Grow with Google

Communicate with
Calendar and Gmaill

1.
e 1

$
a

MARRM
BAE O
Fala Wi
il m
ESUME
TIPS (

S[ERIE

o\
e
il

| &l
h\)

FAEE
shops
n=

2 o SHICE
g ¢ =
o ¢ P a=:
2 = S
W /ﬁw |

= -
o & -
5 ¢ -

nnnnnnnnnnn

uuuuuuuuuuu




AGENDA

O CREATE AND SHARE A NEW CALENDAR

O ADD AN EVENT TO THE CALENDAR

O RECEIVE AND ACCEPT INVITATIONS IN GMAIL

O

> CREATE AN EMAIL SIGNATURE

O RESOURCES

Grow with Google



Create and share a
new calendar
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SIGN INTO YOUR GOOGLE ACCOUNT

Sign into your s o o o 5 [
Google Account.

Don’t have a Google
account? Sign up for free. il el

Quick Tip:
Create a new Google account
accounts.google.com/signup

e ——————————————————————————————————————————————————
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GOOGLE APPLICATIONS

Google Applications

Sheets a 6 M

o ‘ Chrome
‘ Photos

Slides  Google Drive

Grow with Google



STEP 2: ACCESS GOOGLE CALENDAR /@@'E

—  ® G 9

Select Google Apps menu

Account Search Maps
Select Google Calendar
Drive YouTube Play
| & M
Calendar News Gmail

¢ B

Meet Photos Docs

Grow with Google



STEP 3: CREATE A NEW CALENDAR

/ My calendars A

Asha Mormont

Select My calendars

Birthdays

Select Add other calendars

Reminders

Other calendars + A

Holidays i Add other calendars

Grow with Google



STEP 3: CREATE A NEW CALENDAR

Select Create new calendar

My calendars

Asha Mormont
Birthda
Reminders

Tasks

Other calendars

Holidays in Unitec

19

Subscribe to calendar

Create new calendar

Browse calendars of interest

From URL

Import

Grow with Google



STEP 3: CREATE A NEW CALENDAR

& Settings

Type a calendar Name

Optional: Description and
Time zone

Add calendar

Subscribe to calendar

Create new calendar ~—

Browse calendars of interest

Click Create calendar

From URL

Grow with Google

Settings for my calendars

® Asha Mormont

Create new calendar

Name
Volunteer Calendar

Description
This is a calendar | will share with the volunteers who

will help with weekly meetings, monthly trainings, and

special community events |

Time zone
(GMT-07:00) Mountain Time - Denver

Owner
Asha Mormont

Create calendar




Add an event
to the calendar
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STEP 4: ADD YOUR FIRST EVENT

Change calendar view;
click Month

Grow with Google

QA @ &3  Week ~ 3t

FRI Day

Week

Month




STEP 4: ADD YOUR FIRST EVENT

Find a date

Enter Title of event
Add start and end time
Add a description

Save and share

Grow with Google
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STEP 4: ADD YOUR FIRST EVENT

Select your group calendar

Grow with Google
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Volunteer Meeting

Event Reminder Task

Jan 10,2020 11:30am - 12:30pm Jan 10,2020

zane.dutchman.learns@gmail.com, willow.jaffey.learns @

Town Hall

Add conferencing

B Z U = = oo Y

Volunteer meeting. Brings your food items for the dinner
we are preparing for the shelter.

@® AshaMormont

@ Volunteer Calendar

More options




STEP 5: SHARE THE CALENDAR

Click three dot icon

Click Settings and sharing

Change Access permissions
and Share with specific people

Grow with Google

My calendars A

Asha Mormont
Birthdays

Reminders

Tas

Volunteer Calen...

Options for Volunteer Calendar
Other calend

My calendars

Asha Mormont
Birthdays

o

Display this only
Hide from list

Settings and sharing

My Special Even... X

Reminders
Tasks

Other calendars

007000
090000
000000
+ 000000




STEP 5: SHARE THE CALENDAR

To Share with specific people

click +Add people and
groups to add more

Select permission settings

Grow with Google

Share with specific people

asha.mormont.learn@gmail.com

Enter email addresses; —~——
+ Add people

Learn more about sharing your calendar with someone

Make changes and manage sharing ~




STEP 5: SHARE THE CALENDAR

Permission settings control >
what people can see on Share with specific people
your calendar.

See only free/busy (hide details)
See all event details

Make changes to events

’ Make changes and manage sharing

Grow with Google



STEP 6: ADD ADDITIONAL EVENTS

Select another Date

Event

Another Meeting

Find a time

Add another event Title

Invite Guests

| 2. Add guests

Add Google Meet video conferencing

(¥ ]
@ Add location

/ I @ Saturday, January 18  11:30am - 12:30pm I

Does not repeat ~

Add description or attachments

EX

Another Meeting

!

Jan 18, 2020 11:30am to 12:(i

Asha Mormont @

More options

[ Allday Does not repeat ~

Optional: Add Google
Meet video conferencing

Add Google Meet video conferencing

Notification ¥ 30 minutes ¥ X

Add notification

Guests

Add guests

Guest permissions
[ Modify event
Invite others

See guest list

Grow with Google




Recelve and accept
invitations in Gmaill
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STEP 7: ACCEPT OR DECLINE INVITATIONS IN GMAIL

Open a new tab in Chrome
Open Gmail

Open invitation email

= M Gmail Q  Search mail v ®
o- ¢ 1-Tof 1 < > m- 8
I- Compose
3 Primary a%  Social @ Promotions
J Inbox 1
Y Starred asha learn ing for Group @ Sat Jan 11, 2020 11:45am - 1:45pm (M.. [5] 6:49 AM
© Snoozed
> Sent . . )
5 | Invitation: Meeting for Group @ Sat Jan 11, 2020 11:45am - 1:45pm 5 2
(MST) (turner.bailey.learns@gmail.com) inbex x
More
®  Turner ~ 4 asha.mormont.learn@gmail.com @ 6:49 AM (1 minute ago) f{ LN
S tome v
[ Jan | Meeting for Group Agenda
Sat Jan 11,2020 —

o | 1 1 View on Google Calendar
sat pr When  Sat Jan 11,2020 6:45pm — 8:45pm (UTC)

Who asha.mormont.learn@gmail.com*

Click Yes to accept
event invitation

Grow with Google

»Yes Maybe No

You have been invited to the following event.
Meeting for Group
When Sat Jan 11, 2020 11:45am — 1:45pm Mountain Time - Denver

Calendar turner.bailey.learns@gmail.com

Who « asha.mormont.learn@gmail.com - organizer

« turner.bailey.learns@gmail.com

Going (turner.bailey.learns@gmail.com)? Yes - Maybe - No more options »

No earlier events
6:45pm  Meeting for Group

No later events

more details »

21



STEP 8: OPEN GMAIL

Open a new tab in browser

Click Google Apps menu

Click Gmail Drive YouTube Play
T8 M
Calendar News Gmail

0 ¢ B

Meet Photos Docs

Grow with Google
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STEP 9: NEW GMAIL MESSAGE

Compose new email

— M Gmail Q  Search mail v ®
Add recipient emails
= & =
+ Corwose O =
Use CC or BCC _ [ Primary &% Social @ Promotions
[J Inbox
Add Subject L
© Snoozed
Type message > Sent  Your Primary tab is empty.
B NN

Grow with Google 23



STEP 9: NEW GMAIL MESSAGE

Compose new email
Add recipient emails
Use CC or BCC
Add Subject

Type message

New Message
Recipients

Subject

lkjadlkj

Default to full-screen

Label

Plain text mode

Print

Check spelling

7==Sans Senf j T

Check spelling

Grow with Google

. | Smart Compose feedback

A@c—:@i)ﬂs

™
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Create an
email signature

Grow with Google



EXTENSION: GMAIL SIGNATURE

Grow with Google

Open Settings

- @ i

4

1-10f 1

Promotiol

< > E" *

Display density
Configure iphox

Settings

Themes

Get add-ons

26



EXTENSION: GMAIL SIGNATURE

e Scroll down to Signature
e Type contact information
e Customize signature

e Click Save changes at

bottom of page

Grow with Google

= M Gmail Q  Search mail - ®
O= €& 1-10f1 < > mEmm- 0
+ Compose
[ Primary 2% Social @ Promotions
[ Inbox
% Starred Google Community Te. Finish setting up your new Google Account Nov 24
@ Ssnoozed
> Sent
B prafts
v More
‘®  Asha ~
0 GB (0%) of 15 GB used Terms - Privacy - Program Policies Last account activity: 2 days ago
Manage L3 Details
No recent chats
Start a new one
o O <
27
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Recap & resources
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RECAP: GOOGLE CALENDAR

d Created a new calendar
A Shared the calendar

d Added a new event

Calendar

Grow with Google



RECAP: GOOGLE GMAIL

Grow with Google

Received and accepted
invitations

Created an email signature
Composed a new email

Replied to other emails

Gmail

30



EXPLORE OTHER APPS

Click Forms to create surveys.

Click Meet to connect with
people using video.

Grow with Google

Click Slides to make presentations.

Click Sites to create your own
websites or work portfolio.

31



KEEP LEARNING ON YOUTUBE

@ Google Career Certificates - Y

Check out the Google Career Ce
Certificates YouTube Channel

(A Home

¢3  shorts
for expert tips to grow your skills ) Sk
Or Ca ree r. O History

[¥]  Yourvideos

@®©  Watch later

5 Liked videos

@ Music
° Sports
® caming

© MoviesaTv

Explore

&  Trending
Shopping
d Music

9 Movies&TV

(@) Live

Quick Tip:

Subscribe on YouTube —

3 YouTube

+

@ youtube.com/googlecareercertificates T and %

Search a ¢

Google Career Certificates e

tificates 177K 442 videos
This channel features lessons from the Google Career Certificates, design... >

HOME VIDEOS SHORTS LIVE

PLAYLISTS COMMUNITY CHANNELS ABOUT C

0

Cybersecurity for Beginners | Google Cybersecurity Certificate
Cybersecurity for Beginners | Google

2,012 views - 6 hours ago

4

& - This is the first course in the Google Cybersecurity Certificate.
‘These courses will equip you with the skils you need to prepare
for an entry-level cybersecurity job. In this course, you will be
introduced to the world of cybersecurity through an interactive

Ad)
L e curriculum developed by Google. You will identify significant
events that led to the development of the cybersecurity field,
explain the importance of cybersecurity in today's business ...
READ MORE

Best of Google Career Certificates P Playall

Google Career Certificates can help you prepare for a new career in high-growth fields like IT, data
analytics, UX design, and project management in under 6 months, no experience required. You'll g..

YouTube.com/GoogleCareerCertificates

32
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https://www.youtube.com/GoogleCareerCertificates

GOOGLE CAREER CERTIFICATES

Grow with Google

Data Analytics
Advanced Data Analytics
Business Intelligence

Digital Marketing & E-Commerce

IT Support
IT Automation with Python

Get qualified for in-demand jobs in high growth fields

e UX Design

e Project Management

— e Cybersecurity

Get started at grow.google/certificates

33


https://grow.google/certificates/
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FREE ONLINE TRAINING AND TOOLS AT GOOGLE.COM/GROW

For teachers and students
Bring digital tools into
your classroom.

For local businesses
Help new customers find you
online.

For job seekers
Boost your resume with a
new certification.

For developers
Learn to code or take your
skills to the next level.

GTQW Wlth Goog‘e Grow Your Career Grow Your Business Career Certificates Live Training Partner v About v
ghronger
G ith Googl
Training, tools, and resources to help you
grow your skills, career, or business.
Prepare for your next interview
interview warmug

Wit ace you loseing for in your nest job?

Grow with Google

with Interview Warmup é‘:‘g
()
Interview Warmup is a tool that lets anyone practice {\6’{5 —E

answering questions to get more confident and T S
comfortable with interviewing. Your answers get —

. Jhn
transcribed in real time so you can review what you E] ....... gAaa|.....
said and discover ways to improve your responses (LI f}

5 EE

B} subscribe

Establish a Do
Email for Your

In this special workshe
Business Week, we'll d
a domain, helpful web
the most out of your d
tools like email (o2

more. Plus, attendees
Google Domains

_)



https://grow.google/
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Thank You

Share your feedback
g.co/grow/feedback
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https://g.co/grow/feedback
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