GOOGLE TOOLS TRAINING
ESCAPE 2016

Tamara Meredith, tamara.meredith@uwyo.edu

[ Google Apps/Tools Learning Center - https://apps.google.com/learning-center/ ]

GETTING STARTED
Signing In To/Switching Between Accounts

e To sign in to your Google account, go to https://www.google.com and click the blue “Sign In”
button in the upper right.

e Tologin to a different Google account, log completely out of the first account by clicking on your
Google Account icon in the upper right and choosing “Sign Out.” You may then choose a different
Google account and sign back in.

e You cannot be signed into multiple Google accounts at the same time.

NAVIGATING THE WORLD OF GOOGLE

Most of the tools you will need are found in the Grid Icon in the upper right.
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Google Drive is your main workspace — it is where your files are stored, where you can
upload existing files for editing, and create new files in Docs, Sheets, Slides, Forms, etc.

Drrive

Create a new Doc, See all the files and folders that have been
Sheet, Slide, or Form shared with you from other Google accounts
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Google Docs is a word processing tool. It has nearly all the functionality of
Microsoft Word, and can save/export .docx (Word) and PDF files. Docs are easily
shared and can be edited by multiple people at the same time. You can also see
all the edits and revert to earlier versions if you wish.

Docs

[ESCAPE NOTES - 2016

This is an example of a document. Google Docs looks and acts very much like Microsoft Word. in

Cl | c k h ere to fact, you can download and open this document with Microsoft Word i you want to
name your file > Chckon Downioadas Click here to
e Choose “Microsoft Word” (note that you can also create a PDF) .

share your file

Toolbar:
The toolbar in Google Docs is similar to the one in Microsoft Word. Check out the options under
“Insert” “Format” “Tools.” etc. There are also extra *Add-ons” available to do things ke a

CIle h ere bibliographies, charts, complicated tables, etc
Naming the file:
for tem p | ates In order to name your document. you need to click in the upper left where it says “Untitled

document” and edit that field
Saving:
o Saving a file - Google Docs automatically saves everything you do wiithin seconds. You'l
see the word “Saving. " next to the “Help" link at the top of the document when Docs is in

the process of saving. When it's complete, it will say “All changes saved in Drive *

* Saving to a specific folder - When saving a document to an already-created folder, click
on the Folder icon next to the document name OR dlick on “Move to...* unde the Fille tab

Sharing:

Sharing a fille - click the *Share” button in the upper right and enter the email addresses of
the people who need access. You can allow them to edit or just read the document

®  Sharing a folder - right-click on the foider and click “Share” or use the Share icon in the
upper right

(The navigation is the same in Sheets and Slides.)

SUPPORT AND TRAINING

Getting Started with... Docs, Sheets, Slides, Forms, etc.
https://apps.google.com/learning-center/

Google Drive/Docs Tutorial 2016 (35 minutes)
www.youtube.com/watch?v=CeFJvXhFJd8

The New Google Forms (2016) Tutorial
www.youtube.com/watch?v=cm3KygbaMJA
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