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Using Google Drive and Google Drive 2016

Google Drive

Great first-level introduction

Watch step by step instructions

How to setup Google

Finding Google drive

Searching your documents

How to share documents students/friends
How to create Word files for non-google users
How to email documents to people

\

A safe place for all your files

Go to Google Drive
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More about using Asana

Overview of what it can do
In-depth demonstrations
How collaboration works
Using the calendar

To do lists

HOW TO USE
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This is a recording of a webinar on Google
Great beginners introduction to using Sheets
Setup, layout and sharing

Why there is no save button

Where your files are

How to select, sort, arrange

Using filtering

Automation and validation
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https://www.youtube.com/watch?v=CeFJvXhFJd8
https://www.youtube.com/watch?v=yJFH8zPkcjc
https://www.youtube.com/watch?v=MeT2ZmU2O9Y

Google Drive Tutorial - SyncSisters

e Really down-to-earth and easy to follow
explanations about Google Drive

e What it is and how it works
How to upload files to your drive
How to create new files
How to organise different file types
How to view and sort files
Using the details window

Google Forms 2016 Tutorial

& Drive My Drive ~

How to setup your first form
Styling

Making questions *required*
How to add photos

Different question types
Rating questions

Creating drop-down menus
Viewing responses

Using Forms to Send Certificates Automatically

e This is great for recitals, exams, events
e Step-by-step demonstration
e Creating the form
e Seeing the results in sheets
e Creating your certificate
e Using Add-ons to link the files
e Setting up the automation
- Send out Certificates e Testing
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e While this might be more advanced than you need,

Site content

Base theme: [l Slate ~ The base theme allows you to start with an existing theme and make customizations

e S e — if you enjoyed seeing how Joyce is using Google Sites in
uriON e - [— her business, this tutorial will get you started.

- T ® Use theme defaut value e How to access and setup
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https://www.youtube.com/watch?v=CpESxy1g25c
https://www.youtube.com/watch?v=cm3KyqbaMJA
https://www.youtube.com/watch?v=vF1ivRxAnB0
https://www.youtube.com/watch?v=iVrZWPql8UU

