Google Tools Quick Start Guide

At SLCC we encourage staff and faculty to use Google tools for collaborations and
for additional storage space on the cloud. Since we are an .edu we have unlimited

BruinMail
BruinMail can be accessed at bruinmail.slcc.edu. Login using your MyPage
username and password.

storage space on Google Drive.

(':Chrome

To download Chrome (google’s internet browser) go to

http://www.google.com/chrome/ and click on download for personal computers.
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When you close your
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Google Drive

Google Drive includes docs, sheets, slides, forms, and drawings. These are
comparable to Microsoft Word, Excel, and PowerPoint and Drive is compatible
with each of them. You can create and edit web-based documents. All your
changes are automatically saved as you type. You can even use revision history to

see old
it — versions of
o == ° the same
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Bruinmail

Mail, contacts,\
tasks:

By clicking on

the arrow next to
mail you can
access your
contacts and
tasks.

Compose:

By clicking
compose, a new
email window will
appear.

Search:

By clicking the
magnifying glass
you are able to
search for all

BruinMail can be accessed at bruinmail.slcc.edu.
Login using your MyPage username and password.

Search Window:
Search all mail. By clicking
on the down arrow you can

Apps:
Click the apps to
access Google Drive,

create a search filter. docs, sheets, ect.

Settings:
Change display

Salt Lake @ density, settings, and
Communlllty 7 n i | @ hhodel@bruinmail slcc.edu ~ themes under the
College gear.
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YouTube YouTube Help: "Edit videos on YouTube" - YouTube Help: "Edit videos on YouTube" Check out the latest videa from Apr 30
Inbox YouTube YouTube Help: "When do subscribers see my videos?" - YouTube Help: “When do subscribers see my videos?” Check Apr 24
Stamed R John Hunt (wi. (2). Draft Training Evaluation - Request for access - | gave you access through your bruinmail. For all college related business yc Apr 23
Sent Mail
Drafts (1) payroli@slcc edu SLCC-Payroll Direct Deposit - Please review your attached Payroil remittance advice form for accuracy Ifyouhavean &  Apr22
More ~ Google+ (2) is Inwiting you to join @ hangout - All your conversations, with anyone, anywhere at anytime. Incoming video call from Apr 14
Q Judy Calder (via Google Important Document - Invitation 1o edit - jcalder@bruinmail sice edu has invited you to edit the following document. Im Apr 14
z Group chat:
@) Shayne Pedro jmeigs Untitled form - If you have trouble viewing or submitting this form, you can fill it out in Google Forms. Untitied Apr 14 Create a group chat
@ W< You were ina video ¢ .
with other contacts
& Stephanie, Paul, Nz Adena Mitchell (via Goog 4.14.2015 - Invitation to edit - avancamp@bruinmail sicc edu has invited you to edit the following presentation: 4 14 2( Apr 14

©W " Missed video call
° Jesse Wnght
@' Ve thanks you rock!
Paul Benner
" Missed video call

Jesse Wnght (via Goo. (2)

ha - Invitation to edit - jwngh46@bruinmail slcc.edu has invited you 1o edit the follomng draming. ha Have a nice day

Leslie Moseley (via Goog

9 Shayne Pedro

contacts. Scott Wakefield Paul Benner (via Google Paul’s Drawing - Invitation to edit - pbenner@bruinmail sice edu has invited you fo edit the f last seen 3 ago

& Does & automatic ally savi

@) Knsti Egbert Jesse Wnght (via Google Google docs is cool! - Invitation to edit - jwnah46@bruinmail sice edu has invited you to edi n .
Contacts, & 5wt
conversations, & Karen Green (via Google Sharing - Invitation to edit - kgreen10@bruinmail sice edu has invited you to edit the follo
Phone window:
Di5p|ay5 your most Google Docs 4.14.15 - jwngh46 and cwill 102 added comments to 4 14 15 cwill 102 | will use Google/a

Shayne isn10
contacted contacts, o rastaeone
YouTube YouTube Help: "Annotation types” - YouTube Help: “Annotation types" Check ouythe latest

recent and past
conversations and
hangouts, and calls
made.

gic;ntlgcts: Phone calls: Start a hangout: Send a message:
ouF: Y Allow you to . L Click the record Type in the chat box
%angouts make phone *Bruinmail includes camera to start a to start a chat with
calls for a R video hangout with the contact chosen
contacts. charge. unlimited Storage’ no the person you are from the contacts

Conversations:
Display your
current and past
chats and
hangouts.

payroll@slcc_edu SLCC-Payroll Direct Deposit - Please review your attached Payroll remittance/advice form ft

YouTube YouTube Help: "Move your YouTube Channel to a Different Google+ Profile or Page" - You
me Training Evaluation - Invitation to edit - hhodel@brunmail sicc edu bés invited you to edit th
YouTube Salt Lake Community College: “"Thank you, SLCC Donors!" - Sg#t Lake Community College

Hailey Hodel (via Gooale equest for access - Hailey Hodel is rgfuesting access to the following

advertisements,
shared access to
drive, docs, and more!

chatting with. window.

Doc to share - Invitation to view - Imoseley@bruinmail slcc.edu has invited you to view the following document: Doc to

ngouts right now. He'lises

as well as your
current contact.

Chat window:
Displays your current
chat and chat history.

Attachment:
Attach a photo to the
chat conversation.


https://bruinmail.slcc.edu/

ﬁ Google Docs serves as a collaborative tool for editing
documents in real time. Documents can be shared,
Goog le Docs To Create a Frgm GoF)gIe | SR opened, and edited by multiple users simultaneously
New Goog le s Drive, click and users are able to see character-by-character
E Docs Doc — | NTW and | File upload changes as other collaborators make edits. Users
select | cannot be notified of changes, but the application can
G . . . .
Google Docs. B3 Folder upload notify users when a comment or discussion is made or
Google Docs home: Title: replied to, facilitating collaboration. Compatible with
Click here to return to Change the title of your B Google Docs Microsoft Word.
google docs home. document by double Comments: hare:
Where it will display all clicking here clicking ok Click this comments CS:I'aI:e.h o
your google documents. after you have entered Auto save: button to see an thlc hS are tl? tEng up
the text. A Click here to display the overview of all wi(relc?o vé\l/re will others
\ revision history. comments in the ’
&oogle Doc 4.14.15 ] docté_rnent, restl)llved tanrt hhodel@bruinmail.gec.edu ~
ending as well as sta
Editing toolbar: Edit View Inset Format Tools Table Add-ons Help Last edit was on April 14 2 new gommem Comments
Allows you to change '
your text but changing = e~ P 100% - | Nommaltext - | Arial - |1 Bz u A-|leo | EE IE- E-=-E2E2 K # Editing - A
the font, size, alignment, 3 1 2 3 2 5 ¢ =
ect i i ey
Share.. Revision History: :
Click file, see revision :ﬂ:d?cy JEEIB R
Neiv 5 history to see who made i
- what changes to your April 14, 2:29 PM
Open Ctri+0 document. How will you use Google Docs?
Rename

Move to folder...:
Move document to
another folder within

Make a copy...
Move to folder. .

Move to trash

your Drive I

See revision history Ctri+Alt+Shift+G

=
Print: —

Allows you to print your
document right from
docs.

Language >

Download as >
Publish to the web..
Email collaborators..

Email as attachment.

Page setup.

Print Ctrl+P

Email collaborators:
Allows you to email
everyone who is a
collaborator on the
document, sheet, slide,
ect.

| Share Jvith others

People

Shared with Janice Roggrs, Paul Benner and 17 others

Share with others:

Get shareable link &

V\

# Can edit v

v Can edit

Can comment

Either get a shareable link you can then
send to someone else, or enter in a
bruinmail email address and set if they
can edit, comment or just view the
document and click done. Google docs
will then send them an email with a link
to access your document.

Can view
Hailey Hodel
; 10-04 AM Today Resolve
. 0:04 AM Today
Resolve: —
Click resolve to resolve This is a comment T
the comment. The

comment box will then
disappear.




Add

G 00 g I e Sh eets Google Sheets contain built-in formulas, pivot tables
and conditional formatting options which save time
From Google | Folder and simplify common spreadsheet tasks. Access,
Sheets | Drive, click create, and edit your spreadsheets wherever you
New and . File upload go—from your phone, tablet, or computer. With
select google sheets everyone can work together in the
| . .
To Create a Google Folder upload same spreadsheet at the same time. Compatible
N G | Sheets compatible with Microsoft Excel.
ew oogle B Google Docs Functions: Share:
Sheet Add functions Click share to bring up
Google Sheets {b Auto save: to your the share will others
Click here to bringup ~ Spreadsheet. window.
Gooale Sheets home: the revision history. They will
: 9 > appear in the nhodel@brunmai sich eau ~
Click here to return to 4.14.15xisx - function
google sheets home. It will Edit View Inset Format Data Tools Add-ons Help Last edit was made 13 days ago by jmeig Comments
display all your google
sheets. e ~P s % o .00123- - #m - BZSsA. O.-H-Bd- F-4-|+- coHMY-3-
<+
» B c D E F
1 l Edit View Inset Format Data Tools Add-ons Help Last edit was made on April
2 First Middle Last Dept Username Share -lm -lB oz A W
3 ' Hew i E F
Open. Ctr+0
Hailey Hodel hhodel@bruinmail.slcc.edu R
ename.. Dept Username
Make a copy.
4
Add or delete rows: —————» | Move to folder
Select the row then right Joseph W Anderson Homeland Security Emerg Mgt janded 54 @bruinmail slec.edu i M Move totrash hhodel@bruinmailslcc.
click and select insert or 5 Adena Mitchell avancamp@bruinmail.slcc.edu Import
delete row. 8 paul N. Benner Div of Acctg, Finance & Econ phenner@bruinmail.slcc edy
7 Judy A Calder Dean, SAT&Aprent/Avia/Tech Spe icalder@bruinmail.slcc.edu | See revision history  Ctrl+Alt+Shift+G T & T e
8 Jennifer Teresa |Davis Prospective Students jdavi407@bruinmail.sicc.edu | Sreadsheet settings pnd Security Emerg Mgt :V“anecam l;:llj?::na;nss
7y 4 =b
S Shellie Jo Enscoe Multi Cultural Center senscoe@bruinmail.sicc.edy ‘ 4
10 Claudia Gutierrez Sanchez | Curriculum, Schd & Region Mgmt cgutier2@bruinmail.slcc.edu , lM as > | Microsoft Excel (.xlsx)
11 Karen Green kgreenl0@bruinmail. sicc.eduy I Publish to the web.. OpenDocument format (.ods)
12 Anne Marie Jensen Development Office ajens217@bruinmail.slcc.edu ¢ | Email collaborators PDF document ( pdf)
13 Maria Jose Lara Prospective Students plara@bruinmail.slec.edu { Email as attachment !
2 Learning Centers, Schd & Region I . Comma-separated values (.csv, current sheetll |
Jan Marie  [Meigs Mgmt meigs@bruinmail slec.edu 4 Print Ctrl+P Tab-separated values (.tsv, current sheet)
All Sheets: 15 Leslie A Moseley Cashiering Imoseley@ bruinmail.slcc.edu | Web page ( zip)
By cIicking here you can 16 |inda Gay Richards Disability Resource Center Iricha31@bruinmail.sicc.edu L — IM,m m— P
navigate to all the sheets 17 Alisha R Rios Multi Cultural Center ajones33@bruinmail.sicc.edu
in your workbook 18 Janice M Rogers Dean, Science/Mathematics/Eng iroger70@ bruinmail.slcc.edu
19 Leslie seiferle Culinary Arts Iseiferl@bruinmail slcc.edy
20 Bradford Derek [Shelton Div. of Health Professions bshelto6@bruinmail.slcc.edu Download as:
21 Cheryl Ann Williams Student Support Services cwill102 @bruinmail.slec.edy Click file and download as
2 Jesse A Wright Information Technology Jwrigha6@bruinmail slcc edu to download your sheet as

an Excel document, PDF,

more rows at bottom.

= | Registrants (8) -

Change the sheet name: ect.

Click the arrow to

duplicate, copy, rename,

change color, hide the

sheet and to move it to the

right or left. )

Add a sheet:
Click the arrow to add
another sheet to the \ +

workbook.




GO Og I e S I i deS Google Slides makes your ideas shine with a variety of I“

presentation themes, fonts, embedded video, animations, To C t From Google B o
. . . roiger
and more. All your changes are automatically saved as you 0 Lreate a Drive, click
=N Slides type. You can even use revision history to see old versions New GOOgle/v New and 5
of the same presentation, sorted by date and who made Slide select e
the change. Slides are compatible with Microsoft Presentation Google | B3 Folder upload
PowerPoint. Slides.
Title: Change the title of Gooale Docs
your document by Folder: = 9
double clicking here Click the folder to move
then clicking ok after this slide presentation to ) Google Sheets
you have entered the a different folder. Auto save:
text 1 Click here to bring up Gooale Slides
Gooale Slides h [ : \ the revision history °9 {b
oogle Slides home: ——T—
Click here to return to_—" Google Tools Presentation.pptx -~ I ittt
\g/\(;f?gle ilid'lelsdhorlne. " File Edit View Insert Slide Format Amange Tools Table Help Last edit was on April 14 . Comment
ere it will display al : o Present: P t from beginni Ctrl+Shift+F5
your g(;og|e slide Falle Q Kk [ad] Q -\ - HE Bekoround.. Layout- Theme.. Transition... Click the arrow to prasehf Present .rz: eglr‘:nlng t r+Shift+ro
presentations. 4 \ } from the beginning with resent with speaker notes
GO [e = Y speaker notes, or in a new Present in new window
o :
3 Slide background, layout, U
Add new Slide: = I ol )M theme, and transition:
Click the arrow next to the 2 . Title Slide Section Header Title and Content Change the backgrour_u_i,
add new slide to select a q layout, theme or transitions
new slide format. = — = = between slides
LY Cougle Google Google | ’
3 1 Two Content Comparison Title Only \
Animation:
Add an animation to an i s
object or text by clicking
View then animations. - 3 Al = a4
A Blank Content with Caption Picture with Caption

Duplicate, add or e Goode Go.ske I O o I s
remove slide: 1

g g ) Title and Vertical Text  Vertical Title and Text
Right click on any slide to
select to duplicate, add or

remove a side. = 1. Login- Username: slcci\(your
| oD username) Password: your
éﬁgkri]r?ttﬁ:add notes o Mypage password.

dialog box to add notes to

each slide in your
presentation.




Google Forms m o

From Google

| Folder
/ Drive, click
E Forms To Create a New and Fle pload
NeW Google select Folder upload
Google Form. |
Title: Form B Google Docs
Change the title of your
form by double clicking Menu: Goagle Sheets

here then clicking ok
after you have entered

the text.
Google Form home:
Click here to return to /-y= Test form [

google forms home. All File Edit View Tools Add-ons Help AIIchang%&dinDrive

Edit questions, change
themes, view responses
and view live from right More
from the menu!

Google Slides

2 | B Google Forms

hhodel@bruinmail. slec.edu ~

your google forms will be _ _ © v
IiSted. L alie | Edit questions Change theme ﬂﬂ View responses = View live form P
Responses:
« Form Settings .
Click responses\
Require Salt Lake Community College login to view this form to see a
Insert new question: / Automatically collect respondent's Salt Lake Community College username summary, view Responses (16)] Tools Add-ons F
You can determine the { BASIC Show progress bar at the bottom of form pages each response,
type OT question bY_ asc Text Only allow one response per person (requires login) ? delete all Lo a i
choosing text, multiple Shuffle question order ? responses ect. - L= AcCcCepting responses /

choice, checkboxes,
choose from a list ect.

{1 Paragraph text

{ J

® Muiltiple choice Y

Page 1 of 1 Summary of responses

v/ Checkboxes

Form Setting:
~ Choose from a list | | Test form\

This determines the login
for someone taking the

B View responses

S This is an example form survey ect. [z» Change response destination...
Google Forms. Choose wu Scale A
fi B Grid i 7+ Unlink form
rom many themes or use Will you use Google Tools?
your own photos, logos, ) Date . i
o refi
and color palettes to © Time _ o et pre-fille
LAYOUT On a scale from 1-6 how happy were you with the Google Tools training?
create your own e 1 Strongly unhappy 2 unhappy 3 Slightly unhappy 4 Slightly happy 5 happy 6 Very happy
. TZ Section header
unique form. Shuffle 123 45 ¢ Delete all responses
. 4 Page break
questions so they appear Strongly unhappy Very happy
: I
in random order. [a] Image
B Video

Responses to your surveys

Which tool will you use the most?

are neatly and () Drive
automatically collected zrszs
in Google Sheets, and © Sheets
real-time response info [ Forms
and charts are available 1) Drawings

right inside Forms.

How likely are you to attend another IT traiping? *
1 Very unlikely 2 Unlikely 3 Slightly unlikely 4] Slightly likely 5 Likely 6 Very likely

12 3 45 6

Very unlikely Very likely



https://docs.google.com/spreadsheets/?usp=mkt_formssheets

Google Hangouts To start a hangout go to bruinmail.slcc.edu. Login using

your MyPage username and password. Click to start a new
chat and click the video call icon. Your hangout will begin.

& Hangouts
Mute

Mute microphone: ~ microphone:

mute your mute your

microphone during (Tlc_rophr:)ne Share: click share to send

: ; the hangout if you uring the i : an invite to join the hangout.

Chat: Click here to bring up don't Wagnt the%)ther hangout if you faertrglerlgsiésdueégch An invite Wi{h alink Will%e
a chat window to the left members to hear. don'twant the microphone ' sent to the email address
side of the screen. You can other members jsges. and you provide.
chat whlle_you re in your Invite people: invite others to,hear you. s eakér issues End Call: End the current
hangout with the members to the hangout here. P ' hangout

of the hangout.

@l k‘\‘ | °

Screen share:
Allows you to show
your screen with the
members of your
hangout.

[s2]unnamed Hangout

Hangout invite:

Anyone with the link. Change > ot
determine if anyone
G2 Anyone with the link with t_he link or
! specifically only SLC(

Google Hangouts: &4 Salt Lake Community College and people invited people can be invited

s DS ——— 1 N

Share your screen,
live video chat, or https://hangouts.google.com/call/eqjjtltuijsrwgagnielsq @
open a chat window
right in the
Hangout. Turn any Send invite as hhodel@bruinmail.slcc.edu
Hangout into a live
video call with up to
10 people or simply
search for a contact
to start a voice call
from your computer.
Hangouts works on
computers, Android
and Apple devices,

so you can connect You are the first one here. Invite people

with everyone. Share the permanent link. Bookmark and come back anytime.

https://hangouts.google.com/call/eqgjjtltuijsrwgagnielsggméaa
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