Grow with Google

Digital Skills for Everyday Tasks

google.com/grow
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TELL GOOGLE YOUR SUCCESS STORIES!

O Google is collecting stories from our events about real people like you!
We're creating new advertising and partnerships

? Email me after today’s presentation
erin@erinbemis.com

O Give Simple, 1 sentence answers to these questions:
1. Who you are and what you do?
2. What you learned today that was most valuable and how it will help?
3. Have you achieved success using any of Google’s tools or products?

Grow with Google
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WORKING REMOTELY

e Keep your routine.

Create a dedicated work “spot”
and customize it.

Schedule lunch and breaks.

Give your co-workers grace.
If you're not “at work,” don’t work.

Make sure you have the tools you need.
Create a daily to-do list, the day before.

Grow with Google



EVERYDAY TASKS FOR REMOTE WORK

e Keep track of your to-do lists.

e Collaborate with your team in
virtual documents.

e Share your progress often.

Grow with Google



AGENDA

O CREATE ATO-DO LIST WITH GOOGLE SHEETS

O CREATE A MEETING AGENDA WITH GOOGLE DOCS

)

> BUILD A STATUS UPDATE PRESENTATION WITH GOOGLE SLIDES

O RESOURCES

Grow with Google



STEP 1: SIGN IN TO YOUR GOOGLE ACCOUNT

Gmail Images I:%

Signin to your
Google Account.

Google

Don’t have a Google

Google Search I'm Feeling Lucky

account? Sign up for free.

Google offered in: Gaeilge

b

Grow with Google




GOOGLE APPLICATIONS

Google Applications

a// \\\

Sheets
Gmail

Docs
Chrome

Slides Photos

Grow with Google



STEP 2: ACCESS GOOGLE DRIVE

Click Google Apps. it e O @

Click Google Drive to
access a file.

Google Search I'm Feeling Lucky

Google offered in: Gaeilge

Quick Tip: &
You can also click one of the
Google Apps to start a new file.

sheets.google.com et

9 Grow with Google



Create a To-Do List
With Google Sheets
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STEP 3: ACCESS GOOGLE SHEETS

. L Drive Q  Search Drive - o B #H 0 o
Click New. T 2 0

Quick Access.

Click Google Sheets. £ g b

Click From a template.

D 0 =m0k
k3

Click To-do list. ;3"11..;:“;?

Grow with Google



STEP 4: POPULATE YOUR SHEET

Add tasks.

1/3 completed

Add dates. z

: H9  Typesnythinginto-columnA-to-complete aritem

- 0 8/9 Change the styling of completed items under ‘Format’ >

= ‘Conditional Formatting’ (on the web)

. 0 9/9 Sort items using the drop-down arrows next to the heading
name (on the web)

7 | O

+ | O

| 0O

10 O

12 Grow with Google



STEP 4: POPULATE YOUR SHEET

Add tasks.

Add dates.

To-dolist ¥ &

File Edit View Insert Format Data Tools Add-ons Help

SN - 100% ~ $ % 0_ .00 123~ Roboto

9/9/2000

A

<]

JOO0OO0OO0OaOo

1/3 completed

25 T . .

Change the styling of completed items under

& 'Format' > 'Conditional Formatting' (on the web)

9/9 Sort items using the drop-down arrows next to the
heading name (on the web)

Todo ~

v

2
Last edit was made 5 minu...

10

v

B I

o
~

A

A

Explorm

Grow with Google



STEP 5: ADD COLUMNS AND POPULATE ROWS

To-dolist # ™
File Edit View Insert Format Data Tools Add-ons Help

Add COIUmnS. “~ o~ P $ % 0_ .00 123~  Roboto -

Populate rows.

0/2 completed

4 O 5/23  Prepare the budget for review.
5 |:] 5/15 Create a meeting agenda.

s | O

7 | 0O

s | O

o | O

10 M

+ = Todo ~

All changes saved in Drive

11 ~- B I & A

Yo

A

Explorm
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STEP 6: FORMAT YOUR SHEET

To-dolist  ¥¢
File Edit View Insert Format Data Tools Add-ons Help All changes saved in Drive

Change the fill color.

A B (o D

Change the font size, 1 e
style, and color. :

4 D 5/23  Prepare the budget for review. Paul

5 D 5/15  Create a meeting agenda. Heather
6 O Thomas
7 0

s O

s | 0O

10 O

1 O

12 O

+ = Todo ~

~ o~ & P 100% v § % .0 .00 123v  Roboto v | n v B I & A &EE

o X

Grow with Google
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STEP 7: FIND YOUR SHEET IN GOOGLE DRIVE

To-dolist # =
::]

File Edit View Insert Format Data Tools Add-ons Help Lasteditwas 9 daysago

Paul

|

Click the Drive tab. 8 W | e 5 |

~| 10

- BISA %MH:

il ToDo r
. . ; v Dat Task Owner
Find your updated file =~ meree
O 515  Create a meeting agenda Heather
H H H o Thomas
in your project list. o
a
a
o
a
[m]
a
a
a
w0
v 0O
v 0O
w0
= 0
2 0
+ = Tod

ol ~

Ve ol @ Y-~3-

a - Share ‘

®
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Create a Meeting
Agenda With Google Docs
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STEP 8: ACCESS GOOGLE DOCS

Click New. 5

Click Google Docs.
Click From a template. o g

Click Meeting notes.

Q Search Drive

My Drive ~

Grow with Google



STEP 9: POPULATE AND FORMAT YOUR DOCUMENT

Add text.

Meeting notes ¥ =

File Edit View

-~ B AT

Insert Format Tools Add-ons Help Last edit was made 35 minutes ago by anonymous

100% ~

Title

1

Playfair Dis.. v~ 36 ~- B I UA S cocOQHN-

v 1 2 3 4

o
4
~

Team Meeting

04 SEPTEMBER 20XX/ 10:00 AM/ CONFERENCE ROOM

Attendees
Wendy Writer, Ronny Reader, Abby Author

Agenda

Lasl Meeling Follow-up
1. Lorem ipsum dolor sit amet, consectetuer adipiscing elit.

New Business
2. Lorem ipsum dolor sit amet, consectetuer adipiscing elit.

8. Suspendisse scelerisque mia mi.

Notes
e Lorem ipsum dolor sit amet consectetuer adipiscing elit.
e Suspendisse scelerisque mi a mi.

® Vestibulum ante ipsum primis elementum, libero interdum auctor cursus, sapien enim
dictum quam.

o Phasellus vehicula nonummy nunc.

Action Items

1. Lorem ipsum dolor sit amet consectetuer adipiscing elit. 6706

Grow with Google
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STEP 9: POPULATE AND FORMAT YOUR DOCUMENT

Add text.

Format text.

Meeting notes ¥ &=

File Edit View

o~ & AT

Insert Format Tools Add-ons Help Allchanges saved in Drive

100% ~

Normal text

1

Lato v n ~B I UA S ocQB- =

- 1 2 3 4 5 6 - 7

Team Meeting

04 SEPTEMBER 20XX/ 10:00 AM / CONFERENCE ROOM

Attendees
Wendy Writer, Ronny Reader, Abby Author

Agenda

Lasl Meeling Follow-up
1. Did Ronny find the tables?

New Business
2. Lorem ipsum dolor sit amet, consectetuer adipiscing elit.

3. Suspendisse scelerisque mi a mi.

Notes
® Lorem ipsum dolor sit amet consectetuer adipiscing elit.
e Suspendisse scelerisque mi a mi.

® Vestibulum ante ipsum primis elementum, libero interdum auctor cursus, sapien enim
dictum quam.

o Phasellus vehicula nonummy nunc.

Action Items

1. Lorem ipsum dolor sit amet consectetuer adipiscing elit. [0:00]

Grow with Google
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STEP 9: POPULATE AND FORMAT YOUR DOCUMENT

Meeting notes ¢ =
File Edit View Insert Format Tools Add-ons Help Allchanges saved in Drive

~ o~ ® A T 100% - Normaltext v Lato ~ 11 v+ B IUAS» ooOHN-

Add text. | N

1

Team Meeting

For m at text d 04 SEPTEMBER 20XX/ 10:00 AM / CONFERENCE ROOM
.

Altendees

Wendy Writer, Ronny Reader, Abby Author

Agenda

Insert a comment.

Lasl Meeling Follow-up
e Did Ronny find the tables?
New Business
e Lorem ipsum dolor sit amet, consectetuer adipiscing elitk

i e Suspendisse scelerisque mi a mi.

Noles
e Lorem ipsum dolor sit amet consectetuer adipiscing elit.
o Suspendisse scelerisque miami.

® Vestibulum ante ipsum primis elementum, libero interdum auctor cursus, sapien enim
dictum quam.

© o Phasellus vehicula nonummy nunc.

Action Items

1. Lorem ipsum dolor sit amet consectetuer adipiscing elit.

A

Grow with Google



STEP 10: COLLABORATE WITH OTHERS

Meeting notes ¥ =

Click on a comment or T [ T T DT
create a new one.

a

Share

x 2 Editing v A

1 3 1 2 3 4 B 6

Team Meeting
Type + fo | | Owe d by a n H 04 SEPTEMBER 20XX / 10:00 AM/ CONFERENCE ROOM

Altendees

.
email address. P —— .

Agenda
Last Meeling Follow-up
e Did Ronny find the tables?
New Business
e Lorem ipsum dolor sit amet, consectetuer adipiscing elit.

e Suspendisse scelerisque mi a mi.

Notes
L « Lorem ipsum dolor sit amet consectetuer adipiscing elit.

e Suspendisse scelerisque mi a mi.

. te ips primis libero interdum auctor cursus, sapien enim
dictum quam.

© o Phasellus vehicula nonummy nunc.

Grow with Google
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STEP 10: SHARE YOUR FILES WITH OTHERS

Click on a comment or
create a new one.

Type + followed by an
email address.

Click Share in the
upper-right corner.

Select the access level.

Add a comment and then
click Send.

Share with others

People

wwriter@google.com X Add more people...

Add a note

Cancel

Get shareable link &

,\
v’ Can edit

Can comment

Can view

Notify people v/

Advanced

Grow with Google
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CONTROL WHO SEES YOUR FILES

Share access to
different files with
different groups
or individuals.

Google Drive

~
=

Agenda

Share with others Get shareable link |G

People

d
& Planner1 X & Planner2 X & Planner3 x /7 ~

Add more people...

Here's the agenda for our event! |

Notify people v/

Advanced

L

S

Budget

Share with others Get shareable link (G

People

& Planner1 x  Add more people... f -

Started a Budget sheet for us!

Notify people v/

m Cancel Advanced

Grow with Google




Build a Status Update
Presentation With
Google Slides

L
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STEP 11: ACCESS GOOGLE SLIDES

L Drive Q_ Searchin Drive - ® @

Click New.

My Drive ~
+ New y Drive 1

Quick Access

» [B]  myoprive

Click Google Slides. s —_—
Recent 2 — =
f{ Starred o =
[  Trash To-do list
. You edited in the past month
Click From a template. I e
0 bytes of 15 GB used Flles X Name

Buy storage h_n—b -

Click Status Report. e _

Access snywhere Share easiy
B Getting started To-do list

Get Drive for desktop

Download Learn more

S —

Grow with Google
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STEP 12: POPULATE AND FORMAT YOUR PRESENTATION

Create a title slide.

Status Report:
Project name

Your Name ¢ 09.04.20XX

Click to add speaker notes

Grow with Google
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STEP 12: POPULATE AND FORMAT YOUR PRESENTATION

Status report ¥

Create a title slide.

treA®T Q- AFB-QA N\~

Select layouts. ,

Click to add speaker notes

E [ Present

File Edit View Insert Format Slide Arrange Tools Add-ons Help All changes saved in Drive

“ Background  Layout~ Theme  Transition

Status Report:
New Marketing

Campaign

Social Media Marketing » 06/2020

- l

Grow with Google
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STEP 12: POPULATE AND FORMAT YOUR PRESENTATION

h Status report ¢ =

t t .t I | H d File Edit View Insert Format Slide Arrange Tools Add-ons Help Al changes saved in Drive
Create a title slide. -
4

Select layouts.

Add visuals.

Click to add speaker notes

8 o-
> K - Q \ -~ Background  Layout~ Theme Transition
' 1 2
3
Click to add text
Grow with Google
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STEP 13: COLLABORATE ON THE PRESENTATION

t ¥ @
ew Insert Format Slide Arrange Tools Add-ons

Create a title slide.

Q- KNFM-Q N\~ B sackgrou
:

Select layouts.
Add visuals. a :

Share the presentation. - m

Click to add speaker notes

Help  All changes saved in

Drive

nd Layout~ Theme Transition

sssssss

Grow with Google
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RECAP: GOOGLE SHEETS TO-DO LIST

To-dolist ¢ (3 & SavedtoDrive
File Edit View Insert Format Data Tools Add-ons Help

o~ P 100% $ % .0._ .02 123~ Roboto v

TO DO 0/2 completed

3 v Date Task

5/23  Prepare the budget for review Ronny

5/15 Create a meeting agenda Lulu

] OO0 O

Last edit was seconds agc¢

0w - B IS A

Grow with Google



RECAP: GOOGLE DOCS AGENDA

Meetingnotes  ¥r
File Edit View Insert Format Tools Add-ons Help All changes saved in Drive
o~ & A P 100% -  Subtitle > lato ~ 12 v BIUAS» oOBn

1 i v 1 2 3 4 s 6

: Team Meeting

04 SEPTEMBER 20XX / 10:00 AM / CONFERENCE ROOM|

Altendees
Wendy Writer, Ronny Reader, Abby Author

Agenda
Last Meeting Follow-up
 Did Ronny find the tables?

New Business

.1 i it amet,

r~ * Suspendisse scelerisque mi a mi.

Notes

« Suspendisse scelerisque mi a mi.

© Vestibulum ante ipsum primis elementum, libero interdum auctor cursus, sapien enim
dictum quam.

fo o Phasellus vehicula nonummy nunc.

Action Items
1. Lorem ipsum dolor sit amet consectetuer adipiscing elit.

2. Suspendisse scelerisque mi ami

Next Meeling Agenda

Lorem ipsum dolor sit amet, consectetuer adipiscing elit.

0 Assigned to .
lulu.quarishi.learns@gm...

Yara Stone

12:39 PM Today
+lulu.quarishi learns@gmail.com we
need an update on the budget!

Assigned to
lulu.quarishilearns@gmail.com

Grow with Google
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RECAP: GOOGLE SLIDES UPDATE PRESENTATION

Statusreport ¥ [0 & savedtoDrive
File Edit View Insert Format Slide Arrange Tools Add-ons Help Lastedit was seconds ago

ER NN - Q- K HN-9 \ -~ Background  Layout~ Theme  Transition

Click to add speaker notes

Grow with Google



EXPLORE OTHER APPS

a a )

Forms Sites Slides
Click Forms to Click Sites to create your own Click Slides to make
create surveys. websites or work portfolio. presentations.
L Lt
Calendar Google Meet
Click Calendar to create Click Meet to connect

appointments and meetings. with people using video.

34 Grow wiui wuuygie
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YOUR NEXT STEPS

Visit docs.google.com and
review possible templates you
might use for work. Choose
one that suits your industry,
experience, and style.

Experiment with a
shared spreadsheet at
sheets.google.com.

>

I

Consider our other
professionalization
workshops to continue
growing your career.

Grow with Google
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FREE LESSONS FROM APPLIED DIGITAL SKILLS

®®® G pigiallessons & Curriculum - X+

«>Cc o a ieddigitalskills. wi riculum. html %* » @ O

Sharpen your Google
Workspace knowledge with
Applied Digital Skills lessons.

Quick Tip:
Free video lessons available at
g.co/applieddigitalskills

Google for Education

Applied Digital Skills Teach Learn Lessons Resources

Q_ Workspace
Lessons Showing 14 of 143

Filter by Clear filters
Explore a Topic: Technology at
Audience v Work
Research technology's impact on the
Digital tool v workplace and on people's daily lives, and
create a report to communicate your
Topic v findings.
& 2-5hours SN -]
Google Workspace

Certification: Drive

Learn to organize, manage, and share files
in Drive and prepare for the Google
Workspace certification exam.

Grow with Google

@ My classes Student o

Sort by: Most Popular v|

Google Workspace
Certification: Docs - Part 1
Learn to edit and format a document to
prepare for the Google Workspace
certification exam.

@ 45 - 90 minutes SN -]

Google Workspace
Certification: Gmail

Learn the basic components of Gmail to
prepare for the Google Workspace
certification exam.

—

#growwithgoogle


https://applieddigitalskills.withgoogle.com/s/en/home

FIND ANSWERS IN THE LEARNING CENTER

Visit the Learning Center to
find answers to questions,
checklists for new users,
video tutorials, and more.

Quick Tip:
Visit the Learning Center at
g.co/grow/workspacehelp

G Google Workspace Learning C X =+
& > C O & supportgoogle * #» Q0
= Google Workspace Learning Center i
Help Center Announcements Google Workspace Z
How can we help you?
Q Describe your issue
5 \
ANy -
;% ‘e ey
”n A 4 A 4& ; ! .'L
Get started

Welcome to Google Workspace

Work from home

Checklists for new users

Learn by product

-

Grow with Google #growwithgoogle


http://g.co/grow/workspacehelp

GOOGLE PRIMER: BUSINESS AND MARKETING LESSONS

Quick, easy lessons on your phone,
on topics like creating a business plan
or finding remote work.
e Learn whenever you have a few
minutes free, even on the go
e Practical, personalized next steps

ETITON 2 Download on the
* Google Play ® App Store

yourprimer.com

39

Working Remotely and
Productively at the
Same Time

LESSON 1/3
Working Remotely: Best Practices for Military...

by Primer Team [cH

X Lesson Recap <
<

e KEY TAKEAWAYS

1. Working remotely doesn’t mean doing
whatever whenever - schedule your time
to be productive while still benefiting

from the freedom of working remotely.

N

. Designating a workspace helps you
focus by telling your brain you’re in the
place where you do work productively

and without distraction.

3. Give yourself small and big goals for
yourself to accomplish to make sure you
have positive reinforcement throughout
your day.

° DO THIS NOW <

You’re not quite ready to work from home
yet. Take note of what still needs work

and you'll be on your way: a designated

workspace, organized schedule, and big

Grow with Google
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FREE ONLINE TRAINING AND TOOLS AT GROW.GOOGLE

For teachers and students GrowwithGoogle  Overview  Programs  In-PersonTraining  Partners  Latest  About
Bring digital tools into your classroom.

Grow with Google

Free training, tools, and resources to help

Fo r Ioca I b u si n esses you grow your skills, career, or business.
Help new customers find you online. T ———

Get listed on Google and build your website

i >
For Job See kers Google My Business
B OOSt yo u r re S u m e Wi t h a n eW '\R:ij;:;rre customers around the world 5
Ce rt I ﬁ Cat I O n : Better understand your customers 5
Fo r d eve I o p e rs : ::::::Te);zl;‘:usiness and marketing skills with five- .

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

Grow with Google #growwithgoogle
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RESOURCES

Remote Work
Applied Digital Skills
Primer

Google Accounts
Google Calendar
Google Docs
Google Drive
Gmail

Google Sheets
Google Slides
Google Workspace

grow.google/remotework

g.co/applieddigitalskills
yourprimer.com

account.google.com
calendar.google.com
docs.google.com
drive.google.com
gmail.com
sheets.google.com
slides.google.com

g.co/workspace

Grow with Google



Grow with Google

Thank You
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