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Google Apps
» GOOGLE DRIVE o

Used for storing and accessing all your files on the Internet
created using the Google Suite

» GOOGLE DOCS
Equivalent to MSWORD C

» GOOGLE SHEETS
Equivalent to MS EXCEL B

» GOOGLE SLIDES
Equivalent to MS POWERPOINT | sice

» List of All Other Apps




Google Account

b
» Sign In with you Google email account.

» Click the Apps Icon in the upper right corner.
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http://www.google.com/
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More Google Apps

» Click Even More from Google
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Stadia Google One Travel

Forms

More from Google




List of All Google Apps

For all

A Android Auto

. Cardboard
N Chromecast
Docs

Finance

Google Alerts

Google Chat
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Google Fi

9 Google Flights

Google Home App
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Android OS

Chrome

Connected Home

Drive

Forms

Google Arts &
Culture

Google Classroom

Google Files

Google Fonts

Google Input Tools

androidty

Android TV

Chrome Enterprise

Contacts

Earth

Gboard

Google Assistant

Google Expeditions

Google Find My
Device

Google Groups

Google Lens

Calendar

Chromebook

Digital Wellbeing

Exposure
Notifications

Gmail

Google Authenticator

Google Family Link

Google Fit

Google Health
Studies

Google Meet



List (cont’d)
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Google One

Google Play Books

Google Podcasts

Google Tasks

Maps

Pixel

Search

Snapseed

Travel

YouTube

YouTube VR
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Google Pay

Google Play Games

Google Shopping

Google Workspace

Messages

Pixel Buds

Sheets

Stadia

Voice

YouTube Kids
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Google Photos

Google Play Pass

Google Street View

Hangouts

News

Pixelbook

Sites

Tilt Brush

Waze

YouTube Music

w

0

’

g =e

Google Play

Google Play Protect

Google TV

Keep

PhotoScan

Scholar

Slides

Translate

Wear OS by Google

YouTube TV



Google Drive

» A Place for All Your Files
Use on the Web
App Store (iPhone & iPad)
Google Play (Android)
Download to Computer

» My Drive (Storing Files)
Photos
Documents

Spreadsheets
Slides

Details




Google Drive - New

» Click New.

e -
5 New folder
i
@ File upload
[£) Folderupload
B Google Docs p r
Google Sheets p
Google Slides >
9 ! Class Schedule 072122excellevel2
E Google Forms > ud today You opened in the past yea|
More >
Google Drawings
mame p*
¢y Storage Kl Google My Maps
— B sc H GcoogleSites
6.24 GB of 15 GB used
o ] B Google Apps Script
Buy storage [l Google Jamboard
64
-+ Connect more apps
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Google Docs On Computer



Docs (Computer
» Like WORD

C )Y @& docs.google.com/document/u/0/ =2 Y © % 0O @ )
o E Docs Q  Search i o
Start a new document Template gallery £ E

Your Nane

==z |mml =
FIEEE = Mg

A
Blank Resume Resume Letter Project proposal Brochure
Serif Cora Spearmint Tropic Geometric
Recent documents Owned by anyone ~ B az O

No text documents yet

Click + to create a new document.




Docs - Blank Document

& c 0

Untitled document

oo AP 100%

&«

SUMMARY

OUTLINE

appear here.

File Edit View Insert

¥

Format Tools Extensions Help

Normal text

1

Headings you add to the document will

Arial

—
L

[Tvpe @ to insert

8 docs.google.com/document/d/1Gw-sMy4nvfHFzkM75BNNPmKNBEXswb4IXabbUQxIBTE/edit




Docs on iPad



o 98% )
9:30 AM  Wed Jul 26 aee i = 99% )
Training
+  Training S & G A e
B I U S5 A # | E E = |¥v= E E|E = Print layout
I Suggest changes

Document cutline
Find and replace
Explore

Word count

Page setup
Details

Share & export

Help & feedback

Available offline O

Star file




Google Sheets



Sheets on a Computer

= E Sheets

8 docs.google.com/spreadsheets/u/0/

Q, Search

Start a new spreadsheet

I_ :

Blank To-do list

Recent spreadsheets

2 % ©» 0@ :

e
e
1

A

Template gallery £ :

_______ oty st " Alphabet inc Class €

Al = . -
Annual budget Monthly budget Google Finance Inves...

Owned by anyone « Last opened by me

H Az O

No spreadsheets yet

Click + to create a new spreadsheet.




Sheets on a Computer
» Like EXCEL

ocs.google.com/spreadsheets, cCs)_okWr- im3kjtej3Nt -Vmruel QFj editFgid=
< Cc O & d | /' dsheets/d/18cCsj_okWr-NOYfVim3kjtej3NtISCE-V! LQPjUA/edit#gid=0

Untitled spreadsheet ¥
File Edit View Insert Format Data Tools Extensions Help
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Google Sheets on an iPad

11:10 AM  Sat Aug 12 e o T 100% - Wl = 100% )
A B © D E F
’ : Training 2023
2
g
4 View comments
5
8 Find and replace
%
8 Explore
9
10 Create a filter
1
2 Details
13
i Share & export
15
(S Help & feedback
17
18
19 Available offline O
20
21 Star file
22
23
24
25
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Google Slides



Slides on a Computer

C 0 # docs.google.com/presentation/u/0/

Slides Q, search
Start a new presentation Template gallery £
Join s for i [ull weekend of anhities! — -
F T TR T
Blank Your big idea Photo album Wedding Portfolio
by Made to Stick
Recent presentations Owned by anyone ~ B az

No presentations yet

Click + to create a new presentation.
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Slides on a Computer

» Like PowerPoint

Click to add title

Click to add subtitle ot oo

Click to add title

Simple Dark
Click to add title
Click to add speaker notes Streamline
= HH < u Import theme

& C Y @& docs.google.com/presentation/d/1e8rkhpT6i7GIWiKVxXgl-ydAB)7-7f70bYwO5UaAT3c/edit#slide=id.p = o &
Untitled presentation 3¢ B (N~ O Sideshow -
File Edit View Insert Format Slide Arrange Tools Extensions Help
+ oy @ - Kk BE-Q N\ - Background = Layoutw = Theme  Transition ~ Themes
1 1 2 3 4 5 6 7 8 9
In this presentation
Click to add title
Click 1o add subtitie
o Simple Light

5> » O0Q :

8 Share o

x B
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Slides on an iPad

< App Store  2:29 PM  Sun Aug 13 L) o T 97 e

¢ Training S e > & 4+ F

Double tap to add title

Double tap to add subtitle

Training

Q&A histary
Change theme
Speaker notes
View guides
Details

Share & export

Help & feedback

Available offline

Star file

W T 97% mm



Slides on an iPad

2:29 PM Sun Aug 13 ses v T 97% )
v Training S e A 4+ F
B I U A »# E =E E E E E = & F£ =
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Double tap to add subtitle




Getting Help

Untitled document ¥r
File Edit View Insert Format Tools Extension

™ ~om A, P 100% »  Normaltext «  Arial
v Search the menus (Alt+/)

1 v 1

() Help

() Updates
[Tvpe @ to insert
[J Help Docs improve

Report abuse

[E Privacy Policy

B Terms of Service

Keyboard shortcuts Ctrl+/
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Help on the Web

& Google Docs training and help

Google Docs training and help

E et started with Docs in Google

Want to use Google apps at work or school? Sign up for a Google Workspace trial & Wicrkspace

B  switch from Microsoft Word to Google

On this page E e 0060 o

& Google Docs cheat sheet

—
- Docs quick start guides —_—

» Docs cheat sheet

B set up citations and bibliographies in
- Docs productivity guides Docs

- Docs troubleshooting & more resources

& Tips to format & customize documents

B use Google Workspace keyboard
shortcuts

Get Docs: Web (docs.google.com) @, Android &, or iOS &

Tips for strong proposals

Docs quick start guides

Quickly learn how to create and edit a document, move to Docs from another online word
processor, and more,

Get started with Docs Switch to Docs

Docs cheat sheet

Print this visual reminder to keep handy as you get up to speed using Docs.




Icons on the Toolbars

» Help with lcons
» Hover over each Icon

Untitled document ¥

= o 2N O

File Edit View Insert Format Tools Extensions Help
o~ @ A, T 100% ~  Normaltext ~  Arial - 11 + B I U A & o B~ =~ 1= 7z i= HERE & B
2 El BB Add comment (Cir+AI+M) B v

-
v
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Saving Files to Google Drive

» Files will automatically be saved
to Google Drive

» Document Created with Google Docs
L Drive Q, Search in Drive

My Drive ~
I— New
Suggested
» @ My Drive
» [0 Computers
2 shared with me
Y Sstarred B First Doc
You edited just now
]E[ Trash
Files
¢y Storage

1KB of 15 GB used

Buy storage

B FirstDoc
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Saving Files to Your Computer

» Click File — Download
» Select File Format

28

FirstDoc % B &

File Edit View Insert Format Tools Extensions Help

e~ B New

3 Open
O Make a copy

2+ Share
E Email

4 Download

Z. Rename
2 Move
&y Add shortcut to Drive

[l Move to trash

< Version history

® Make available offline

(i) Details

@ Language
B Page setup

= Print

(3

Ctrl+0

Ctrl+P

Last edit was 2 minutes a

al v = n +

Microsoft Word (.docx)

B I U
This is

OpenDocument Format (.odt)

Rich Text Format (.rtf)
PDF Document (.pdf)
Plain Text (.txt)

Web Page (_.html, zipped)

EPUB Publication (.epub)




Saving Files to Your Computer

» Click to open downloaded file

» Click Download Icon

» Save the file to a folder
on your computer

£ First Doc (1).pdf A

@ savels >

« A « SCComp » Google Apps v | D = Search Google Apps

Organize v New folder EER 4 0

~

@ Desktop A MName Date modified
@ [Documen s £ My Abstract_Gaagle Apps_Sept_2022.pdf 8/20/2022 2:27 PM
Music
| Pictures
Public
Wendoh Internsl

" This PC

§ 3D Objects
B Desktop

= Documents
4 Downloads
b Music
| Pictures
B videos
&9 Windows ()
. USB Drive (D]

v < >
File name: | First Doc (1).pdf ~
Save as type: | Kofax Power PDF Document (*.pdf) ~

~ Hide Folders Cancel

This is just a test. | am teaching Google Applications today to include Docs, Sheets & Slides.
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Sharing Files with Others

Comment History |

Join a Meeting or Present for Meeting | &~

Share _
: . - . 5 @

Sending only a Link Share "First Doc

to the file to view

|Add people and groups

People with access

m Minna Weiss (you) Owner

wminnal2@gmail.com

General access

Restricted «

Only people with access can open with the link
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