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Google Tip 1

How do I get to Google Drive?

Let's start with a quick and easy tip! Like the other tools included in
Google Apps for Education (Calendar, Sites, etc.), Google Drive can be
quickly accessed right from your email screen. Here's how:

1. Click the "Grid" icon at the top of the screen next to your email address (or
your picture if you've added one)

kfrye@smithfield-ps.org «

1. Click the icon for "Drive"

B EH ™M

+You Search Mail
l pu—— ]

- ‘m\snes
_
a =

Groups Contacts

2. A new browser tab or window will open displaying your Google Drive
n B Mye@smithekips o -

T -

Google Drive lets you keep al your fies within reach from any smartphone, tablet, or
n computer

3. If you're using a web browser like Google Chrome or Mozilla Firefox, you can
easily switch back and forth between your Mail and your Drive just by clicking
on the corresponding tabs at the top of the browser window.

- ™M Inbox (3) - kfrye@smithfic x ’ & My Drive - Google Drive  x ! -

C A B Wpsy//drivegoogle.cor/smithfield-ps.org/?tab=m
I3 Apps  For quick access, pRyce your bookmarks here off the bookmarks bar. Import bookmarks s

7 SPS \
0 * Click on the tabs to switch |

between Mail and Drive

Drive
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Google Tip 2

Create a New Document

Similar to Microsoft Office, Google Drive allows you to create a number
of different kinds of documents; word processing (Documents),
spreadsheet (Sheets), presentation (Slides). One of the main
differences is that you don't need to have any special software installed
on your computer in order to create and work on these documents. You
simply need an internet connection and a modern web browser (Google
Chrome and Mozilla Firefox work best).

Let's start out by creating a simple word processing "Document”

1. If you're not already there, go to your Google Drive by clicking the "Grid" icon
at the top of the screen

w
kfrye@smithfield-ps.org «

2. Click the "Create" button on the left and select "Document" from the list that
appears

» My Drive
Shared with e
Starred
Recent
Trash

More ~

- Folder

é Document

s Pgientation

Spreafgheet
B o
n Drawing

3. A new browser tab or window will open with your new "Untitled" document
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4. Click on the top of the page to nhame your new document

Untitled document
File Edit View Insert t Tools Table Add-ons Help

& e~ P 100% -

"
Click to name the
document

5. Enter a name for your document and click "OK"

Rename document
nter a new document name
a
My Lesson Plan

6. If you look at the top of the screen, you will notice that Google Drive
automatically saves your changes as you work. You don't ever need to
manually save!

My Lesson Plan Ji}
File Edit View Inset Format Tools Table Add-ons Hel

[ B ale ? 100% ~ Normal text ~ Arial v ~ OO
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Google Tip 3

Where are my Documents and Files?

When you create Documents using Google Drive, they are
automatically stored for you in your Documents and Files list. You can
access them at any time from any computer without having to worry
about emailing them to yourself or carrying them around on a thumb
drive! Here's how:

1. If you're not already there, go to your Google Drive by clicking the "Grid" icon
at the top of the screen

k—-—
kfrye@smithfield-ps.org ~

2. You will find your Documents and Files in the list. Each type of document or
file has it's own style of icon to help you tell them apart

Dnmiwnestsant
fledlim

3. Click on a Document or File to open it

My Drive

TITLE

Clickto opena

[5] Formative Assessment .
o Document or File

& My Lesson Plan

| Social Studies Unit

4. You can sort the list of Documents and Files by clicking on one of the Headings
at the top of the list

[ F ot Aroinat .- P08 s e

B My Lesson P Y O
Click one of the column headings

0 Soow Dates U to sort the Doowment and Flle ligt 2 o e

bry Tithe, Ovwner, and Last madified

5. You can also use the Search box at the top of the screen to search for a
specific Document or File
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cRiATE | &

] * My Deive
Shared with Me
Stared
Recent

Trash

Use the Search bar at the top

900 pm e
of the screen to find a specific .
Document of File O
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Google Tip 4

Sharing a Document (The Basics)

One of the most powerful features of Google Drive is the ability to
share a Document with someone and allow them to collaboratively
work on the same Document without having to worry about:

Do they have the same software (and version) on their computer (i.e.
Microsoft Word, Excel, Powerpoint, etc)?

Do they have a PC or a Mac?

Who has the version of the document with the latest changes?

When Sharing a Document in Google Drive, all the work is done within
a web browser and revisions are tracked so that you can rollback to a
previous version at any time. You can work together on the Document
at different times or work in real-time and see each other’s changes

and edits live. Here are the basics on how to share a Document with
someone else:

1. Create a new Google Document (or open an existing Document)
2. Click the “Share” button at the upper right corner of the document

3. In the “Add people” field, enter the email address of the person you would like
to share the Document with

4. Choose whether they “"Can edit”, "Can comment” or “Can view” the Document
5. Click "Send"

Sharing settings

Link to share (only accessible by collaborators)

Who has access

@  Prvate - Only you can access

2 Kaylee Frye (you)

6. Click "Done"

Google Docs: Tips for Teachers
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Google Tip 5

Different Levels of Sharing

Within our Google Apps system, Documents and Files that you create
in your Google Drive are NOT shared and are only accessible by you.
When sharing a document, you can assign specific privileges to
different people and manage what they have permission to do. For
example, you can choose to allow a colleague to "Edit" a Document and
only allow your students to be able to "View" the Document.

Besides the "Owner" of the Document, there are three different levels
of sharing privileges you can choose from:

Can Edit: A user that can edit a document can make
changes to the document, export the document, view the
list of other collaborators, invite additional editors and
viewers (if the owner has given them permission), and
make a copy of the document. An editor cannot delete the
document; they can only remove the document from their
own Google Drive.

' /

Can Comment: A user that can comment on a document )
is able to highlight a passage within the document and

insert a comment. The comment will not change the actual

content of the document. A commenter can see the latest version of

the document, export the document, and make a copy of the

document. A commenter cannot make any changes, besides inserting
comments.

Can View: A viewer can see the latest version of the
document, export the document, and make a copy of the
document. A viewer cannot make any changes.

When you share your Document and invite people, you can select from
one of these specific levels of privileges. You can also change a
person's level of privileges at any time (just in case someone lets the
power go to their head).

Google Docs: Tips for Teachers 11



Google Tip 6

Chatting with Collaborators
When you're
working on a Lps.org v

Two active
Google — collaborators
Document, you Con
can see at the

top of the screen

if any of the people that you've shared it with are also working on the
Document. Each person is represented at the top right of the screen by
an icon (or picture if they've added one to their account) and a color.

You can also see a
matching color cursor

indicating where each Developmental Soals:
person is working in the e Learn/review the names of the other kid:

Document. When each
person is actively editing
the document, the
person's hame will be shown on their cursor.

e Learn the favorite disney characters of tl

Google
Documents allows

kfryeé
you to chat with Click to open the
all of the ﬁ <TTTment: Chat pane
collaborators
working in the

Document. Click the "Chat" icon next to the icons of the collaborators
to open a group chat.

The chat window will appear in the lower right of the Document. You
will see the names of all of the people who are part of the chat. Type
your message at the bottom of the window and press "Enter" on the
keyboard to send it to the group.

Google Docs: Tips for Teachers 12



(3) Hoban Washburmne, Kaylee .. 7 x

Paul Barrette joined group chat.

Hoban Washburne joined group chat

me 932 PM
| like the Goals. Can we add more details
to the Objective?

Paul Barrette 933 PM
Sure.
Hoban Washburne G33PM

| kind of like the Objective as it is &

Type your message
and press "Enter” to
send it to the group

8|
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Google Tip 7

Collaborating with Comments

Using the built-in Comments feature within Google Documents is
another great way to collaborate. By sharing a Document and giving
other people "Can Comment" privileges, they will be able to insert
Comments into the Document, but they will NOT be able to change
any of the actual content of the Document.

This is a terrific way for students to peer review each others' work
without any worries about work being lost or modified. It's also a great
way to get feedback on a Document without losing control of the
actual content.

Share a Document and give the collaborators "Can comment" or "Can edit"
privileges. Collaborators with "Can view" privileges will not be able to insert
Comments

Sharing settings
Link to sharé K h \ h dth
r Make sure that you've shared the — )
fument/d/1) y .
‘ Document and given your
n 11
who has ace  collaborators "Can comment" or
"Can edit" privileges
. Shary
— peoplEnSTEU URIOW » 5
=~  Kaylee Frye (you) kirye@ Jnithfield-ps.org Is owner
Hoban Washbume hwashbume@smithfie Can comment ~
Paul Barrette pbarrette@smithfield-ps org Can edit ~

Highlight/select the text in the Document where you want to insert the Comment

Developmental Goals:
e Learn/review the names of the ot Highlight/select where

. § you want to insert the
e Learn the favorite disney racte comment

Google Docs: Tips for Teachers
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1. Click the "Insert" menu at the top of the Document and select "Comment"

Insert ormat Tools Table Add-ons

™ Image...
G2 Link... Ctrl+K
T Equation...
By Drawing,

Table

‘ B Comment Ctrl+Alt+M

T ouliute

Q) Special characters. .

— Horizental line

2. A Comment box will appear in the margin on the right. Type your comment

and click "Comment"
E Paul Barrette

Shouldn't this be capitalized?|

3. Your Comment will be visible to all other collaborators. They will also receive
an email notification that you've left a Comment in the Document

E Paul Barrette
9

:32 PM Today

Shouldn't this be capitalized?

4. Another collaborator can reply to a Comment by clicking on the original,
typing a reply, and clicking "Reply"

E Paul Barrette Resolve
9:32 PM Today

Shouldn't this be capitalized?

Thanks. | completely missed that! ]
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B. A Comment can be marked as "Resolved" by clicking the "Resolve" button.

The Comment will disappear from the margin of the Document

E Paul Barrette

9:32 PM Today
Shouldn't this be capyBlized?

n Kaylee Frye
9:38 PM Today

Thanks. | completely missed that!

Edit Delete

Reply to this comment

6. Any resolved Comments can be viewed (and even re-opened) by clicking the

"Comments" button at the top of the Document

m H Comments = Share

g smithfield-ps.org «

A Notifications B Comment

Paul Barrette .32 PM Today Re@:an
disney
Shoulgnt this be capitalized?
Reply
n Kaylee Frye Thanks. | completely missed that!
538 PM Today

n Kaylee Frye Marked as resolved
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Google Tip 8

How do I find Documents that are shared with me?

As you create more Documents and people share more things with you,
it can get tricky to keep track of everything in your Google Drive. We'll
cover organization strategies within Google Drive in future tips.
However, there is a very simple way to quickly find any Documents or
Files that are shared with you.

When someone shares a Document or File, they have the option to notify the
collaborators via email.

Invite people:

the option to notify the
collaborators via email

Send a copy to myself
Paste the item itself into the
email

The email notification contains a link that will open up the shared Document for you.
Changing your Google password (kfrye@smithfield-ps.org) I

H Paul Barrette (Google Drive) via doclist bounces googlp-sass

I've shared an item with you.
‘ B Changing your Google password ; h

create, share, and keep ol your stuff in one place

Link to shared
Document

Don't worry if you miss the email notification or if you delete it. You can always go
right to the Documents and Files that are shared with you using the "Shared with Me"
label in your Google Drive. Click the "Shared with Me" label on the left side of the
Drive page.

Google Docs: Tips for Teachers 17



Shared with Me

arred

Recent
Trash

More «

All of the Documents and Files that are shared with you will appear in the list. You will

also be able to see exactly who shared the Documents with you and when they

shared it.
TMLE
B Important links
| & Changing your Google password

- Hoban Washbume 9.16 pm
H Paul Barrette 908 pm

Documents and Files
shared with you

Google Docs: Tips for Teachers

The person who shared
the Documents and Files
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Google Tip 9

The Research Tool

Google Docs and Drive offer some built-in tools that can make
integrating a wide variety of information quick and easy. One of the
most powerful (and overlooked) tool is the Research Tool. The Research
Tool is available within Google Documents and Presentations. It allows
you to search the web for a specific term, search for quotations from a
person or about a topic, look for images, and even look words up in an
online dictionary. If you find something that you would like to add to
your Document or Presentation, you can insert a link or a citation right
from within the Research Tool.

Here's how:

1. Click on the "Tools" menu at the top of the page and click "Research"

Tools w Help Laste
Spelling.

‘ Research o C@«IHShifHI

Ctrl+Shift+Y

Word count Ctrl+Shift+C

Translate document.

2. The Research Tool will appear on the right side of the page. The Research Tool
will often try to predict what you might want to search for based upon what you
were working on your Document or Presentation

< > - Developmentsl <y Search term

Developmental psychology

Related ayek
journals Psych

-~ * ” Research results
)@k Devecomeres Prphal ‘I&
4] \I g
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3. Enter a word, term or phrase to research at the top of the tool

& > ‘[ﬂvbaseball

A

Enter a word or term
to research

4. Clicking the small arrow to the left of the search term allows you to narrow your
search to just images, academic articles, quotations, a dictionary, or tables of
information

- baseball

EJ Everything
& Images
& Scholar
77 Quotes
B Dictionary
Tables

5. If you place your mouse cursor over some of the information, you will see
options to "Preview", "Insert link", or "Cite"

Baseball - Wikipedia. the free ency...
en.wikipedia.org

Baseball is a bat-and-ball game played
between two teams of nine players who
take turns batting and fielding. The

Preview Insert link Cite

6. Clicking "Insert link" will insert a link to the information found in the Research
Tool

Closure/Transition

Once each child has had .. seated for literature
Link inserted from

&= the Research Tool

7. Clicking "Cite" will insert a citation and create a footnote within the Document

Google Docs: Tips for Teachers 20



or Presentation

udents to their parents. The letter/email will

ss will be disney day and that their child should
ite disney ¢ er

urns announcing who they came dressed as and

Citation inserted from
Research tool...

why the particular character is their favorite

Closure/Transition.
Onceeachchidhashadac _ _andthe accompanying °rliterature.
footnote
Baseball

' "List of Disney animated characters - Wikipedia, the free encyclopedia " 2008. 25 Mar. 2014

<http //en wikipedia org/wiki/List_of Disney animated characters>

Here's a short video that does a good job of demonstrating...
The Research Tool
A quick video to help!

Google Docs: Tips for Teachers
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Google Tip 10

Organize Documents into Folders

Folders can be a helpful way of organizing your files and Google
Documents within Google Drive. You can assign folders specific colors
and even create folders within other folders to design your own
organizational system. You can even share entire folders with other

people to make collaborating on a large number of Documents simple.

CREATE A FOLDER
1. When in Google Drive, click the "Create" button on the left and click on
"Folder"

Drive

» My Drive

Shared with
Starred
Recent
Trash

More «

ument

i1  Prefentation

Spreadsheet
a Form
a Drawing

2. Enter a name for the new folder and click "Create"

Google Docs: Tips for Teachers
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New folder

Please enter a name ew folder:

ISociaI Studies

=30

3. The new folder will appear under "My Drive" on the left and also in the list of
Documents and files on the right
4. You can open the folder either by clicking on its name under "My Drive" on the
left or by clicking on it in the list of Documents and files on the right

Drive

~My Drive

Im Social Studies
8 Social Studies

Shared wWiiPMe alr.e Assessment
Starred - Ml acconRlan Shared
Recent

The new folder will appear It
under "My Drive" on the left

More > and also in the list of documents
— and files on the right

Trash

ADD DOCUMENTS AND FILES TO A FOLDER

Once you've created folders, you can add Documents and files to the folders to
organize them. There are a number of different ways to move Documents and files
into a folder, but here's the most straightforward method.

1. In the Documents and files list, select the Documents or files to add to a folder
by clicking the checkboxes next to their names

My Drive

- TITLE f

B Social Studies | S€lect the Documents and

files you want to move by

checking the boxes next to
their names

[E Formative

v y Lesson Plan
v ] Social Studies Unit
2. Click the "Move to" button (with the Folder icon) that appears at the top of the
list
24 ‘ ® More
3. Select the folder where you would like to move the Documents or files

Google Docs: Tips for Teachers 23



4, Click "Apply changes"

Move to

2 items are curently in [ My Drive

v My Drve
v/ Il Social Studies

Create new fold

You can also organize fies by dragging them into a folder. Learn more

My Drive » Social Studies)

5. The Documents and files that were moved will no longer appear within "My
Drive"

My Drive ~ —

e The Documents and files
B Social Studies Z will no longer appear

within "My Drive"

[E] Formative Assessment

. >
6. If you click on the name of the folder on the left, the Documents and files that
are within that folder will appear in the list on the right
Drive . Social Studies

My Drive » Social Studies
CREATE E
TITLE

~My Drive
My Lesson Plan sn
I Social Studies any e

Shared v\ / [0 Social Studies Unit
Starred

Recent Click the name of the folder on the left
Trash and the Documents and files within that
folder will appear in the list on the right

More +

Google Docs: Tips for Teachers



Google Tip 11

Sharing a Folder

You can also share entire folders within your Google Drive. The
advantage of sharing an entire folder is that all Documents and files
within that folder will be shared with the people that you choose. Also,
any new Documents or files that you create in the shared folder or
move into that folder will automatically be shared.

There are a number of different ways to share a folder, but here's the

most straightforward method.
1. In the Documents and files list, select the folder to share by clicking the
checkbox next to its name

* My Drive

My Drive

- TITLE

v a3l Stud
Shared with Me ‘ B8 Social Studies

Stared ’ Formative Assessment
Recent ¢~ \
ng agenda
h
Tras Select the folder you
ct proposal

More want to share

2. Click the "Share" button (with the person icon) that appears at the top of the
list

More -

3. In the “Invite people” field, enter the email address of the person you would
like to share the folder with

. Choose whether they “Can edit" or "Can view” the folder and its contents
5. Click "Send"

Google Docs: Tips for Teachers
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Sharing settings

Link to share (only accessible by collaborators)

hitps://drive google. com/a/smithfield-ps. org/foldeniew?id=0B32NANIKShjccF Q3ZmxV

Who has access

8  Prvate - Only you can access Change
2 Kaylee Frye (you) kirye@smithfield-ps.org Is owner
Invite people:
“Paul Barrette” <pbarrette@smithfield-ps org> Can edit ~

bbbl 5 il - Add message
Cancel Send a copy to myself

7. The icon of the folder will change to show that the folder is shared

6. Click "Done"

Drive The icon of the folder will

change to show that it is shared

\ TITLE

| B Social Studies shared

~My Drive
A Social Studies

Shared with Me Formative Assessment

Any Documents or files that are moved into the shared folder will
automatically inherit the sharing settings of the folder. This makes it
simple to share Documents and files with specific or groups of people
(colleagues or students).

Google Docs: Tips for Teachers
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Google Tip 12
Grid View

Viewing Google Drive in Grid view displays all your Documents, files and folders as
large icons, rather than as a list. Even better, Grid view displays thumbnail
"previews" of your Documents, making it easy to visually scan your Drive and find
exactly the Document that you're looking for.

To switch Google Drive to Grid view, click the "Switch to Grid" button

kfrye@smithfield-ps.org =

e

o -

®

In Grid view, Documents, files and folders are shown as large icons with previews,
wherever possible

Stadent Naww 0 Geld wiew, Docsments, Thes and
Saldon are sthows a Large kons with
previewn, wherever possible

e i Tt 048 e

You can still do the same things with your Documents, files and folders when in Grid
view. Hover your cursor over an icon and click the checkbox that appears to select an
item. Then, use the buttons that appear at the top of the page to share, move, and
delete the selected items

You can select Documents,
files and folders by
hovering your cursor over
the icon and checking the

box that appears Meeting agenda

Social Studie

o (] [ ] (O] More

Google Docs: Tips for Teachers
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Google Tip 13

Email as Attachment

Sometimes, you may need to email a copy of a Google Document,
Spreadsheet or Presentation to someone in a specific format (PDF,
Word, Excel, PowerPoint, etc.) Google Drive has a built-in feature
called "Email as attachment" that allows you to convert your
Document to another format and email it to whomever your choose.
Here's how:

1. Open a Google Document, Spreadsheet or Presentation

My Drive

TITLE
B Social Studies
Formative Assessment

] Meeting agenda

Open a Google
B Project proposal p 8
Document,

Purchase order Spreadsheet or

Presentation

Student cemﬁcaty

& Syllabus - Basic

2. Click the "File" menu and select "Email as attachment"

File Edt View Inset Format Tools

Open
Rename
Make a copy

I Move to folder

See revision history

Language

Download as

Publish togffe web

Email as attachment

Page setup

& Pnnt

3. Choose the format to use to email the Document

Google Docs: Tips for Teachers 28



Email as attachment

Attach as
HTML ~

HTML
Open Document
PDF
Rich Text (RTF)
Plain Text
| Microsoft Word (.docx)

Paste the item itself into the email

4, Enter the email address of the person to send the Document
5. Enter an accompanying message
6. Click "Send"

Email as attachment

Attach as

POF ~

To (required)
barrettep@oulook.com

Subject

Syllabus - Basic
Message A

Hi Paul,

Here is the course syllabus you asked me to send you

Kaylee|

Send a copy to mys;
=

Google Docs: Tips for Teachers
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Google Tip 14

Download as

This tip goes hand in hand with Tip 13: Email as attachment".

If you ever need to export a Document, Spreadsheet, or Presentation
from Google Drive, there is a built-in feature that allows you to
download any Document. Even better, the "Download as" function
provides a number of different choices of file formats, including PDF.
Essentially, Google Drive can act as a very versatile (and free) file

exporter!

Here's how:

1.

2.

Open a Google Document, Spreadsheet or Presentation

My Drive

TITLE
B Social Studies
[E] Formative Assessment

] Meeting agenda

Open a Google
Document,
[B) Purchase order Spreadsheet or

Presentation
Student cemﬁcaly

& Syllabus - Basic

u Project proposal

Click the "File" menu and select "Download as"

File Edt View Inset Format Tools

Open
Rename
Make a copy

B Move to folder

Email collaborators

Email as attachment

Page setup

= Pnnt
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3. Choose from the various different download options, depending on whether it's
a Document, Spreadsheet, or Presentation

Microsoft Word (.docx)
OpenDocument Format (_odt)

Rich Text Format (_rtf)

PDF Document (.pdf) Document options
Plain Text (.txt)

Web Page (_html, zipped) \

Microsoft Excel (.xlsx) )
OpenDocument format (.ods) Spreadsheet options
PDF document (.pdf)
Comma-separated values (_.csv, current sheet)
Tab-separated values (.tsv, current sheet)
Web page (_html, current sheet)

Microsoft PowerPoint (_pptx)

PDF Document (.pdf)

Scalable Vector Graphics (.svg)

PNG image (.png)

JPEG image ( jpg) Presentation options

Plain Text (.txt)

¥
4, Your Document, Spreadsheet, or Presentation will be downloaded in the

format that you selected

'@ Meetingagenda.pdf
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Google Tip 15

Making a Document Public

Besides sharing Google Documents with specific people, you also have
the option of changing the visibility settings of a Document to make it
accessible to the public. This is an excellent option for Documents that
do not contain sensitive or confidential information and need to be
shared with a large group of people, including some who do not have
Google accounts.

Why would you want to make a Document public? Well, it could be an
easy (and paperless) way to share a classroom newsletter with parents
and students, send out an informational flyer, or just post public
information on the web (like meeting minutes, policy documents, etc.)
The best part is, if you make a change or a correction to the
Document, it is immediately available to the public!

Here's how to make a Document public:
1. Open a Google Document, Spreadsheet or Presentation

My Drive

TITLE
B Social Studies sharec
Formative Assessment

B Meeting agenda

Open a Google
Document,
Purchase order Spreadsheet or

Presentation
Student cemﬁcy.\

B Syllabus - Basic

B Project proposal

2. Click on the "Share" button in the upper right corner of the Document

Sfrye@s

Comments

3. Click the "Change" link in the "Who has access" section of the window. This
will allow you to change to overall "visibility" of the Document
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Sharing settings

Link to share (only accessible by collaborators)
i NQk1phSQiuiAb-Vhb0ScY/edit?usp=

Who has access \
8  Prvate - Only you can access

&  Kaylee Frye (you) krye@smithfield-ps.org Is owner

Select the "Public on the web" option

5. Select the level of access the Public should have (e.g. Can view, Can
comment, or Can edit)

6. Click "Save"

Sharing settings

Public on the web
Anyone on the Internet can find and access. No sign-in required.

Anyone with the link
Anyone who has the link can access. No sign-in required

B Smithfield Public Schools

People at Smithfield Public Schools can find and access.

People at Smithfield Public Schools with the link
People at Smithfield Public Schools who have the link can access

Specific people
Only people explicitly granted permission can access.

Gccess: Anyone (no sign-in required)  Can view VE

w— w—
Note: Items with any visibility option can still be published to the web. Learn more

6 cel Learn more about visibility

7. The level of access or "visibility" of the Document has now changed to "Public
on the web"

8. Right-click the "Link to share" to copy the link to the public Document. You
can send this link to people via email, post it on a website/blog, or share it via
social media.

)
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Right-click to copy the link to the
shared Document. You can send this
link to people via email, postitona

) ) website, or share via social media
Sharing settings

Link to share /

Who has access

Public on the web - Anyone on the Internet

can find and view

Kaylee Rye (you) kfrye@smithfield-ps.org Is owner

The level of access or "visibility" of the
Document has now changed

9. Click "Done"

10. You'll notice that the icon on the "Sharing" button has changed from a padlock
(i.e. Private) to a globe (i.e. Public). This is a good visual indicator of the
visibility of a particular Document

kfrye@smithfield-ps.org «

The "Share" button displays
a globe icon to indicate that
the Document is Public

Google Docs: Tips for Teachers

34



Google Tip 16

Shortening a Document's Long Sharing Link

We have learned how to make a Google Document public and how to
get a link to share with others. While the link works well, it can be a
little long, especially if you want to post it on a webpage or blog.

Google has an url shortener that you can use to take the gigantic
sharing link for a Document and shorten it into something more
manageable. I use it all the time when I share Google Documents,
especially when I create Google Forms. The Google url shortener also
collects some basic statistics about who how many people click your
short link. It even let's you create QR codes for a link!

Here's how to use it:
1. Copy the URL/link of the shared Document. You can always find the URL/link
by clicking on the "Share" button
kfrye @ sk

Comments

Sharing settings

Link to share (only accessible by collaborators)

ument/d/1V8ktmSme74KLUotkE4jC4Q5Bb3CtrwVVD2Lw3VdMnTC4/edit?usp

Who has access

Shared with speci
people listed belo

-
Copy the LONG address/link of

. the shared Document
= Kaylee Frye (you)

” lak M Aanlk by, bym’ harna@emish £ - ment ¥

2. Go to the Google url shortener at http://goo.gl

€« - C fA [ http://googl

3. Check the upper right corner of the page and make sure that you are signed
into your Google account
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kfryve@smithfield-ps.org Settings ¥ Sizn out

Check the upper right corner of the page
and make sure that you are signed in
with your Google account

4. Paste the long URL/address/link into the box and click "Shorten URL"

( ale
QO

Paste your long URL here: \

_UOIKE4{C4Q5BbICtWVD2Lw3VAMnTC4/edit?usp=sharind |

All goo.gl URLs an k analytics are public and can be accessed by anyone

B

5. A short link will be created to the right. You can copy it and use it in place of
the old long URL/address/link

http://goo.gl/igQ3grp
4

Ashort link is created and
displayed to the right

6. The Google url shortener also keeps a history of all the short links that you
create. You can go back and find them at any time

Clicks for the past: two hours | day | week | month | all time

LONG URL CREATED SHORT URL CLICKS

docs.google.com/a/smithfiel 0 mnute ago g00.9l/gQ3grp Details

Hide Hidden URLS remain public, but are removed .":rr‘,:uf:r‘,‘ 1-10f1 < >

The Google url shortener keeps a history of
all the short links that you create so that
you can always go back and find them

7. If you click the "Details" link next to a link, you will find some basic statistics
as to how many visitors have clicked on the link, as well as a QR code that you
can use to direct people to the link

Clicks for the past: two hours | day | week | month | all time
LONG URL W CLICKS
docs.google.com/document/d/... 7 days ago goo.gl'V3lizz
21daysofdrive. blogspot.com/ 13 days ago goo.gl/F51gEi Details
docs.google.com/forms/d/1L8 2014 Mar 5 g00.gl/EKKIVV Details 15
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http://goo.glV3li
e QR code linking to

Tosal Chcks your Document

35

Statistics on how
many people clicked
on your link

7GALePEOKEDAUMXSEI
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Google Tip 17
Use the Template Gallery

Like Microsoft Office, Google Drive has a Template Gallery with a large
variety of templates that can help you get your Document,
Spreadsheet, Presentation, or Form started. Unfortunately, this great
feature in Google Drive is a little hidden and takes a few clicks to
discover.

1. Create a new Document, Spreadsheet, Presentation, or Form

(=] Pgentation

@ Sprea¥gheet

2. Click the File menu, select "New" and click "From template"

File at Tools Table Add-ons Help
Share Arial - 1
Now > B Document
Open C Presentation
Rename Spreadsheet
Make a copy B Form
i1 0 Wle
3. Click on the "Public Templates" tab at the top to view all of templates

submitted to the Template Gallery

@ S P S Searct Termpates

s Terrgdites ) Sendbleld Pobbe Schodts Terpiates Terrgdates e saed My Terciaten

4, Click the "Types" and "Categories" links on the left to narrow down the kinds
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of templates that are displayed

Sort by

» Hottest
Most users
Highest rating

Click the types and
categories on the left
to narrow down the
templates thatare

displayed

Narrow by type
» All types

Documents
Speadsnans MO
Presentations

Forms
Dravings

Narrow by category
» All categories

B. If you see a template that you would like to take a closer look at, click the
"Preview" link next to that template

) Swdont tepart +y Gatee Dics
...: SRRt Wraen Baxt Loeed  Smac s R
.... Y : Stadent report autable ko scnce Salsry d Uik e *Preview” link
0.0 .e 20 Open & new Browney
L and proview 2
Use tha umnm T 'y template
6. If you like the template and you would like to use it to create a new

Document, click "Use this template". If you don't want to use the template,
click the "Close this window" link to return to the Template Gallery

() St gt oy Gsszn e Y CEck to wse the Chch o dose the
- template and retum
terrplate .
( e v ’:‘"":'. N 10 the Gallery

7. When you use a template, a fresh copy of that template will be created in your
Drive

Copy of Student report O
File Edit View Inset Format Tools Table Add-ons Help

Google Docs: Tips for Teachers 39



Google Tip 18

Uploading Files to Drive:

PART 1: To Convert or Not to Convert!
PART 2: Uploading Files from Your H DRIVE

If you have existing files (e.g. Word documents, Excel spreadsheets,
PowerPoint presentations, PDF files, photos, videos, etc.) that you
want to be able to access from anywhere, you can upload them to
your Google Drive. You can think of your Google Drive as an online
thumb drive that's available from any Internet connected device!

When you upload files to your Google Drive, you have two basic
choices:

Choice #1 - Upload the files in their original format

W Smithfield WIC Contract 2014-01-17.docx

\. N
N\

Unconverted uploaded files do NOT take on the
icons of the Google Document, Spreadsheet or
Presentation formats

Pros

The files retain all the original formatting

When downloaded, the files can be opened and edited using the
application used to create them (e.g. Microsoft Word)

Cons

The files cannot be edited directly within Google Drive

When you share the files, you can only give collaborators "Can view"
permissions. The "Can edit" and "Can comment" permissions will not
function

Many of the other features of Google Drive (chat, research tools,
history, etc.) are not available for files that have not been converted
into one of the Google formats

The size of the uploaded files count against your combined Mail and
Drive storage quota

Choice #2 - Upload and convert the files to the Google formats
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B LenovolaptopsDesktops Bid

A
N

Uploaded files that are converted to the Google
formats take on the Google Document,
Spreadsheet, and Presentation icons

Pros
+ The converted files can be edited directly within Google Drive

+ You can give collaborators the permission to Edit and Comment on
documents

« All of the features of Google Drive (chat, research tools, history, etc.)
are available for files converted into one of the Google formats

« Files uploaded and converted to one of the Google formats do not
count against your combined Mail and Drive storage quota

Cons

« The files MAY not retain all the original formatting through the

conversion. This is especially true for more complicated documents
with complex tables and columns

+  When downloaded, the files may not be able to be opened and edited
using the application used to create them (e.g. Microsoft Word)

You can setup Google Drive to ask you each time whether or
not to convert uploaded files to Google formats. Here's how:
1. Click the "Settings" gear button

2. Select "Upload settings"

Display Density

v Comfortable

Cozy

Compact

Upload settings “

Keyboard shortcuts

Help

3. Click to select "Confirm settings before each upload"
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Convert uploaded files to Google Docs jfmat

Convert text from uploaded PDF ajimage files

Confirm settings before each upload

4. You can verify that you selected the setting correctly. If you click the Settings
gear and click Upload settings, "Confirm settings before each upload" will be
checked

Convert uploaded files to Google Docs format

Convert text from uploaded PDF and image files

v’ Confirm settings before each upload

Now, each time that you upload a file to your Google Drive, you will be
prompted as to whether or not to convert the file to a Google format.
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FOR BHPS (Part 2) — Moving your Stuff from your H DRIVE

In Google Tip 18 we learned to setup our Google Drive so
that it will always prompt us about whether or not we want to
convert any uploaded files to the corresponding Google
formats. For example, when we upload a Microsoft Word
document to Drive, do we want to convert it to the Google
Document format or leave it in the original Word format? We
also went over the various "Pros and Cons" of each approach.

With all of that in mind, here's how to upload files to your Google Drive:
1. Click the "Upload" button to the right of the "Create" button.

2. Select "Files".

Folder... \ ‘

e sus x (& My Drive

()C [P Desktop » ~ 42 |[ search
nize v

£ .

3. Once you click on “Files”,
you will go to this screen.

I3 Publishing (3 v

[ a |

You will now need to
navigate to your H Drive e o

H H B Searches h -
to get all the files you will 3 B v

-
need.
File name: | ~ | AlFies -
II é Copy of GMail Training Guide
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Favorite Links
[E| Documents
B Desktop

——— % Computer

B Pictures

B Music

(B Recently Changed 1&

B Searches

4. Click on Computer in the left column. [ » Pk A

5. You will then see your H Drive

‘ fani x
i @@vlu!l » Computer » - |‘f”$eurch p‘ —
Favorite Links Name Type B Total Size Free Space 2
() G Devices with Removable Storage (1) - .
I Desitop B DVD/CD-RW Drive (D:)
1% Computer
B Pictures Network Location (5) o
B Music _ Teacher AppsS (\\10.13035) £
& Recently Changed 's’/ (&)
R e—
BB seorches sferrisrights
(\glfilesrv2\facstaffS) (H:)
_—

. iPadS (\destiny) () L
>
S, 914 GB free of 265 GB

h destiny) (P:
Folders ~ -, B op$ (\\destiny) (P:)

=
B Copy of GMail Training Guide
B Test for class shared

6. Double click on the H Drive and a list of your files and folders will
appear.

8 val? « sferrsrights (\gfilesn2\facstaffS) .. » v | 43 | [ Search Bl
Favorite Links Name Date modified  Type Size -
M B vocuments 1. New Folder -
£51]2014-15 Staff BH
M Desktop =
. R (=] Anyway A
- .ompu & &) Basic iPad Configuration 5
B Pictures 1) Best Free Math Apps for Kids
B Music [/ BookFollowMyLeader
(B Recently Changed 7 Free Must-Have Apps for Elementary M...
B Searches Google Drive 20Tips for TeachersOCT20...
) Public aHighlander_FootbaII_Press_Box_Sign

s Highlander_Football_Press_Box_Sign[1]

|_| Highlander_Football_Press_Box_Signnew
T Incorporating 21st Century Skills into Ev...
%Incorpovating 21st Century Skills into Ev...

Folders Y)iPad Apps for 3rd- Sth Grade

B Copy of GMail Training Guide
B Test for class shared
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7. TIP: You can select multiple files to upload by holding down the
CTRL key on the keyboard while you select the files with the

mouse.
y =

0 = |
€ Open =) :sus ~ :‘My
g @-Ov[u‘u <« sferrisrights (\\glfilesrv2\facstaffs) ... » —

~ [ 43| [ search

ze v B8 Views ~ New Fol ishi
&y Organize z28 I New Folder 8 |~ Publishing [

R Name Date modified  Type Size a2
. . New Folder n
E Documents
£2)2014-15 Staff BH

B Desktop =

- = Anyway
= C‘omputer 4] Basic iPad Configuration 3
B Pictures 1) Best Free Math Apps for Kids
B Music [=|BookFollowMyLeader
& Recently Change " Free Must-Have Apps for Elementary M.

B Searche;

@]Google Drive 20Tips for TeachersOCT20...
£ Highlander_Football_Press_Box Sign
|Rs|Highlander_Football_Press_Box_Sign[1]
{....|Highlander Football P; Box_Sit i

T Incorpg TypeFie
Blincorpq Size: 523 k8
~ | ipad A Date modified: 6/5/2014 8:28 AM
Fie name: “Highlander_Footbal_Press_Box_Signnew” " v
=
—

B Copy of GMail Training Guide
B Test for class shares
B Test doc

8. The Upload settings window will appear.

9. If you are uploading documents, spreadsheets, or presentations
and you want to convert them to the Google Documents format,
select the "Convert documents, spreadsheets, presentations..."
option.

10. If you are uploading PDF files or photos and you would like Google
Drive to try and extract the text from these files and insert it into a
new Google document, select the "Convert text from PDF and
images..." option.

11. Click "Start upload".

Folders

Upload settings

(¥ Convert documents, presentations, spreadsheets, and drawings to the corresponding Google Docs format

Convert text from PDF and image files to Google documents

¥ Confirm settings before each upload

Start upload Cancel

12. A small progress window will appear displaying the progress of the
files upload and conversion
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12.xls me Oct 3 me

BIEERMY! 4 Upload complete -X

ared X 2014-15 Staff BH.xisx Canceled

de ™ Anyway.ipg Uploaded Share
W Basic iPad Configuration.docx Uploaded Share

ids.docx W Best Free Math Apps for Kids.docx Uploaded Share
u BookFollowMyLeader jpg Uploaded Share

el - Free Must-Have Apps for Elementary Math TCEA.pdf Uploaded Share

it for CS, 2(

Design SF W Google Drive 20Tips for TeachersOCT2014.docx Uploaded Share

1d App Des E Highlander_Football_Press_Box_Sign.svg Uploaded Share

d App Desi P Highlander_Football_Press_Box_Sign[11PNG Uploaded Share

'Google Drive 20Tips... & Teacher AppsS (W10 "B GL Admin Memo: B.."

13. Once the upload and conversion is complete, the files and

documents will appear in your Google Drive.
14. Files that have been converted will appear with Google Document,
Spreadsheet and Presentation icons.

B LenovolLaptopsDesktops Bid
.

N

Uploaded files that are converted to the Google
formats take on the Google Document,
Spreadsheet, and Presentation icons

15. Unconverted files will NOT appear with Google icons.

W Smithfield WIC Contract 2014-01-17.docx
W\
N
Unconverted uploaded files do NOT take on the

icons of the Google Document, Spreadsheet or
Presentation formats

B LenovoLaptopsDesktops Bid

N

Uploaded files that are converted to the Google
formats take on the Google Document,
Spreadsheet, and Presentation icons

Google Docs: Tips for Teachers



Google Tip 20

Converting an Existing File to a Google Document,
Spreadsheet or Presentation

We have reviewed how to:

Upload files to your Google Drive

How to set up your drive so it will prompt you about converting files
when you upload them.

However, there may be some situations in which you want to convert a file into a
Google Document, Spreadsheet or Presentation that has already been uploaded to
your Drive.

My Drive C -
Files that have not been
converted to the Google

Document, Spreadsheet and

P Social Studies Shared Presentation format

P cag.ppt 7

X Laserjet Inventory. xlsx

TITLE

W Smithfield WIC Contract 2014-01-17.docx ghared

Fortunately, there is an easy way to convert files that are already in your Google
Drive into one of the Google formats, allowing you to edit, collaborate and share.
Here's how:

1. Select a file in your Google Drive by checking the box to the left of its name

2. Click the "More" button that appears at the top of the Drive list

My Drive

- TITLE

1al Studies Shared

B

ag.ppt
X Laseret Inventory xlsx

v W Smithfield WIC Contract 2014-01-17.docx Shared

3. Select "Open with" from the menu and click "Google Docs" (or Google
Sheets or Google Slides)
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More ~

=t Share

aagle Dae Viewer
, B Google Docs

Manage apps

Add star
) . Connect more apps
Click "Open with" and
then choose "Google Docs
(or Sheets or Slides)

4. After a few moments, the files will be converted into an editable Google
Document, Spreadsheet or Presentation

E Smithfield WIC Contract 2014-01-17 |

File Edt View Inset Format Tools Table Add-ons Help Last edit was seconds ago

S e~ P 100% - Normaltext - Arial - 0 -|B|Z7|UlA- d

—

Smithfield WIC Contract 2014-01-17 The file will be converted into

an editable Google Document,
Spreadsheet or Presentation

5. You will now have two versions of the file in your Drive;

¢ You will have the original, unconverted file that you can download in its
original format

¢ You will have an editable and shareable Google Document, Spreadsheet or
Presentation

—~
You will now have two versions of the
file in your Drive;
the original unconverted file and an
editable Google Document,
P cagppt Spreadsheet or Presentation

My Drive

TITLE

B Social Studies sh

X Laserjet Inventory xIsx
& Smithfield WIC Contract 2014-01-17 Shared
| W Smithfield WIC Contract 2014-01-17 docx Shared

You can find more information about converting files to Google Documents,
Spreadsheets and Presentations in the official Google Drive Help
documentation at
https://support.google.com/drive/answer/2407404?hl=en.

If you run into any issues when trying to convert a file, here is some
information about the size limits, as well as other
limitations, https://support.google.com/drive/answer/37603.
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