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Le.vel 2 core topics e

Create Communicate @/ Collaborate

|dentify Google tools and Engage in ongoing communication Help students reflect on their

create/format within them with stakeholders learning and provide feedback
@

Organize B

Manage, gather, and analyze
for improved workflows

Google for Education



ISTE Standards

Create

|dentify Google tools and
create/format within them

Google for Education

Exam learning objective

1.01 Utilize additional functionality of GWfe to
make aspects of teaching duties more efficient

1.02 Utilize Google Slides features to enhance
classroom experience with interactive lessons

1.03 Implement digital tools that can enhance
different personalized learning models

1.05 Utilize Google Forms and Classroom to
analyze student understanding and provide
personalized feedback of assessment of
learning

1.06 Utilize Google Workspace for Education
tools to flip or blend classroom instruction

ISTE Standard alignment

2.5.a Accommodate Learner Differences

2.6.d Model and Nurture Creativity

2.7.b Use Tech to Create Assessments



ISTE Standards

Exam learning objective ISTE Standard alignment
. O 2.01 Utilize automation and personalized 2.7.c Use Data to Guide Progress
Com municate \T/ updates to connect with the school community

more effectively
Engage in ongoing
2.02 Leverage Google Workspace for Education  2.6.b Foster Classroom Management of Tech

communication with to efficiently organize and automate
communication with school community
stakeholders

Google for Education



ISTE Standards

Collaborate

Help students reflect on
their learning and provide
feedback

Google for Education

Exam learning objective

3.01 Utilize Google Drive, Docs, and Slides to
create, share, and collaborate with school
community

3.02 Create opportunities for learning both in
the classroom and beyond its walls with Google
Meet

ISTE Standard alignment

2.4.a Collaborate with Colleagues

2.6.d Model and Nurture Creativity

2.4.c Use Collaborative Tools

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

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



ISTE Standards

Organize D

Manage, gather, and
analyze for improved
workflows

Google for Education

Exam learning objective

4.01 Utilize Google Forms and Sheets to
establish and effectively organize
communication with school community

4.02 Assess and manage student projects to
provide space for students to reflect on their
learning beyond the classroom

4.03 Use GWTE tools to search, understand, and
organize information

4.04 Leverage Google Sheets to visualize
student data and differentiate instruction

ISTE Standard alignment

2.5.c Innovative, Equitable Learning Environments

2.6.d Model and Nurture Creativity

2.7.c Use Data to Guide Progress



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/L2examguide - L2 Task Cards (this deck) A goo.gle/learningcenter -
Google for Education . 1 a ’ B
. Google for Education M » v E
Certified Educator "4‘7@\\ 6' '\\ d a
Leyel 2 exam \ ‘ ' - \/‘ Google Certified Educator L C 4 .— o
guide ’ Level 2 task R i |
e, cards '
::::imm il o s ‘ e —— 5 Intermediate use of Google
socking to demonstrate ther expertise n : . ) Workspace for Education
S o Fundamentals

Google for Education


https://goo.gle/learningcenter
https://goo.gle/learningcenter
https://services.google.com/fh/files/misc/level1_certified_educator_exam_guide.pdf
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Learn how to
use advanced
features in
Google Docs

.......

Google for Education

e create a table

e add hyperlinks

e use paragraph styles

e use the “Find and replace” feature

e search for an add-on from the Google Workspace
Marketplace

e join a Google Meet from Docs

e publish a document to the web

e translate documents




o &
- L sidlscheckiit N
Learn how to

use a dva n ced e use the Email draft option in Google Docs
feat ures i Nn e right-click on words and select Define

e access the Dictionary from the Tools menu

G oog Ie DOCS e use Version history to retrieve missing / deleted

content

Google for Education



Create a table

Click Insert in the top menu.
Hover over Table.

Select the number of rows and
columns needed.

Click toinsert the table.

Google for Education

B Google Docs

English 101 Lesson Plans Unit1 % m &
File Edit View Insert Format Tools Extensions Hel

-]+ B 7 UA2| e

¥ Hepmewrite @ Templates (& More

O B - Oshre - 4 x},

® & Edtng - | A




B Google Docs

Add hyperlinks

1. Highlight the text you want to
hyperlink. English 101 Lesson Plans Unit1 % & & ® & o- ewe - + §

File Edit View Insert Format Tools Extensions Help

Click Insert in the top menu. i A
Click Link. i €

Document tabs +

Paste or type the URL. e
Lesson Focus Learning Objectives Activities
{ I |c k A I will appes Introduction to Students will identify key | Read a sample short story; brainstorm a
. . Narrative Writing | elements of a personal personal experience to write about.
character, conflict).

® ¢ Edtng - | A

gaN wWwN

Paragraph Students will use topic | Group activity: build a paragraph together;
k\ Structure sentences and supporting | peer review exercises.
details effectively.

Grammar & Students will identify Grammar review video.
Mechanics Review | common errors in

punctuation and sentence | Grammar “error hunt” worksheet; quick
structure. write with corrections. v

Google for Education



B Google Docs

Use paragraph styles

1. Highlight the text.
2.  Click the Styles drop-down B e ek Bt e ©® o ame- + @

QMenus & @ & A § 100% - Nomaltext - | Aal - =[]+ B I UA 2 o @QE

(shows “Normal text” by - .

viEv=vE-E-T 3 X ® # Editing

1 ¢
default). SR ’
H 1 H Scope and S¢ ol
3. Choose a style like Heading 1, I s ey o
Nanaie wing erisncs 1o i about

Heading 2, or Title.
4. Toupdate styles, click the S

Options arrow and choose e

Update > to match.

ragraph together;

Google for Education



B Google Docs

Use Find and replace

1.  Click Edit in the top menu.

2.  Select Find and replace. T

3.  Type the word or phrase to e AT wo () e zy
find. - ‘

QB o- s - + &

= | Tableoptions

o
I~

© & Edting - | A

N

4. Type the replacement word or :
phrase.

@ Tab1

| Scope and Sequence

Scope and Sequence

Lesson Focus

Learning Objectives

Activities

Introduction to
Narrative Writing

5.  Click Replace or Replace all.

Students willidentify key ™

elements of a personal
narrative (setting,
character, conflict).

Read a sample shortstory; brainstorm a
personal experience to wiite about.

B N

Students will use topic
sentences and supporting
details effectively.

Group activity: buid a paragraph together;

peer review exercises.

B ®

Grammar &

|
Paragraph
Structure

Mechanics Review

Students will identify
‘common errors in
punctuation and sentence
structure.

Grammar review video.

Grammar “error hunt" worksheet; quick
write with corrections.

Google for Education




Translate a document

1.  Click Tools > Translate
document.

2.  Select the target language.

3. Name the new copy and click
Translate.

Google for Education

A\/
5|

%

= e

Tools Extensions Help

Spelling and grammar
Word count

Review suggested edits
Compare documents
Citations

eSignature

Tasks

Variables

Line numbers

Linked objects

Dictionary

>

88+Shift+C

Ctrl+880 Ctrl+38U

88+Shift+Y

Translate document

Voice typing

Notification settings

Preferences

88+Shift+S

Translate document

B Google Docs

Create a translated copy of the current document

Al

New document title

Translated copy of Science lesson

f

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



Search for Add-ons

Click Extensions in the top
menu.

Select Add-ons.

Click Get add-ons.

Search for the add-on.

. Select to install.

AN W

Google for Education

B Google Docs

English 101 Lesson Plans Unit1 % & &
File Edit View Insert Format Tools Extensions Help

Q Menus © @ & A § 100% - Heading2

e

Document tabs +

B Tab1

| Scope and sequence

Arial

QO B - osee - 4+

(6]+|B 7 VA2 @|E -
2 ) a s .

Scope and Sequence

Lesson Focus Learning Objectives Activities

Introduction to Students will identity key | Read a sample short story; brainstorm a
Narrative Writing | elements of a personal | personal narrative to write about.

narrative (setiing,

character, conflict).
Paragraph Students will use topic | Group activity: buiid a paragraph together;
Structure sentences and supporting | peer review exercises.

details effectively
Grammar & Students will identiy Grammar review video

Mechanics Review

common errors in
punctuation and sentence
structure.

‘Grammar “error hunt” worksheet; quick
write with corrections.

® & Edtng - |~




B Google Docs

Join a Meet from
Docs

English 101Lesson Plans Unit1 # o &

QMenus © @ & A § 100% - | Headingz - | Adl - [ -[16]+ (B I UA 2 o @Q EeiE e Join or startamesting ) 7 Edtng - &
. H H 1 L NI S I PRI UM I I . S TR SR £ 1
1. Click the Meet icon in the top e
right corner of the Doc. : :
+ Startanewmeeting
. . B Tab1 H |
2.  Choose an upcoming meeting T fScope and Sequence g
Lesson Focus Learning Objectives. Activities

or start a new one. ] T P ey —

Narrative Writing | elements of a personal | personal narrative to write about.
narrative (settin

3. Click Join to open the meeting . S ol

Paragraph Students will use topic Group activity: build a paragraph together;
Structure sentences and supporting | peer review exercises.

. . details effectively.

in a sidebar. F— R [ FR—

Mechanics Review | common errors in
punctuation and sentence | Grammar “error hunt” worksheet; quick
strucure. wiite with corrections.

Google for Education



B Google Docs

Publish a document
to the we

English 101 Lesson Plans Unit1 % & & QO B o- oswe - 4+
. o a File Edit View Insert Format Tools Extensions Help =
. Click File in the top menu. =
QMenss & @ @ A § 100% - | Headingz - | Aial - [ -[®6]+| B 7 UA 2 @ d E & ¢ eing - A

Scroll to Share. = S DTN N FT ..
Click Publish to web. .

D wN =

14
Ch t blish link -
. OOSG O pu |S aS a In Or Scope and Sequence
| Scope and Sequence ®
Lesson Focus Learning Objectives Activities
embed. P T T e pe—
Narrative Wrting | elemens of a personal | personal narrative to write about

narative (setting,

5.  Click Publish, then copy the oy

Paragraoh Siadorts wil uso tpic__| Groupacivy buld a pararaph ogetrr
Sicurs Soences and supporing | por rovew oxrises

link Getais afocol

INK. Grammar s | tudent il dentty | Grammarreviow i

Mechanics Review | common errors in
punctuation and sentence | Grammar “error hunt” worksheet; quick
structure. write with corrections.

Google for Education



B Google Docs

Use the Email Draft
option in Docs

. . English 101LessonPlans Unit1 & m & . . 4
1 Cl|ck Insert in the top menu Pl Exit View lnaoet | et Toole! Extenmions elp © & o &stars + &
QMenus & @ & A § 100% -  Normaltext v | Aial v —[n]+ B I U A 2| = ® 2 Editng  + | &
—
2.  Hover over Building blocks. e T
< Scope and Sequence
.
3. Select Email draft. L — . Tocsan o | Laamingoejoctis [miee
Introduction to Students will identify key | Read a sample short story; brainstorm a
. . R Narrative Writing | elements of a personal | personal narrative o write about.
4.  Fill out the email template. @ : m g,
. o e . * | Ecoee 3od Saience Paragraph Students wil use topic Group activity: build a paragraph together;
5. Click the Gmail icon to open it il e ansne
in your email. f e | e ot wsont
1 i 14

Google for Education



B Google Docs

Define words and use
the Dictionary

1.  Right-click on any word and
select Define.

Or

2.  Click Tools in the top menu.

3.  Select Dictionary.

4.  Search aword in the right
sidebar to see definitions.

Google for Education

English 101 Lesson Plangiloi * B &

File Edit Tools Extensions Help
Q Mmenus A Spelling and grammar -
© Word count HeShiftsC
- Review suggested edits  C1ri+%0 Crl+%U
] 5+ Compare documents
Document tabs + " Citations
2 esignature
B Tab1
@ Tasks
| Scope and Sequence
] 3 Variables

Line numbers

Linked objects

nj+|e 1

2 3 4 e
ce

g Objectives | Activities.

ants will dentify key
ents of a personal

ter, confic).

Read a sample short story; brainstorm a
personal narrative to write about.

ants wil use topic
inces and supporting
Is effectively.

Group activity: build a paragraph together;
peer review exercises.

s wil identify

B Dictionary +Shiftsy

on errors in
ation and sentence

¥ Translate document
& Voice typing +Shift+S
¢ Audio e )

4 Gemini

0 Notification settings
2o Preferences

F Accessibility

2 Activity dashboard

Grammar review video.

Grammar “error hunt” worksheet; quick
write with corrections.

= Person 4 Person

Q B a- s - ¢

CRZ e & Dictionary X
par-a-graph

I'pera graf/

noun
noun: paragraph plural noun: paragraphs

1. adistinct section of a piece of writing,
usually dealing with a single theme and
indicated by a new line, indentation, or

numbering.: “the concluding paragraph*

“the information set out in paragraph 3".

synonyms: section, subdivision, part, subs

ection, division, portion, segment, bit, pass
age, clause, report, article,item, piece, not
ice, write-up, note, mention

verb

verb: paragraph 3rd person present:
paragraphs past tense: paragraphed

past participle: paragraphed

gerund or present participle: paragraphing

1. arrange (a piece of writing) in paragraphs.
“his style deploys a lack of conventional
paragraphing
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oy
Create

SU rveys a n d e create a new Google Form and title it
° ° e add a short description to explain the
q u Izzes I n purpose of the form

G oog Ie Fo r m s e add at least five different question types

e add a video and a file upload option

e include a paragraph reflection question

e add a short answer field with email
validation

e add a second section and configure a

question to branch to it

Google for Education



84

Create
surveys and
quizzes in
Google Forms

.......

Google for Education

e add a confirmation message that
encourages students

e ensure the form is not limited to your
organization

e make all essential questions required

e preview and test your form flow




Create a Google

Form

1.  Go to forms.google.com

2.  Click the Blank form or choose
a template

3.  Title your form and add a
description if needed

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

= B Forms

Start anew form

Blank form

|_

Recent forms

New folder

File upload

Folder upload

Google Docs
Google Sheets
Google Slides
Google Vids
Google Forms

More

Spam

B Google Forms

Q  search
e N ¢ " BN
lank Quiz Exit Ticket Assessment Worksheet
Owned by anyone ~
C then F
C then U

gested folders

nactad filac

1 Blank form C then O

Blank quiz

From a template

Template gallery &

s ror, |

Course Evaluation

B Az O


https://forms.google.com

B Google Forms

Add a description

a Untitled form e B @ © © 2 © & | Published I |
1. CliCk under the form title Where it Questions  Responses  Settings Total points: 0

says Form description.
2.  Type your short explanation or Untitled form
purpose for the form.

Form description

Untitled Question (™) @® Muttiple choice v o
Option 1 Tr
Add option or add "Other" ‘;\

(3]
=
Answer key (0 points) LD @ Required =




B Google Forms

Add questions in
multiple formats

a Untitled form [ s Al changes saved in Drive ® ©® 9 ¢ @ & H o
uestions

1. Use the + button to add a new )
. Untitled form
question
2.  Choose a question type from

. Untitled Question @ @ Multiple choice C;)
the dropdown (Multiple -
choice, Short answer, oSG =

=
Dropdown, Paragraph, etc) o~ =

3.  Typein your question and
answer choices




B Google Forms

Add a File upload
question

E Untitled form ¢ Al changes saved in Drive B @ © 9 ¢ © »g Published £
Questions  Responses  Settings Total points: 0
1.  Click the plus (+) to add a new
question. Untitled form N
2.  Select File upload as the Form description s
question type.
3.  Click Continue to allow file T @ ® Mutplechoice (;)
uploads. -
. Option 1 T
4.  Set the file type and number of
. Add option or add "Other" E‘
files allowed. =
Answer key (0 points) LD EI Required E




B Google Forms

Add short and
long text

Questions  Responses  Settings nts: 0
Paragraph

unutiea Questuon

Option 1

@ Multiple choice
1. Use Short answer for brief Chackons
responses. B | © bropdown 2
2.  Use Paragraph for longer, .
3 Allow only specific file types GSE e upicad ~
open-ended questions. v " o
3_ C"Ck the plus (+) to add and Maximum number of files 5 - o=+ Linear scale =
configure each. Maximism fle s oms - % Ratng QD 2
This form can accept up to 1 GB of files. Change EEE Multiple choice grid
EEE Checkbox grid
Answer key (0 points) LD

g Date



E Google Forms

Insert a video

1. Click the Add video icon from

the side toolbar. E Quiz Unit 1.1 % Allchanges saved in Drive B @ ©@ 9 ¢ o &% ‘ Published = ‘
2.  Search YouTube or paste a Questions  Responses  Settings Totalpoins: 0

video link. =
3.  Click Select to add the video Quiz Unit 1.1 o

to your form. Please fill out the form completely. Tr

4. Add a title or instructions
below the video.

111




B Google Forms

Add a Section

1. Click the Add section icon B uviesom % B oo b o w S DR
from the side toolbar.

Questions  Responses  Settings Total points: 0
2.  Give the new section a title
and optional description. Untitled form
3. Drag and drop questions if Form description
needed.
[WENNO) ©
i uesti Multiple choice w:
Untitled Question p o
Option 1 Tr
Add option or add "Other" ‘;\
(3]
Answer key (0 points) 0O m@ Required =




B Google Forms

Direct users to
the next section

a Quiz Unit 1.1 Y%  Allchanges saved in Drive B @ ©®© 9 2 @ 2 | Published IE
1.  Click the three dots in the Questions  Responses _ Settings S
lower right of the question. o MN*@
2. Select Go to section based on :
answer.

3. Assign answers to go to
different sections.
4.  Ensure each path leads to form

After section|1  Continue to next section

Go to section 1 (Quiz Unit 1.1)

submission.
Go to section 2 (Untitled Section) @
Untitled |5 Submit form < a
Tr

Description{opuonar)

1[I 3|



B Google Forms

Direct users to
Submit Form

a Quiz Unit 1.1 ¢ Al changes saved in Drive B & © Published T
2 H Questions  Responses  Settings m Total points: 0
1.  After the final section, make e ¢ ‘
sure there are no more
SETETES: Quiz Unit 1.1 :

2.  Google Forms automatically
shows a Submit button.
3.  Click Preview to test form

Please fill out the form completely.

Question
ﬂOW. Option 1

®
Please watch the Main Idea Video &
Tr
&
3]
~ 4 MAIN IDEA =



B Google Forms

Response
validation with
email N

Questions ~ Responses  Settings Total points: 0
Section 1 0f2

Quiz Unit 1.1 X
1 . C"Ck the plus (+) to add a Please fill out the form completely.

Short answer question.
2.  Click the three dots in the
bottom right corner.
3.  Choose Response validation. R 0 T | e Oml
Select Text > Email address. pesecripon

5. Enter a CUStom error message. Please watch the Main Idea Video

= = Short answer

» ®

3

Short answer text

B

3

N

= = Short answer - a3

Short answer text T
Text Emal Please enter your email address |

=

5

Answer key (0 points) 0 @ Required




B Google Forms

Make questions
required

B Quiz Unit 1.1 Y%  Allchanges saved in Drive B ® © 9 ¢ & 2g Published T
Questions  Responses  Settings Total points: 0

1. Click any question.
2. Toggle the Required switch

at the bottom right.

Quiz Unit 1.1 X

Please fill out the form completely.

What is your emaily & =" Short answer - o
B I Uo® X Tr
Short answer text E‘
(3]
Text Email Please enter your email address. =
=

Answer key (0 points) |_D E Required . H




B Google Forms

Add a
confirmation

m ess a g e E Quiz Unit 1.1 Y% Al changes saved in Drive B ® © 9 ¢ o & Published T
&estions Responses  Settings
Section 1 of 2

1.  Click the Settings tab at the

top of the page. Quiz Unit 1.1 X
2.  Go to the Presentation Please fil out the form completely.
dropdown.
3. Next to Confirmation message T — @ = shortanswer - g
click Edit. 2
. Short answer text T
4. Type your message in the =
Confirmation message box. e i Pleocarierssandlintiioss -
5. Click Save. =
0 m@ Requied ~ @ i




Remove

organizational
restriction

1.  Click the Share button at the top
right corner of the form

2. Click on the dropdown for
Responder View

3. Choose Anyone with the link

Share "7th Grac
Support”

Add people, groups,

People with access
o Jenny Reynolds

General access

Editor view Res'

Only people with ac

v

B ® © o ¢

Restricted

Lakeside School

7th grade teachers

6th grade teachers

Anyone with the link

Remove Link

gy RESPONOEr ViEW  Lokesidoschoo -

Anyone in this group with the link can respond

@ Publish the form to accept responses

(<o)

o
Q+

Publish

B Google Forms
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Enhance your
classroom
experience with
interactive
lessons with
features from

.......

( 0
(& J

e embed a YouTube video directly onto the
slides

e integrate additional tools via Add-ons

e set video playback to the specific time

e set video to Play (automatically)

e hyperlink slides to each other

e attach resources

e start a meeting from Slides

e enable a video to play automatically during a

presentation




( )
4 A J

Enhance your
c I ass roo m e create a Google Slides presentation and

title the slide

expe rie n Ce Wit h e customize the title slide and make it more
i nte ra Ct ive visually interesting by adding an images

e invite users to the presentation

Iessons With e insert an image placeholder
feat ures fro m e create different slides in the presentation to

highlight certain parts of the experience and
assign them to different colleagues
e addavideo

e share the Slides presentation




] Google Slides

Create Slides with
multimedia

1 Go to slides.gooale.com and - Insert Format Slide Arrange Tools Extensions Help

click Blank Presentation or { & Image © T ———
chpose a template. Tr Text box S Stock 8 web -

2.  Click Insert > Image to add a e ’ ' :
picture (from your device, § Drive & Photos Ha
Drive, or the web). (© Building blocks (8 Camera

| rf1 Diagram " @ ByURL
f@ Table >
[@] Chart >
*\ Line -
A Word art

[Ek Speaker spotlight
B3 Video


http://slides.google.com

] Google Slides

Insert a YouTube
video

i i ooy (si Y
1 - CIICk Insert > Vldeo to embed a ’:I\Z EE:i:g)z/if:wlnsen SFor:a( Esllide& Arrange Tools Extensions Help @ E Q- \\,SIIdeShow v,/‘ & Sid | - m
video (from YouTube or Drive), Q + o o g [image . Background | Layout | Theme | Transition ~
. Tr Textbox G T8 0.9. 140 A48 12 1488 14115 16 0 ATH0 48111957000 L9515 200 11231 241 08
2.  YouTube: Search the video or e 5 s TR B BB TR 8 2 B B

topic you're interested in or paste ] L) C . Zl:iblk ) My Energy Saving Tips

the URL for the video in the @ Table

search bar. @ cher - ‘ d =
“\ Line >
A Word art

@
[55
Speaker spotlight
&3 Video =
D Audio
®
GX
Comment $+0ption+M

oo
oa
~

+ New slide Ctri+M <



Google Slides

Hyperlink slides to
each other

. File Edit View Insert Format Slide Arrange Tools Extensions Help ~ - = NS 2
1. Click the text or shape you want
. QU + o e & Q 150% ~ R Tt O \ ~ Background = Layout Theme | Transition v oA
to Ilnk' L 2 3 4 5 6 7 8 9, ., 1 2 0, 13 | 18 | 15 | 16

2. Click Insert > Link or press
Ctrl+K (Cmd+K).

3.  Click Slides in this presentation
and choose the target slide.

X .

& Watch the Ask
Olivia Video

: \_ W,

A~



] Google Slides

Start a Meet from
Slides

. . My Energy-Saving Tips  ¥¢ =3 O~ f/sndeshow v\\ 2, Share ~ 0
1 CIICk the SIldeShOW File Edit View Insert Format Slide Arrange Tools Extensions Help . V4
dropdown next to the QA+ 5 e & Q ft - R Tt Qg N\~ Backgrol  join or start a meeting 7 o
34,28 4,56, T 8,9 .20 21, 22 23 24 25

1
There are no upcoming meetings
— in your calendar today

E MyE

Present button.
2.  Select Present in Google

Meet. : E + Startanewmeeting
3. Choose a scheduled Meet or @ m = Use a meeting code )
start a new one. E @
E ©
E &
; Watch the Ask View this &

Olivia Video Resource

13 12

14



] Google Slides

Use Add-ons in
Slides

. . m: B oo D 8 a- ‘::Shdeshow - ) & share - m
1. Click Extensions > Add-ons > o e — {5 saven o [ — R
)

, ¥ Apps Script

Get add-ons. | -
2. Search for an Add-on. My Energy Saving Tips
3. Click Install.
4.  Access it from the Extensions :
menu after installation. @
» @

Watch the Ask View this
Olivia Video Resource

< Click to add speaker notes



] Google Slides

Share the
presentation

1. Click the Share button in the top
right.

2.  Typein the collaborator’s email or
choose Copy link.

3. Set the permissions (Editor,
Commenter, Viewer).

4.  Click Send.

Share "My Energy-Saving Tips"

I —




] Google Slides

Insert an image
placeholder

. i i > i . % MyE -Saving Ti 4 + ( Siideshow | = 2, Share ~
1 CIICk Sllde Edlt Theme FiIZ :;:g):liejwagerltpsmrmat E"5|ide® Arrange Tools Extensions Help ® @ ar ‘\& & sh m
2.  Click Insert > Placeholder > Image , -
QA + | o e & @ Fit >~ R TT O N\~ Background = Layout Theme  Transition AV RPN
Placeholdel" T O R e e e e O O O N
3.  Click and drag to draw the
placeholder on the slide.

E
¥
|
g

)
4

2 "’7
@ ] =
€ @
~ ©

el
RS =]

oo < Click to add speaker notes


https://docs.google.com/file/d/1KdVS4Gpne0Ht4v3uoCHtl4czi6kr6gyl/preview

Google Slides

Use Comments to
assign slides

. . . ) MyEnergy-SavingTips # & & o) - (sideshow | - ) & share = (]
1. nghllght the Sllde that needs to File Edit View Insert Format Slide Arange Tools Extensions Help
QMenis + | & @ & Y - RTQN-@ d | Layout | Theme = Transition
beaSS|gned — I T T R T e R T
. o 2= 4]
2. Click Insert > Comment or the e -

Comment icon 5 | \
1 2

3. Use the @ key and begin typing
the name to assign.

®

)

- e ) - ‘ @

4.  Click on Assign to [the name]. k| OQ/ \( ; o
5.  Add any additional comments E \"J Opﬁq\a ) i
and click Comment. ey N

Click to add speaker notes


https://docs.google.com/file/d/18JbuxYj0JC3iD8aZPoTxjCc1jF629nvx/preview

Google Classroom o @




Q @ B Google Classroom
. skl checkist <
Learn how to

use Goog Ie e Create a new class and give it a name
e Invite a co-teacher and 3 classmates

C I a ss roo m to e Create 2 topics (e.g., “Short Story Unit” and
collect student “Assessments’)

e Create an assignment titled Reading Response #1

WO rk a n d e Attach a file from Drive
st re a m I i n e e Set points, due date, and assign it to the correct topic

e Make the assignment ungraded

i n St ru Ct i o n e Disable late submissions .

....... \ /




Q @ B Google Classroom
. skl checkist <
Learn how to

u se G Oog Ie e Post an announcement with a reminder and a
Google Meet link

C I a ss roo m to e Generate and make visible a Google Meet link
COI IeCt StUdent e View the Class Insights tab

e Access originality reports

WO rk a n d e Add a Form from Drive to a new assignment
St rea m I i n e e Create a Quiz Assignment and add instructions

e Add a short answer question

° °
I nSt ru Ct I o n e Add a File Upload question and allow only image

files




Q @ B Google Classroom
. skl checkist <
Learn how to

use Google e Set the max number of files to 2
e Assign points to each question

C I a ss roo m to e Make all questions required
COI IeCt StUdent e Use Grade importing

e Schedule the quiz to be released at a later time

WO rk an d e Create a Practice Set
St rea m I i N e e Add at least 2 resources

e Use the Extra Help feature

[
I n St ru Ct i o n e Share the Practice Set with your class




Create & name a

class

1.  Go to classroom.google.com

2.  Click the + icon in the top-right
corner and select Create class

3.  Enter the class name and
optional section, subject, and
room info

4. Click Create

= K& Classroom

Home.

[A]
[ School analytics :a Visit aclass
9 calendar
Gt nsights intostudent performance and profes,male
AR engagement at your school updates, and manage co-teachers
esources

E&*® Gemini
Environmental Science Economics
zQ  Admin tools v Calendar and Tasks practicedemo

[ school analytics

Q  Findaclass

=]
X
o

() Archived classes

€3 Settings

B Google Classroom

+ @
Join class

Create class


https://classroom.google.com

Invite co-teachers

or students

1. Open your class.

2.  Click the People tab.

3. Next to Teachers, click the
Invite teachers icon.

4. Typein an email address and
click Invite.

5.  Repeat for students under the
Students section by clicking
the Invite students icon.

Environmental Science
B Classroom > 70

Analytics New

Teachers

o Mandy Froehlich

Students Class analytics 0 students

o sugorts | Groups

==

Add students to this class

2+ Invite students

B Google Classroom



Create Topics

1.  Go to the Classwork tab.

2. Click + Create and select
Topic.

3.  Type the name of your topic
and click Add topic.

Classwork People Grades Analytics New

B calendar

Q¥ Resources

B Assignment =
B Gemini
B Quizassignment
2 Admin tools v @ ovestion our Ocean
[@  school analytics [ Material
Plastic in our Oceans [Ori. Nov 6,202
Q_  Findaclass o Reuse post

i Keep Plastics Out of Our.
& e ’
iing Plastics in our Oceans.
B Toreview
£ Environmental Science % Ocean Plastic Presentations [Add ons]
Calendar and Tasks

Economics
E Pr

Archived classes.

@ setings

BY¥ Google Classroom

(< shareclasswork )



B Google Classroom

Create an
Assignment with a
Due Date

I

@ Home Stream Classwork People Grades Analytics New B e ®
) calendar
¥ Resources
1. Click Classwork > Create > 5
Assignment @ srsnaes Environmental Science
a q . Q' Fndscless BootcampScreenshots
2. Add a title and instructions
. . S: Teaching Vi uick Links thing =
3.  Set Due Date, Topic, and Points I — 2
(if needed) e
. & Envionmentalscience B et . K - This is where you can talk to your class
4. Click Assign, Schedule, or Save G e e ) VIR o e AR Il

0 o

~ / J\[\&) s <

D aft e (& steam settings
r £ Economics )

practicedemo

Class code
[ Archived classes Smooy4pb I
€3 settings

Upcoming

No work due soon

View all




ttach a file from

rive

1.  Inthe assignment editor, click
the Drive icon.

2. Locate and select the file you
want to attach.

3. Click Add.

*To attach a Drive file in the Stream,
click Announce something to your
class and then choose the Drive icon
at the bottom of the announcement
box.

X B Assignment via project-336811170719

il Sources of Plastic in our Oceans [Originality Reports]

“Required

Instructions (optional)
Use the template assignment document to explore how plastic gets into our oceans.

1) Research the sources of plastic in our oceans using citation for any sources you reference.
2) Watch the video linked in your document and comment on how the expedition is trying to help the problem of plastics in our oceans.

B I UE=ZYXO

Plastics in our Oceans File sharing options x

Google Docs Students can view file

Attach Add-ons ®
Google Arts & Culture
& o + W a2 [}
New
Drive  YouTube  Create  Practice  Read Upload Genially

sets Along
Pear Deck for Google Classro.

Link Google Play Books

@
B Adobe Express for Google Cla...
)
b

Assign to New

o All students

Due

Mon, Nov 6, 2023

Close submissions after due date

Topic

Plastics in our Ocean

Grading
Grade category Points
Setcategory ) 100

Grading period

Set grading period

Rubric

+ Rubric )

Check plagiarism (originality)

BY¥ Google Classroom

(€]



B Google Classroom

Set Points, Due
Date, & Assign a
Topic -

Assign to New

it

{2 Sources of Plastic in our Oceans [Originality Reports] S All students

On the right sidebar of the assignment
e I Or' 1) Research the sources of plastic in our oceans using citation for any sources you reference. Close submissions after due date ()
2) Watch the video linked in your document and comment on how the expedition is trying to help the problem of plastics in our oceans.
. BIU=YXG®G® Plastics in our Ocean ~
e  Use the Points dropdown to

Plastics in our Oceans File sharing options

Choose the point Value (or Google Docs Students can view file e x Grading I

Ungraded”). o
Attach Add-ons [6) /

e  Click the Due date field and "B RCRORCRE © Googo st

seIeCt the date. Drive  YouTube  Create Pr:;nsce ;eo:;c;mw Upload @ Genialy Set grading period )
@ Adobe Express for Google Cla... Rubric

¢ %

e Under Topic, choose your B Posx Dack orGoogl s, o) o)
Link B Google Play Books

previously created topic.

Check plagiarism (originality)



Disable Late
Assignments

e  After setting a due date, click the x
three-dot menu (if available) or
check assignment options.

e Toggle the setting that controls
late submissions. (Note: This may
be in the admin panel or
school-managed setting and not
always available in Classroom Ul.)

e If available, turn off “Allow late
submissions.”

B Assignment via project-336811170719

Title®

il Sources of Plastic in our Oceans [Originality Reports]

“Required

Instructions (optional)
Use the template assignment document to explore how plastic gets into our oceans.

ans
2) Watch the video linked in your document and comment on how the expe

B I UE=ZYXO

Plastics in our Oceans
Google Docs

Attach
(4 o F
Drive YouTube Create Practice
sets
@
Link.

Read
Along

Upload

Fle st ns
can view file

rces
dition is trying to help the problem of plastics in our oceans.

Add-ons [6)

€ Google Arts & Culture

@ Genially

B Adobe Express for Google Cla...

&  Pear Deck for Google Classro.

P Google Play Books

BY¥ Google Classroom

Assign to New

o All students

Mon, Nov 6, 2023 -

Glose submissions after due date ()

Topic

Plastics in our Ocean

Grading @
Grade category Points

setcategory ) 100 =
Grading period
Set grading period

Rubric

+ rubric ) ®

Check plagiarism (originality)



BY Google Classroom

Post an
Announcement

Environmental Science
BootcampScreenshots

1. Onthe Class Stream tab, click
Announce something to your o
class R

2.  Type your message

3. Choose to post it immediately Environmental Science
or schedule it BootcampScreenshots

4.  Click Post . R @ i

(" + addiink )

Analytics New

1l

This is where you can talk to your class
Meet : S
Lo Mee * 3\‘/ <) . Use the stream to share announcements, post assignments, and respond to

student questions
\ e,
\ (€3 stream settings )
- J

( Generatelink

Class code

Smooy4pb i

Upcoming
No work due soon

View all



B Google Classroom

Include Meet link in
Announcements

1.  Click on Generate Link under = B Classroom » ST Seene # @
Meet. You'll only do this the @ e T P e tmw e a8e®
first time you use Meet. o

2.  Click the three dots by Meet &* conn \ ’
and choose Copy link. v Environmental Science

3. While typing your f

Quick Links

announcement, click the Insert R 5 o
link icon or Add > Meet link (if — )
available).
4. Paste orinsert the Meet link. — | -

5. Click Post. @ sounos

2xhyaxm i & o 2 ] Cancel

Mandy Froehlich posted a new assignment via project-336811170719: ) Sources of Plastic i
Nov 5,2023

Environment t. v ( 2 Alstudents )

Announce something to your class

4 Copy link
studel

View all



Add Meet link in

the class header

1.  Goto the Class Settings (gear
icon).

2. Scroll to General.

3. Click Generate Meet link.

4. Toggle Visible to students to
On.

5. Click Save.

6.  Once thisis done, the Meet
icon will appear in the header.

B Classroom >

@ Home

(™ calendar

[ Resources

&°® Gemini

Q. Admin tools

[  school analytics
Q  Findaclass

s Teaching

B Toreview

Environmental Science
Galendar and Tasks

Economics
practicedemo

Archived classes

Settings

Environmental Science
ca

ssssss

Environmental Science

Calendar and Tasks

Quick Links

For
&.hddBok Environment t. v ( 2 Alstudents )
i Meet Announce something to your class
s Copy link
isibl to studet
Manage
I UEYXO
Class code
2xhyaxm i 6 o 2 P =
Upcoming
No work d
View all

B Google Classroom

a8 6 «

Mandy Froehlich posted a new assignment via project-336811170719: ) Sources of Plastic i
Nov 5,2023



BY¥ Google Classroom

View class
nalytics

= B Classroom > Environmental Science

Calendar and Tasks

oo Stream Classwork People Grades Analytics (60 a B 6 ®

1.  Go to your class. ; —_—

2.  Click the Analytics tab. . S— s
E® Gemini ast 90 days 2

3.  Explore engagement and
performance data. ZQ  Admin tools ¥ Assignment completion Average grade Active students # ©

[  school analytics - - 0 10

0 vs. previous 90 days
Q  Findaclass

&s  Teaching v
Students
B Toreview
: 7 Students Assignment completion % Missing assignments (#)  Average grade Weeks since active

¢ Environmental Science o assignments due #0fgroded assignments)

Calendar and Tasks
g Economis B | unkcown user

practicedamo

Rowsperpage 25 ~ 101

[ Archived classes

€3 settings



E Google Classroom

Access Originality
Reports

X B Assignment via project-336811170719 @
1.  Open the assignment editor.
2 . Check the Originality reports {3 Sources of Plastic in our Oceans [Originality Reports]

“Required

o All students )

Due

checkbox (if available). e e ongaten tobimart s ers W e et St o v, 2023 :
3 t t 't k 1) Research the sources of plastic in our oceans using citation for any sources you reference. Close submissions after due date (D)
c nce a stuaent suomits Work, 5 Wl e e e ol oeummant i Sl e o Vi SaSAIce 1)y T ek theproclam o piaeics " e ceeare

Topic

go to the Student Work page. Bru=x0 .
4.  Click the report icon next to Plastics nourOceans e &

Google Docs

the student’s file to open the Godecnogoy rois

setcatogoy ) 100 .

originality report o
(4 o F ) N @ Google Arts & Culture Grading period
New Set grading period )
Drive YouTube  Create  Practice Read Upload @ Genialy
sets Along
@ Adobe Express for Google Cla... Rubric
@ & Pear Deck for Google Classro. + Rubric ) ®

Link I Google Play Books Check plagiarism (originality)



BY¥ Google Classroom

Add a Form to a
new assignment

X B Assignment via project-336811170719 @

1. In the Classwork tab, click +

Tide*
il Sources of Plastic in our Oceans [Originality Reports]

Create > Assignment.
2. In the editor, click the Drive :

. 1) Research the sources of plastic in our oceans using citation for any sources you reference. Close submissions after due date (D)
lco n 2) Watch the video linked in your document and comment on how the expedition is trying to help the problem of plastics in our oceans.

o All students )

Topic

3. Select a Form from your Drive FsuExe - :
and click Add. Bl ST "

4.  Fillin the assignment details e
I- k A . Attach Add- _
and click Assign. 2 & @ o (3 " J—
Drive  YouTube  Create  Practice  Read  Upload @ Genialy Set grading period
sets. Along
@ Adobe Express for Google Cla... Rubric
& B Pear Deck for Google Classro. + Rubric ) 6]

Link I Google Play Books Check plagiarism (originality)



Create a Quiz

Assignment

1.  Go to the Classwork tab.

2.  Click + Create > Quiz
assignment.

3. Inthe Title field, give your quiz
a hame.

4.  Inthe Instructions box, add
directions for students.

g R oo N

r B B

EY Classroom >

School analytics

Archived classes

+ Create
B ot

@ ouestion our Ocean
[ material

2 Reuse post

Plastic in our Oceans [Ori...

in Keep Plastics Out of Our.

B Topc

fing Plastics in our Oceans.

% Ocean Plastic Presentations [Add ons]

BY¥ Google Classroom

a8 6 ®



Add a Short
answer question

a Untitled form Y Al changes saved in Drive

1.  Inthe attached Google Form .
that auto-generates with a untriea yueston -
Quiz assignment, click the plus option'
(+) button to add a new
question.

2. Change the question type to
Short answer. Alow onlyspecifcfletypes

3. Enter a question prompt and Maximum number of files 5
mark it as Required. Maximur fle size R

Answer key (0 points)

Settings

O

©®© 8 ®

®

Paragraph

Multiple choice

Checkboxes

Dropdown

File upload

Linear scale

Rating [ New }

: Multiple choice grid

: Checkbox grid

Date

BY¥ Google Classroom

o ‘ Published =
nts: 0

Tr

&

(3]

=2

(=]



E Google Classroom

Allow Only Images
for File Upload
Questions

E Untitled form ¥ Al changes saved in Drive BE @ © 9 2 © 2 | Published T

1.  Inthe Form, click the plus (+) s el

button to add another Untitled form

question. . LY
2.  Change the question type to

File upload. ®
3.  Click Continue if prompted. riled Question W [® e -~ |l g
4.  Click File type dropdown > Option 1 Tr

|mages_ Add option or add "Other” 2
5. Limit the number of files if -

desired. Answer ey (0 points) O @ requied =
6. Make sureitis marked as

Required.




BY¥ Google Classroom

Set a max number
of files to upload

. . B Untitled form %  Allchanges saved in Drive E @ ©® © 2 © 2 | Published T
1.  Inthe File upload question T
Questions  Responses  Settings Total points: 0

settings, click the Maximum
number ?f files dropdc?wn. Untitled form
2. Select 2 files from the list. LY

Form description

Untitled Question [E @ Muttiple choice v N
Option 1 Tr
Add option or add "Other" E’

3]
=
Answer key (0 points) ||_:| Im Required




B Google Classroom
Assign points to
questions

E Blank Quiz [J ¥r ® @ 5 2 @ & m J

1. For each quiz question, click
the Answer Key option. Blank Quiz
2.  Enter the number of points the
question is Worth. This for matic cting emails from all respondents. Change settings
3.  Click Done. i S B [ (;)
Option 1 T
/Add option or add "Other’ g
(3]

Answer key (0 points) 0O @ Required



Schedule a quiz

1. Inthe assignment editor, next
to Assign, click the dropdown
arrow.

2.  Select Schedule.

3. Choose a date and time for
the quiz to be released.

4.  Click Schedule.

X B Assignment

Tite*
Ecosystems

Google Forms

E Blank Quiz

O Grade importing

Attach

' o F LJ] &

Drive  YouTube  Create  Practice  Read Upload
sets Along

Link

Add-ons ®
€@ Google Arts & Culture

@ Genially

@ Adobe Express for Google Cla...
& Pear Deck for Google Classro.
B Google Play Books

BY¥ Google Classroom

L. )

Assign

For 2
Environmental Science Calend Schedule
Save draft

Assignto New

o Allstudents .
° Discard draft

Due
No due date -
Topic
No topic -
Grading @
Grade category Points
Setcategory | 100 =

Grading period
Set grading period

Rubric

(+ rubrie ) ®

[0 check plagiarism (originality)
Leammo



BY¥ Google Classroom

Grade importing

X [B Assignment Saved .

For

1.  Inthe assignment editor,
make sure the Grade ?‘c‘;ymms Environmental Science Calendar and T.. +
importing checkbox is - as
selected.

Assignto ‘New

2. This allows scores from the srusxo ’
Form to automatically sync B e @ K :
into the Grades tab. ; A AR T AR aa I A i SEss Srning ”

D Grade importing Grade category Points

Add-ons
L ® Grading period
Google Arts & Culture /
¢ o woooa ©! oood ( et gracing orid
New
Drive  YouTube  Create  Practice Read Upload @ Genially ubric
sets Along
@ Adobe Express for Google Cla. / \
( + Rubric ) ®
o & Pear Deck for Google Classro.
O check plagiarism (originality)
Link B Google Play Books ppEE



B Google Classroom

Create a Practice
Set

1. In the Classwork tab, click +

= Classroom > E‘”Y"'“"‘"ﬂ'ff,""isc‘e"" i o
Create > Assignment & onees
2. Click on Practice sets. o < S
0% Resources pic fiter
3. Inthe editor, either click the & o
New practice set and enter a Ty v Y e
meaningful title or choose an & o
) Q Findaclass Plastics in our Ocean
already created Practice set. R y T




Add resources to
Practice Sets

x B Practicesets

1. Click on Extra Help in the
side column.

2.  Select YouTube video or
add a Hint.

& Ecosystems Practice Set  Last saved 232 pm

1. An isa ity of (plants, animals, and microbes) that
interact with each other and their non-living physical environment (like soil, water,
air, and sunlight) within a specific area.

living organisms X

Skills:  See suggested

Resources ~

ecosystom? animels
@ the widReport s Studyvard

BY¥ Google Classroom

@& < share [ Tryas student Done editing

+ ExtraHelp



Add Resources to
Practice Sets

x B Practicesets

& Ecosystems Practice Set  Last saved 232 pm

1. After writing your question in
the practice set, click the
dropdown icon next to the
resources section.

2. Review the suggestions and
select one to add additional
support for struggling
students.

= Shortanswer ~

1. An isa ity of (plants, animals, and microbes) that
interact with each other and their non-living physical environment (like soil, water,
air, and sunlight) within a specific area.

living organisms X

ecosystom? animals
@ the widReport s Studyvard

BY¥ Google Classroom

@& < share [ Tryas student Done editing

+ ExtraHelp



B Google Classroom

Share the
Practice Set with
the Class

1. Once the practice set is —
Al
complete by clicking on Done Feosymems Frocte 3o

Editing, click Attach to attach e

% Practice sets

€ Eoosystems racticeset v ecns & [<owe | | @ o

it to the assignment. 1 A0 scouytam 04 oy of (o, arral, s kcrobe) thet
interact with each other and their non-living physical environment (like soil, water,
o air, and sunlight) within a specific area.
2. Fill out the rest of the X
assignment details. iingorganins x
3.  Click Assign to share it with
students. o
Re © Vide v
® Newquestion Tr d
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Google for Education



84

Create and
maintain
schedules
with Google
Calendar

.......

Google for Education

e set up appointment schedule and send the URL
link

e attach documents to an event

e add a Google Meet to an event

e add buffer time between appointment
scheduling / slots

e create a Google Calendar Event

e add a title to an event

e set the date and time

e attach a file located in Drive




84

Create and
maintain
schedules
with Google
Calendar

.......

Google for Education

e allow guests to join with Google Meet

e enable guests to attend with live streaming

e add a location to the invite.

e set a personal Notification

e invite guests

e modify settings so that guests can not invite
others and can not see other guests' emails




EJ Google Calendar

Set appointment
slots

Click in the time block you S e e _red= @) s (k0
want or choose Create > i 15 16 v 18 9 ® 2 .
Appointment Schedule. P ] = i
Choose your options for EEEE e .
selections such as time slots, 250 | - .
availability, and co-host. g

Click Next. S | " -

Choose the rest of your ’

desired options. e )

Click Save. e

Share the appointment ==

R | .

Google for Education

Environmental Science Pa.
Environmental Science TP.

Environmental Science TP.



https://support.google.com/calendar/answer/10733297?sjid=5590261831190819230-NC

EJ Google Calendar

Create an event
with attachment

1. Open Calendar and click Create > = Blessn (50 bmiin a0 & ()@ i (Gde®
Event. To see the full-screen s 15 ® - ® 10 oo) 21 .
option, click on More Options at e .
the bottom.

2.  Add a title and date/time. : S .. j

3. Inthe quick-look view, “Add - ™ b

&, search for people

description or Drive Attachment,”
click Drive Attachment.

4. Inthe full-screen view, click on the e
Drive icon in the description box. i

5. Choose the desired file.

6. Click Insert.

Time Insights ~

Google for Education



Google Calendar

Add a Meet link
to an event

1. Click Add Meet video
conferencing in the event.

2.  The Meet link is added
automatically for attendees.

Note: Your administrator may have a

Meet link automatically added to new httpS:// Calendar .goog le.CO

events.

Google for Education Proprietary + Confidential


http://www.youtube.com/watch?v=IZIgQn6Zod8

EJ Google Calendar

Add buffer time to
appointments

»  Scheduling window
60 days in advance to 4 hours before

1. Click an existing appointment
schedule and then Edit
appointment schedule.

2.  Click Booked appointment

Booked appointment settings
Manage the booked appointments that will appear on A
your calendar

. Buffer time
Settlngs Add time between appointment slots
3. Toadd time between appointments: 30 minutes

a. Next to “Buffer time,” check

Maximum bookings per day
the bOX. Limit how many booked appointments to accept in a single

b.  Enter the buffer time. -
O

Learn more

Guest permissions

[ Guests caninvite others

After booking an appointment guests can modify
the calendar event to invite others

Google for Education


https://support.google.com/calendar/answer/11423292?hl=en&utm_source=chatgpt.com

EJ Google Calendar

Set a personal
notification

X Sync
1. On your computer, open G°°g|e Calendar. Nov24,2025  3:00pm to 330pm  Nov24,2025  Time zone
2.  Click the event and then Edit event. [ Aidey  Doesnotrepeat ~
3. Next to Notifications :
a. To edit your notifications: Choose if Eventdetalls  Finda time

you want to receive a notification or
an email. You can change how often 9 _
Add location

you want to get alerts in advance. R 5
f Notification 10 minutes ¥
b. To add another type of notification: e
Click Add notification.

Add notification

Add Google Meet video conferencing

c. Toremove a notification: Click B MoncaMatinez v @ -
Remove Remove. mey o | embubly - RO
4. At the top, click Save.
= 1Y B I = ®» Y

Add description

Google for Education



Invite guests

Modify settings so that guests can not invite others
and can not see other guests' emails

w

On your computer, open Google
Calendar.

Click an event and then Edit event.
Add guests under the Guests tab.

At the right, under Guest
permissions, uncheck “Invite others”
and “See guest list”.

Click Save.

Google for Education

Event details Find a time

Add Google Meet video conferencing

Add location

Notification v 10 minutes v X
Add notification

Monica Martinez v ® -

Busy ~ Default visbilty v (@

® B I U == o X

Add description

EJ Google Calendar

Guests Rooms

Add guests

©O Suggested times

Guest permissions

[ Modify event
[] invite others

[ seeguestlist



Enable guests to
attend with live
streaming

4.

On your computer, open the Google
Calendar.

Click an event and then Edit event.
Click on the (*) View conference
details button.

Click Add live stream.

Note: To invite people to watch the live
stream, save this event and create a
view-only copy.

Google for Education

Event details Find a time

Join with Google Meet
meet.google.com/abc @

Meeting ID
meet.google.com/abc-abc

Phone Numbers
+1(123)456-7890 @
PIN: 123 456 789 10#

More phone numbers

Add ive stream —

EJ Google Calendar

o & ~

X


https://support.google.com/meet/answer/9308630

EJ Google Calendar

Add a location
to the invite

Event details Find a time
1. Onyour computer, open
GOOgle Calendar. (] Add Google Meet video conferencing
2. Click an event and then Edit
event @ Add location
3. Under the Event details . - -1 I

tab, add the address to the
Add location section. Add notification
4. Click Save.

= Monica Martinez v ® -
Busy ¥ Default visibility v @
= B|B I UVU|E=|®x

Add description
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e allow users to join by phone
e use host controls like ‘Trusted’




X Google Meet

Allow users to join
by phone

In your Calendar event:

1. Inthe Meet or Calendar app, tap

L. Event details Find a time
the dial-in number. Or, you can:

a.  Dial the number shownin Join with Google Meet 0% ~ x
the Google Calendar event meet.google.com/abc @
or meeting invitation. Meeting ID
t. le. /abc-abs
b.  Enter the PIN, followed by meehgongie.comiaberane
., Phone Numbers
“H#”. +1(123)456-7890 @
2.  To mute or unmute, press *6. PG 122 456 PER 108

More phone numbers
Tips

Add live stream

Google for Education


https://support.google.com/meet/answer/9303069?hl=en#zippy=%2Cuse-a-phone-to-dial-in

X Google Meet

Use host controls
like ‘Trusted’

Turn on Host controls when you plan a
meeting:

Meeting access
Eé Host controls

1. Inyour Google Calendar, select an

event g Waiting room These settings also apply to future instances of this meeting
2. Click Settings. Meeting access type
D* Meeting records
3. Open the "Host controls" tab. O Open
n . n No one has to ask to join. Anyone can dial in.
4.  Scroll to "Meeting access. 2, Guests oo Ay
5. Choose a meeting access type: = ®  Trusted
= Breakout rooms People can join without asking if they belong to your organization or are invited
a. Open using their Google Account. Anyone can dial in by phone.
b. Trusted G Security Anyone with the meeting link can ask to join
C. Restricted N
4 Genmini O  Restricted

6. Click Save or, close the "Host
controls” panel.

People can join without asking only if they're invited using their Google Account

Google for Education


https://support.google.com/a/users/answer/11989526?hl=en&utm_source=chatgpt.com#zippy=%2Clearn-how
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M Gmail

Grant access to
your account

1. Onyour computer, open Gmail.

2. Inthe top right, click Settings and
then See all. - : ‘

3. Click the Accounts and Import or o f%k ror Work
Accounts tab.

4. Inthe "Grant access to your account”

.|
section, click Add another account. G nw a I |

5.  Enter the email address of the person

3 you want to add. De‘egation

Click Next Step and then Send email
to grant access.

Delegate & collaborate on email

Google for Education


https://support.google.com/mail/answer/138350?hl=en&utm_source=chatgpt.com
http://www.youtube.com/watch?v=wVGqJR57Lcc
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Learn how to
create and
customize a
Google Sites
of your own

Google for Education

e publish a website
e create a site and provide users with edit rights
e make a site Public




Publish a
website

On a computer, open a site in
Google Sites.

2. At the top, click Publish.
3.  Under Web address, enter a
public site name for your site's
URL.
4.  Click Publish.
Learn more

Google for Education

= Google Sites


https://support.google.com/a/users/answer/9310269?hl=en&utm_source=chatgpt.com

= Google Sites

Create a new
Google Site

= B Sites Q  Search
1' GO to si‘tes_qooqle.com Start a new site i Tsmp\atiegarlery S H
. —— Ry e
2. Click the + button to start a new F . m A
site -
. . Blank site Graduates Professors Class Club Student Portfolio
3. Add atitle to the site at the top
Ieft. Regcent sites Owned by anyone v H az O

B I Environmental Science 101

Your page title

Google for Education


https://sites.google.com

= Google Sites

Provide users
with edit rights

1.  Click the Share with others icon
2. Add email addresses and select
Editor permission
a. Published viewer will only Share "Environmental Science 01

Add people, groups, and calendar events

be able to see the

People with access

published view of the site P
b. Editor will be able to edit anardiosses
the site
3. Click Send to share the site with @
collaborators o

Manage share settings

Google for Education


https://support.google.com/sites/answer/97934?hl=en&utm_source=chatgpt.com

= Google Sites

Make a site
public

1. Onacomputer, open a site in

Google Sites.
2.  Atthe top, click Share with
OtherS Share "Environmental Science 101"
3.  Next to "Published site," from the S
drop-down list, select Public. Q

General access

4. Click Save or Done.

@ Published viewers can see the site after it's published

Google for Education
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Organize, sort,

an d ﬁ Ite r e leverage column stats
e what is a pivot table
St l:l d e nt d ata e apply conF::IitionaI formatting
using Google
Sheets
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Google Sheets

Leverage column
stats

1. Onyour computer, open a spreadsheet [EXAMPLE] Pivot Table #r CW , »
. File Edit View Insert Format Data Tools Extensions Help Gemini
in Google Sheets Qvens & @ @ S ooy B Anlyzedata @ o)+ |s 7 5 A
a. Onthe top, click Data > Column & - 17 Sortsheet .

Stats. T 5 cortrone .
Sales_Unit_ Price v B 4
b. If youimport data into a sheet ' Create a fiter ry—

Y

and suggestions are detected, a B D T "l o
Data cleanup notification will ¢ | c— = Addaslicer " “ro
appear on the bottom right > o P— £ Protect sheets and ranges > 2
click See all. o p— & Nemedranges . o
c. Once you've reviewed your - : de“ " *
suggestions, click Review T p— e “ ::
Column Stats. i — 2 Dsta valdtion " o
2. At the top of the sidebar, use the arrows P ’ Zpl'“'n"lm T 5o
< > to switch between columns. e A— ° v

S Data connectors Phew X3

Google for Education



Google Sheets

What is a pivot table?

A pivot table is a powerful tool that summarizes and

organizes data from selected columns and rows to help division subdivision  product numbe number of units price per unit
. ope t 1 $1 14 $10
you analyze your data. Pivot tables have the ability to — i 5 . Tt
compare various aspects of a data set and create custom west ] :1 <l $;0
. . . . west 2 1 21 9
calculations. They are typically built to summarize data east 3 $1 16 $8
¢ west 3 $1 18 $12
numerlca”y' east 4 $1 11 $9
east 1 $2 10 $9
For example, you might give a quiz and organize the results st 2 $2 2 Al :
N . . west SUM of number AVERAGE of price
by grade level, class period, or another criteria. Whether by west division subdivision LTI per unit
date, score, grade level, or year, you can quickly switch the j:s‘t B east ! “a $$9-5°
Q 9 2 24 12.00
inputs and axes of the data being analyzed. east . o8 $8.50
4 23 $9.00
Create and use pivot tables ;st Total 99 $9.75
. q west 1 23 $10.00
Customise a Pivot table " 26 $0.50
Collaborate with Gemini in Google Sheets 3 34 $12.00
west Total 93 $10.50
Grand Total 192 $10.07

Google for Education


https://support.google.com/docs/answer/1272900?co=GENIE.Platform%3DDesktop&hl=en&utm_source=chatgpt.com
https://support.google.com/docs/answer/7572895?hl=en-GB&co=GENIE.Platform%3DDesktop&sjid=14486943732134616129-NC&oco=2
https://support.google.com/docs/answer/14356410?hl=en-gb&sjid=14486943732134616129-NC#zippy=

Apply conditional
formatting

1. Onyour computer, open a spreadsheet
in Google Sheets and select the cells
you want to apply format rules to.

2.  Click Format and then Conditional
formatting.

3. Createarule.

a. Single color: Under "Format cells if,"
choose the condition that you want to
trigger the rule. Under "Formatting
style, choose what the cell will look like
when conditions are met.

b. Color scale: Under "Preview," select the
color scale. Then, choose a minimum
and maximum value, and an optional
midpoint value. To choose the value
category, click the Down arrow.

4, Click Done.

Google for Education
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