Grow with Google

Presenter/Facilitator Guide
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Grow with Google

Workshop Delivery
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TABLE OF CONTENTS - Module Descriptions

Sign in: Sign into Google, Create a free Google account

Create a Google Doc: Create a blank document, give it a title

Explore Formatting: Type and select a sentence, then use the toolbar to adjust
formatting.

Share a Doc: Share your document with a partner, give them Editor access.
Open a Shared Doc: Partner pair opens a shared document.

Edit Together: Partner pair chooses one shared document to open together,
then take turns typing.

Use Chat to Communicate: Partners use Chat function.

Add Comments: Learn how to create, edit, and respond to comments. Partners
each leave and respond to a comment.

Use Suggestion Mode: Type into the document using Suggestion Mode.
Explore version history: Open and browse through the document’s version
history.

Grow with Google



Grow with Google

Learn the Basics of Google Docs

google.com/grow

#GrowWithGoogle
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What is Google Docs?
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CREATE A FREE GOOGLE ACCOUNT

Google
Signin

Use your Google Account

’, Email or phone

Forgot email?

Not your computer? Use Guest mode to sign in privately.
Learn more

Create account

English (United States) ~ Help Privacy Terms

Grow with Google



SIGN INTO YOUR GOOGLE ACCOUNT

Slgn into your el e omat moses 1 [N
Google Account.

Don’t have a Google
account? Sign up for free. daen g

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

e ———————————————————————————————————————————————

10 Grow with Google



SIGN IN TO YOUR GOOGLE ACCOUNT

Sign in to your Google
Google Account. Hi Aisha

o aisha.smith.learns@gmail.com v
Enter your p
[ ........ | ()

Forgot password?

English (United States) v Help Privacy Terms

Grow with Google



Create a Google Doc




CREATE A GOOGLE DOC

About  Store

Open Google Apps menu.
Scroll down to find Docs.

Click Docs.

Google

Google Search

I'm Feeling Lucky

Gmail Images e

& D &

Drive Calendar Translate
Photos Duo Shopping

~( B
Finance Docs Sheets

Slides Books Blogger

Grow with Google



CHOOSE A BLANK DOC

Select a blank Doc.

= g Docs

Q search i

Start a new documel Template gallery g

i
ety

Resume Letter Project proposal Brochure Report
Coral Spearmint Tropic Geometric Lure
Recent documents Owned by anyone v B Az O
No text documents yet

Click + to create a new document.

Grow with Google



TITLE YOUR DOC

Click on
“Untitled Document”

Type new title

File Edt View Insert Format Tools Addons

&

Headings you add to the document will
appear here.

oA

Grow with Google
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Try it: Create and title a Doc

o = 0

1. Open the Google Apps
Menu ISE—

2. Click Google Docs icon

3. Select ablank Doc

4. Type in your new title

[+] >

- MM>MVWMhDD ]l i~ a

Grow with Google
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GOOGLE DOCS TOOLBAR

Sample SharingDoc ¥ = & D B (- @ Share 0
File Edit View Insert Format Tools Extensions Help
o ¢ & A § 100% -~ Normaltext ~ Arial v - @ + B I UA 2 o H =~ 1= : 7~ A
PP AFTUTTT: PETTTTTL P TEYL ITPN T PETT T PR YL Tew e

] € -
] Summary + @
i [Tvpe @ to insert ~
] X .
il Outline
i Headings you add to the document will 9
-4 appear here.
-
] +
]

18 Grow with Google



TYPE ASENTENCE

Sample SharingDoc ¥ B & a o

File Edit View Insert Format Tools Add-ons Help Last edit was seconds ago

~ ~ @ A T 100% v Normaltext ~ Arial v|=| " |+ B I U A 4

TR I 1 2 I 3 4 5 I 6 L

Grow with Google




SELECT YOUR SENTENCE

Sample Sharing Document ¥ B &

E 8 Share o
File Edit View Insert Format Tools Add-ons Help Last edit was 2 minutes ago
i~ o~ A P 100% v Normaltext ~  Arial ~ - 1N + B I UA» oL~ =~ 1= 2| A B
S N N A S E N S O S R R G 3
| am learning to use Google Docs! 1

Grow with Google



GOOGLE DOCS TOOLBAR

N

(‘3 C’)@ A, S 100% -~ Normaltext ~ | A

S
=

21

Undo

Redo

* More fonts

AMATICSC

Arial

= X 2 Editng  ~ | A

11

EB Garamond
Georgia

Impact

Tobater

Lora
Merriweather
Montserrat

Nunito

v v v v

Left Center

Right Justify

Grow with Google
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Try it: Experiment with formatting

1. Type a sentence

2. Select the sentence

3. Use the toolbar to
change the
formatting

a Sample Sharing Document ¥ B &
File Edit View Insert Format Tools Add-ons Help Lastedit was 11 minutes ago
I

o~ @ A B 100% - Normaltext ~  Arial ~ - 11 + B gip‘ o @ Q-

(XN NN SRR RN SRR N ECRCECA | YN S B R R e

n
ol
i

| am learning to use Google Docs!

B R R R RRRRRRRRRRRRRRRRRRRDEERRRRR==S
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Share a Doc
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SHARE YOUR DOC

Sample SharingDoc % B & D B & share
File Edit View Insert Format Tools Extensions Help

Click Share button. 6 e @A § 100% v | Normaltext ~ Aial - - [(1)+ B I U A 2 o =) :

SRR JUUNTE SO S T, ., & Share

&

4 Summary + |
: £v | s ED)

[Type @ to insert

Outline

Headings you add to the document will
appear here.

Grow with Google



SHARE DOC

Type in your
partner’s email
address

Select Editor
access

e Share with people and groups

Editor ~

Notify people

Message

B Sample Sharing Doc

to Google

Viewer
Commenter

v/ Editor

Grow with Google



Try it: Share your Doc

1. Click Share button

e Share with people and groups

2. Typeinthe emall
address

3. Choose Editor
access

Grow with Google



Open a shared Doc




OPEN SHARED DOC

= M Gmail Q  Search mail -

Open email inviting you to 4 corpen ¢« oo s c¢ b < m

shared Doc. sample Sharing Doc - Invitation to edit o s | D
3  Inbox
% Starred Aisha Smith (via Google Docs) <aisha.smith.learns@gmail.com> 2:51PM (9 minutes ago) ¥ & ¢ /)
© Ssnoozed tome ~
> Sent (=)
B Drafts aisha.smith.learns@gmail.com has invited you to edit the following document:
v More .
E Sample Sharing Doc
+
Meet
B New meeting
B Join a meeting
Google Docs: Create and edit documents online.
Hangouts I hitheatre Parkway, M View, CA 94043, USA G I
Google LLC, 1600 Amphitheatre Parkway, Mountain View, L ™
‘Arsen v + You have received this email because aisha.smith. il.com shared a with you from oog e
Google Docs.
No recent chats
Start a new one
>

298 —

Grow with Google
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Try it: Open a shared Doc

= M Gmail Q Search mail -

mai ¢« BOTF & 0 G b B et < > m- ,
1. Open G aII + Compose * | B
O b Sample Sharing Doc - Invitation to edit nboxx & 2 o]
Inbox
o Starred Aisha Smith (via Google Docs) <aisha.smith.learns@gmail.com> 2:51PM (9 minutes ago)  Y¥ 4 H o
© snoozed tome ~
. > Sent l-)
2 . O p e n t h e e I I la I I frol I I . Drafts aisha.smith.learns@gmail.com has invited you to edit the following document:

v More E Sample Sharing Doc
your partner +
B New meeting

B3 Join a meeting

Google Docs: Create and edit documents online.
Hangouts

. °
3 ‘ I I ( : k O e n I n Google LLC, 1600 Amphitheatre Parkway, Mountain View, CA 94043, USA G 00 I e
° ‘Afse" ¥ + You have received this email because aisha.smith leams@gmail com shared a document with you from d

ri Google Docs.
No recent chats
Start a new one
. >
2.9 8 = e

Grow with Google



Edit together
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WORKTOGETHERIN ADOC

Join your partner
in the shared Doc

Type onto the Doc at the
same time

E Sample SharingDoc  #r & &
File Edit View Insert Format Tools Add-ons Help Lasteditwas 3 hours ago

o~ ® A P 100% v | Nomaltet - | Arial

SRS

" Headings you add to the document will
appear here.

i

Grow with Google



KEEP TRACK OF YOUR COLLABORATORS

: = sh
Click on your collaborators  istedit was seconds ago g o

-1 + B I UA SN xo@Ey E- 12 EvEYEE X 7~ A~

k

3ad

eese (cheddar, shredded)
ndwich meat

- — o  P—..j@w—Ho ..oiip  hpBoh}!) h /60

32 Grow with Google
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Try it: Edit together

E Sample SharingDoc ¥ & & ‘~= a o
File Edit View Insert Format Tools Add-ons Help Lasteditwass3 hours ago

W o~ @ A P 100% v Nomaltext v  Arial vi=l1Mm + BIUA S @R EEE=EE|IEEvE-E

EEEZE 2 Editing - A B

Type in the Doc with your B )

Headings you add to the document will

partner ”

o il
iii
Il
R
A

<

Grow with Google



Use Chat to communicate




USE CHAT TO COMMUNICATE

Sample Sharing Doc  ¥¢ & ‘f @ o
File Edit View Insert Format Tools Add-ons Help Lastedit was 1 minute ago
CIiCk Chat button ~ o~ @ A T 100% v Normaltext ~ Arial v -1 + BIUASS o B+ =+ 1= &
. - - ;| (2) Aisha Smith, Arsen Naser X

T . IR RN IR RS EEEE Y TR R RN RN >

Aisha Smith: Let's chat here if we have
any questions come up.

Type back and forth .
to communicate. i Chosed]

ol

Grow with Google



Try it: Chat

Sample SharingDoc % E & @ .
- - Share
File Edit View Insert Format Tools Add-ons Help Lastedit was 1 minute ago
. ~ o~ ® A P 100% ~  Normaltext ~  Arial ~ = 11 + B I U A #» o Hy =~ 1= =, = ... 2~
1. Click chat button

“ NG I S SR s s e (2) Aisha Smith, Arsen Naser X
. Aisha Smith: Let's chat here if we have
E any questions come up.
Witk

Bread

2. Chat with your partner | Grad

o

Grow with Google



Add comments




ADD A COMMENT

Sample Sharing D w B o = 2 Share

FiIi ’E)di VZW glnse(::: Format Tools Add-ons Help Lastedit was seconds ago ‘ - E °
Select the text Or ObjeCt ~ ~ = A P 100% ~  Normaltext ~  Arial -~ - 1 + B I U A »” c—:>v =- 1= S E e 2 A
you want to comment on. :

Click “Add comment”

Cheese|

button 5 N

Aisha Smith

Type in your comment. :
N | already bought milk.

—

Grow with Google
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EDIT ACOMMENT

Open the comment menu.

Select Edit
Type in your edits.

Click Save.

Last edit was made 3 minutes ago by Aisha Smith

1

+

B I UA »

CANEIEE S

N ... K-

= /2 A

i
I
i
4
iii
|
liil

Aisha Smith P -
4:48 PM Today ) °

| already bought milk. Do we nI

Reply or add others with @

Grow with Google



RESPOND TO A COMMENT

ar = Sh
Click on the comment. Last edit was made 3 minutes ago by Aisha Smith = 0
- 1M1 + B I UA S oGPy EEEE 2 EvEYEE 2~ A
- EESEE
Type in your response.
(%]
Click Reply. [/
Aisha Smith
° 4::138 :M:‘T:':day il
| already bought milk. Do we need +
more?
I drank i|
) Cancel
V

-_— o T jjb6iiijhihi hi;,.,hprr i ra I o DU

Grow with Google



TAG SOMEONE IN A COMMENT OR REPLY

| = |
Type in an @, then their o
Gmail address.
Aisha Smith 8
4:48 PM Dec 10 ‘ +
Click Save | already bought milk. Do we need
more?
Arsen Naser
5:25 PM Dec 10
| drank it, sorry!
Aisha Smith :
5:44 PM Dec 10
@arsen.naser.learnz@gmail.com |
should have guessed, lol! 5

Grow with Google
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OPEN COMMENT HISTORY

Click Open comment
history.

Scroll to see full
comment history.

le 19 minutes ago by Arsen Naser

b I U A & o@Dy =

N

@e= o

0 Aisha Smith
SELECTED TEXT:

A Notifications Comment

4:48 PM Today ~

| mi g

| alreadyehanght milk. Do we need more?
Reply - Resolve Q

Arsen Naser
| drank it, sorry!
5:25 PM Today

Aisha Smith
@arsen.naser.learnz@gmail.com |
should have guessed, lol!

5:44 PM Today * Edit * Delete

TAraney o enrran

Grow with Google
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Try it: Comment

Doc +# @ o
- = Share
nsert Format Tools Add-ons Help Last edit was seconds ago

‘]. Se|eCt teXt to Comment 0% + Normaltext ~ | Aal + - M + BIUASS oo@E- = I E-E~-- 2 A
on - ' .
. Aisha Smith e
2. Click comment button ik @ Losime
Bread
Cheese] I already bought milk. Do we nk. +

3. Typein comment

4. Optional: Respond to
comment

Save Cancel

Reply or add others with @

B R R R RRRRRRRRRRRRRRRRRRRDEERRRRR==S

Grow with Google



Use Suggestion Mode




SUGGESTION MODE

45

aring Document ¢ >
iew Insert Format Tools Add-ons Help Lastedit was made seconds ago by Arsen Naser

100% ~  Normaltext ~  Arial v -1 + BIUAS» ooc@EQ- =- 1= -~
v Tl 203 RN RN RN 16t g

Milk

Bread

Cheese (cheddar, shredded)

O meal
Cookie dough

Applesf

Arsen Naser
. 6:15 PM Today v X

Add: “Cookie dough Apples”

Reply or add others with @

e

Grow with Google



MAKE EDITS USING SUGGESTION MODE

File Edit View Insert Format Tools Add-ons Help Lastedit was made seconds ago by Arsen Naser

a Sample Sharing Document ¢ (<) . .

Click the “Editing mode” e+ T TS T T T T T T —
button to open the menu. i

/ Editing
Edit d irectl

a
(]
- Milk Su i

° “ . 7 ggesting
CIICk Suggestlng mOde. - Bread < Edits become suggestions >
Cheese (cheddar, shredded) *

- Sandwich meat © Viewl
g N Read or print final document

Add your suggested edits.

- — o  P—..j@w—Ho ..oiip  hpBoh}!) h /60

Grow with Google
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MAKE EDITS USING SUGGESTION MODE

Document ¥ = &

'B
De
w
=
=
[

CI. k th h k sert Format Tools Add-ons Help Lastedit was made 4 minutes ago by Arsen Naser
|C eC eC % ~  Normaltext ~  Arial v - 1 + BIQA»’ o @BEEHYy =Ev I EvEyEE X 2~ A
toaccept ol 12 8 4158 N I

.

o]
L] . Q
Click the X to reject. "
i
Bread
Cheese (cheddar, shredded) +
Sandwich meat

Cookie dough Arsen Naser
Apples] 6:26 PM Today

Add: “Cookie dough Apples”

Reply or add others with @

Grow with Google



Try it: Make a Suggestion

L in - (8 0
nat Tools Add-ons Help Last edit was made seconds ago by Arsen Naser
CI' k “Ed. 4 M d 12 srmaltext ~  Arial ~ - 11 + B I UA # o [[HKd- =~ = -+ = A B
1. IC Iting Mode e
/ Editing a

Edit document directly
<ggesting '>
Milk g .
6 . Bialy L Edits become suggestions )
2 . S e I eCt S U g g eSt I n g Cr::ese (cheddar, shredded)

Sandwich meat ® Viewing +

M Od e” EJ x Read or print final document

\)

3. Typein suggestion

B R R R RRRRRRRRRRRRRRRRRRRDEERRRRR==S

Grow with Google



Explore version history




OPEN VERSION HISTORY

mple Sharing Document  v¢ [
dit View Insert Format Tools Add-ons Help Lastedit was made seconds ago by Arsen Naser

Open File menu. o Share altext ~  Arial - - mm + B I U A » o [FE

P [ O IR RO . 3. i [ N I RO I I 7

[ I3
B
[ T3
w
2
2
o

«
n
il
«
1
‘«
liil
Il
i1
N
‘«
>

u New >

Open 80

] a
Select Version history. : o

) Milk
Email > Bread
- Cheese (cheddar, shredded)
! Download > !
. Sandwich meat +

Select See :

offline

version history. ;

history >

~ Name current version

Rename
B Fove See version history 38+Option+Shift+H

" 4% Add shortcut to
A Drive

Move to trash

Publish to the web

Document details

Grow with Google



VIEW VERSION HISTORY

Sample Sharing Document ¢ e}

File Edit View Insert Format Tools Add-ons Help Lastedit was made seconds ago by Arsen Naser Version history

CIiCk On a date tO W o~ & A T 100% v  Normaltext ~  Arial - - mm + B I U A » o [&

1 i 0. XN [ O IR RO . 3 i T4 5

open that version. ; Only show named versions '»
THURSDAY

Click More actions ; () v 10 _a

to name a version or j curet e ;nknthpy

mak i
aKe a Copy » November 19, 6:53 PM

® Aisha Smith
® Arsen Naser

» November 19, 5:45 PM
@ Aisha Smith

November 19, 5:42 PM
® Aisha Smith

e

Grow with Google



Try it: Open version history

le Sharing Document ¥ & &

View Insert Format Tools Add-ons Help Last edit was made seconds ago by Arsen Naser

M = 7 Share et~ | Adal - - 1+ BIUASS® Q- = 1=
I 2 3 A 5 6 ¢
1. Open the File menu :
New >
Open %0 Version history
Make a copy !
rad Only show named versions »
Email > eese (cheddar, shredded)
O V . h . ndwich meat THURSDAY +
2. pen Version history : Bgwilgel &
Make available » November 19, 7:31 PM :
N offline Current version
— ® Aisha Smith
‘ersion
E history > i
Name current version b November 19, 6:53 PM
. Rename See version history ) $8+0ption+Shift+H : ﬁ':’;: i’;‘;‘:r
3. Select See version w

» November 19, 5:45 PM

h i Sto ry - €5 Add shortcut o @ Aisha Smith

Drive
B Move to trash November 19, 5:42 PM
B ® Aisha Smith
Publish to the web
A >

Document details

B R R R RRRRRRRRRRRRRRRRRRRDEERRRRR==S

Grow with Google
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KEEP LEARNING ON YOUTUBE

© Google Career Certificates - Y +
Ch k h G | C <« C @ youtube.com/googlecareercertificates T anmn %
eck out the oogle Lareer - — =¥
. o
Certificates YouTube Channel o
: S
for expert tips to grow your ”
. ) Library
skills or career. ® oo
g ::;:T: 0 Google Car??r'C?giﬁcates o
i Liked videos c This channel features lessons from the Google Career Certificates, design... >
Subscrimi°n5 HOME VIDEOS SHORTS LIVE PLAYLISTS COMMUNITY CHANNELS ABOUT Q
Q

@ Musc
° Sports
® caming

© MoviesaTv

Explore

&  Trending
Shopping
d Music

9 Movies&TV

Quick Tip:
Subscribe on YouTube -—

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 skills 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
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

ALY

Hello-and welcome o the

Certific

Best of Google Career Certificates P Play all

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

55
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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 UXDesign

e Project Management

— e Cybersecurity

Get started at grow.google/certificates

56


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

For teachers and students

. L. . Grow with Google Grow Your Career  Grow Your Business  Career Certificates  LiveTraining  Partner v About v
Bring digital tools into
your classroom. dhronger
For local businesses GrOWAW|th Google
Help new customers find s v g
you online.

o Prepare for your next interview

FO r j (o] b see ke rs interview warmuc with Interview Warmup 2911‘,?

Boost your resume with a
new certification.

Wit ace you loseing for in your newt job?

=

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

Grow with Google

Interview Warmup is a tool that lets anyone practice i\a’{s
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 ENE

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/

Grow with Google

Thank You

Share your feedback

g.co/grow/feedback
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