Untitled Question

Option 1

E  © propdown

1. Option 1

2. Add option

Answer key (0 points) 0 @ Require




B Google Forms

Link Form
Responses to
Sheets S T

Questions  Responses ~ Settings

Science Quiz g
1. Click the Responses tab in —— ;
Forms u
2. Click Link to Sheets next to ““‘ =
the green Sheets icon to create N
or select a spreadsheet o

Google for Education
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Leverage the
Chromebook
accessibility
features

Google for Education

e activate the ChromeVox built-in screen
reader feature from within ChromeQOS

e activate the Full screen magnifier in the
ChromeOS accessibility settings




Activate
Chromevox

1. Press Ctrl + Alt + Z to toggle
ChromeVox on or off.

2.  ChromeVox will begin reading
aloud text and interface
elements.

Google for Education

Chromevox Next Essentials

@ chromebook



http://www.youtube.com/watch?v=fpbIsN31hLM

Activate Full-
screen magnifier

1. Goto Settings >

Accessibility.

2.  Enable Full-screen :
magnifier. _ :

3. Use Ctrl + Search + M to How t.O. Use.
toggle it quickly. magnlﬁcatlon

&) chromebook

Google for Education

@ chromebook



http://www.youtube.com/watch?v=fbhQLjxA34Q

Google for Education

Google Certified Educator

Level 1 task
cards
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