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KEY SYMBOLS
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MODULE DESCRIPTION

‘Digital Competences’ module provides information about the main features and
apps of ‘Google’ such as Google Search, Google e-mail (Gmail), Google Drive, Google
Calendar and Google Contacts. Adults will learn how to:

Search information online

Create an e-mail account and how to use it
Store information online

Create calendars and events

Create contacts or group of contacts

N

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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TOPIC 1 SEARCHING ONLINE INFORMATION (GOOGLE SEARCH):
OVERVIEW

Page |4

The main goal of this topic is to provide all necessary information about the Internet
with basic terms and common and most popular web browsers. Additionally, a step-
by-step guide is included to introduce how to search online information using the
‘Google Chrome’ web browser, how to search different type of content, how to use
the advanced search and what the main search strategies and techniques are.

~ » Linked to ‘Entrepreneurial Competences’
- = - Organisational Skills: Are the abilities that allows you to stay focused on different tasks, and
< ™ use your time effectively and efficiently in order to accomplish the expected result.
- Problem solving skills: Help you determine the source of a problem and find an effective
solution.

This project has been funded with support from the European Commission. This communication reflects the
Erasﬁféiugfsdr:;::: views only of the author, and the Commission cannot be held responsible for any use which may be made of
of the Europea?l Uribn the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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1.1. Definition
Definition:
| N

E:: Online search is the process of interactively searching for and recovering
requested data through Internet (Hawkins, Donald, Brown & Carolyn, 1980).

Nowadays, searching online is one of the most important ‘digital competence’. It
allows to the users quickly find what they’re looking for or they can explore a
variety of sources for information.

Google Search, or simply Google, is a web search engine developed by Google

E g LLC. It is the most used search engine on the World Wide Web across all
platforms,
- - You can access the Google Search from a browser (Google Chrome, etc.) using your desktop computer,

mobile application (iOS and Android)

|

Lesson Plans/Activities:
ﬁ?/— - Lesson Plan 1
1

This project has been funded with support from the European Commission. This communication reflects the
Co-funded by the views only of the author, and the Commission cannot be held responsible for any use which may be made of

Erasmus+ Programme . . . . -
of the European Union the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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1.2. Features of Google Search

According to 2020 statistics, Google Search voted as the most popular search engine in the United States
in 2019 - Google owns 94% of the market share.

The advantages of online searching information:

1) Save time: Users can search information anywhere and anytime fast and easy instead of
using newspapers, books, magazines etc.

2) World Wide Accessibility: Users can access the information anywhere in the world and any
time

3) Free access: The majority of websites are free to use and users can use them any time as
they want

4) Variety: A variety of sources for information from online encyclopedias, university studies,

forums, blogs etc.

Google-Suche

' Lesson Plans/Activities:

ﬁ/ =| -LessonPlan 2

This project has been funded with support from the European Commission. This communication reflects the
Co-funded by the views only of the author, and the Commission cannot be held responsible for any use which may be made of

3 Erasmus+ Programme . . . . o
*ar of the European Union the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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1.3. Basic terms related to the Internet

BS|Z| An understanding of basic terms is helpful:
1) Internet:

The Internet is the most significant communication network of computers and electronic devices in the
world. The Internet has many applications, such as electronic mail (e-mail), transfer of files, chatting
online, and the most used application of all the World Wide Web (www).

2) Online search:
Online search is a research method that involves a collection of information from the Internet.
3) WWW:

The World Wide Web or "WWW" or the "The Web" as it is also called, is the application of the Internet
which contains websites and web pages which can be accessed by a URL typed on a web browser.

4) Web browser:

Web browser is a software such as Google Chrome, Mozilla Firefox and Internet Explorer that allows a
computer to access and display documents, pictures, sound or videos from the World Wide Web.

5) URL/Domain:

A domain, or domain name, is the address (or URL) that people use to visit websites on the internet. It
appears in the address bar of the web browser. For example, www.emphasyscentre.com

6) Top-Level Domain (TLD):

A top-level domain identifies something that is related to the website, such as its purpose, the owner, or
the geographical origin.

URL

Uniform Resource Locator

subdomain Top Level Domain

|http://) e |

protocol fomain (n
(HyperText Transfer)

Figure 1: URL (Medium, 2018)

Lesson Plans/Activities:

ﬁ/ =| -Lesson Plan2

1
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1.4. Common web browsers

A web browser (sometimes referred to as a browser) is a software application used in order to access

information on the World Wide Web. A URL which is the address of each web page, image, and video

enables browsers to receive and present them on a computer screen, smartphone and tablet. (For the
purpose of this module, we will focus on the ‘Google Chrome’ web browser).

1. Microsoft Edge e
2. Google Chrome G

3. Mozilla Firefox Q

4, Apple Safari
5. Opera
USE’IQE share of all browsers
StatCounter!'®l  NetMarketSharel'”] Wikimedial ']
Browser s i s ) % 4
April 2020 April 2020 November 2019
Chrome 62.48% £5.96% 48.7%
Safari 19.94% 17.26% 22 0%

Figure 2: Most popular web browsers (Startcounter, n.d.)

Google Chrome is one of the most popular web browsers on the web. According to Statcounter statistics,
in January 2019, Chrome reached 70% of the global desktop browser market share. The main features of
Google Chrome are:

High-speed browser

Safe and secure

Easy to use with a user-friendly design

Tab Management: Drag tabs out into separate windows
Sync across devices

Integration with Google Apps

Private browsing (Incognito)

NoukswnNpR

This project has been funded with support from the European Commission. This communication reflects the
Co-funded by the
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1z

- Tips:
9 - The two most popular web browsers are Google Chrome and Apple Safari.

s,

Lesson Plans/Activities:

ﬁ/ =| -LessonPlan3

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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1.5. Standard top-level domains

The most popular domains are:

1) .com - Commercial business

2) .edu - Educational institutions

3) .gov - Government agencies

4) .mil - Military

5) .net - Networks organization

6) .org - Organizations (nonprofit)
7) Country code top-level domains:

a. .ca-Canada

b. .uk - United Kingdom
c. .cy-Cyprus

d. .pt-Portugal

e. .lv-Llatvia

f. .bg—Bulgaria

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337

Co-funded by the
< Erasmus+ Programme
it of the European Union
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1.6. Install Google Chrome (on Windows)

STEP 1: Open your web browser
STEP 2: Search for ‘Google Chrome’

STEP 3: Click ‘https://www.google.com/chrome/ *

GO gle Chrome e
L ]
' \ 4 ® G m

Do more with the new
Chrome

- Now simpler, more secure and faster than ever - with Google's smart features built-in.

Download Chrome
x Windows 10/ 61/ 8/7 64 bit

Figure 3: Google Chrome homepage

STEP 4: Click ‘Download Chrome’

Google Chrome Extonsions Download Chrome

oo™ ¢ ;

Do more with the new
Chrome

- Now simpler, more secure and faster than ever - with Google's smart features built-in.

Download Chrome
x Windows 10/ 81/ 8/7 64 bit

Figure 4: Google Chrome homepage

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337

Co-funded by the
Erasmus+ Programme
of the European Union



https://www.google.com/chrome/

* oy x

\% Page |12

FINEZWORK

STEP 5: The installation file is downloaded to your desktop computer

GO gle Chrome e

\

Thank you for downloading Chrome!

Complete your Chrome setup by downloading the app for

your phone and tablet.

GET TN £ Download on the
ad Google Play @& App Store

&b ChromeSetup.exe Showall X

Figure 5: Download Google Chrome

STEP 6: Click on the installation file to run the application

STEP 7: Follow the instructions to successfully download the ‘Google Chrome’ to your desktop computer

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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Figure 6: Download Google Chrome

This project has been funded with support from the European Commission. This communication reflects the
- Co-funded by the views only of the author, and the Commission cannot be held responsible for any use which may be made of
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1.7. Introduction to Google Chrome

How to start searching:

STEP 1: Locate the Web Browser (Google Chrome) icon on the desktop.

Figure 7: Computer Desktop Screen

STEP 2: Double click the icon to open the browser. The web browser window will then appear.

&« G (Y & hitps//wwwgooglecom * 6
oma mages 3 [[EEE

Google

(-

Google Search T'm Feeling Lucky

Google offered in: EMvid Tarkge

Cyprus

Adveiing  Business  About Privacy  Terms  Settings

Figure 8: The Web Browser Home Screen

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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To a website you need to know the “URL” - most commonly referred to as a web address. The “URL —
web address” is like a house address. If you give someone a house address, they can navigate to find the
house.

STEP 3: Click on the Address bar

STEP 4: Type in the URL (web page address), click ‘Enter’ and the website will load.
b i "-'--- -] Q’:;

Google

Figure 9: Typing in a URL in the Address bar

OR

STEP 5: Click on the Address bar Type the URL www.google.com

NOTE:

- There are many search engines available besides the one Google is offering. But it is commonly accepted
that currently, it is the most powerful one among all the others.

- Google chrome provides a direct connection to the Google search engine, so there is no need to navigate
to the Google Search engine site, you can just type in the keywords you are looking for in the Address bar.

STEP 6: In the search box area type in the keywords for the information you wish to search

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337

Co-funded by the
Erasmus+ Programme
of the European Union
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Figure 10: Google Search

STEP 7: A list of results will appear, and you can click on one of the links to access the webpage.

Google i K projocs N Vi)
t Project H‘”,u,
S e - Results
Erasmus Pl pojoct FINEZWORK. onropronourial, fancal
Images for fine2work project
Figure 11: Search results
While searching online, user needs to know some basic search strategies:

1. Keep it simple: Use keywords
2. Google Ads: First results in the first page of search results usually are Google Ads where

advertisers pay through the Google Ads platform to generate advertisements for their
products/services. Users can recognize the Google Ads by the ‘Ads’ icon

., Co-funded by the
* Erasmus+ Programme
of the European Union

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
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0

Google oogle ads %
g googl

& images () Videos @ News i More Settings  Tools

&3,240,000,000 results (0.88 seconds)
googte.com/googlc ads/advertising
@w8g/e Ads - Google Ads online advertising

Choose Keywords and Pay for Clicks To Send Users to Your Website. Promote Your Website.
Used by 1m+ Businesses. Only Pay for Clicks. Free Help to Start. Set Your Own Budget
Services: Google Ads, Google Ads for Video, Google Display Network.

How it Works Do More With Your Ads
How Google Ads Works Discover additional tools
Reach new customers online Make Google Ads even more effective

Pricing Start with Google Ads
e Ads
set you up for free

With Google Ads, You Only Pay
For The Clicks You Receive Our exper

Figure 12: Google Ads

3. Consider suggestions: Search engines will suggest the most popular results so it is important
that users can select one of the suggestions
4, Use simple language: Don’t use complicated words or phrases to get results.

This project has been funded with support from the European Commission. This communication reflects the
. Co-funded by the views only of the author, and the Commission cannot be held responsible for any use which may be made of

> Erasmus+ Programme ) . . . .
of the European Union the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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Moreover, there are some search techniques that are used to help users how to use keywords for their
online searching information, such as the use of Boolean Operators between the words:

1. Boolean Operators (Connector Words):

Boolean Operators (Connector Words)
A/A Name: Description:
1. AND The AND operator searches for
information for ALL search terms given.
Use the connector ‘AND’ when searching
for both terms. For example:

digital AND entrepreneurship

(m

2. OR The OR operator searches for information
for one or several search terms given.
Usually, the connector ‘OR’ is used to
combine synonyms. For example:

entrepreneurship OR entrepreneur

() B ) OR

3. NOT The NOT operator excludes information.
Usually, the connector ‘NOT’ is used to
find items that have one word and do not
have the other word. For example, to
search for guns but not hunting:

cakes NOT chocolate

@

Lesson Plans/Activities:

ﬁ/ =| -Lesson Plan 4

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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2. Advanced Search

Definition:

Advanced search is a built-in feature of Google (and most web engines) that allows a user to
specify additional requirements while searching information. Figure 8 illustrates the advanced search
features. A user can search information for a specific topic, language, region, words, file format etc.

G Google Advanced Search x|+

- o X
= C @ googlecom/advanced search 05 ® »E
BT Apps (7] EU Projects|Toelle  #. monday-Inbos AR AdminProject B VouTube [ Fres Images - Pixab Freavectoricons - [ Freestockphotos~. () HP» QuickSerWiz. [ Diskstation - Synol POF 10 DOC - Conv.. S More useful phrase. Other bodkmarks
Google i @)

Advanced Search

Find pages with To do this in the sear

this exact word or phrase [

none of the

numbers ranging from o Pt

Then namow your results
by

language any language
region any region — [ ——
last updats: anytime - ®

site or domain

terms appearing

SateSaarch s
fle type any ot )
usaga rights ot Fitered by licence - "

Figure 13: Advanced search

How to use Advanced search:

STEP 1: Click on the search box area and type in the keywords for the information you wish to search

This project has been funded with support from the European Commission. This communication reflects the
* Erasn?l.?s-:ug(rjsdr:%tmhz views only of the author, and the Commission cannot be held responsible for any use which may be made of
3 of the Europeagn Uribn the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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@ oue X+

B0 o

b g pormmime B ol ] Frn e Bt evmieonce @) w18k [ D e 9000000 G S Ml v [re—

Figure 14: Google Search
STEP 2: Click ‘Settings’
STEP3: Click ‘Advanced search’
Go gle fine2work project X 4 Q EH w
‘_% ) images (D Videos B News | More Setlings 1

fine2work eu = Turn on SafeSearch

FINE2WORK — FINE2WORK —
Advanceq searcn : !
Home: Project Aims & Background - Target Groups. Consortium. Project Net - Empt

Centre - RCCI - Descularte - Resulis - 101 - 102 - 103 - 104 Activities Search activty
Your gata in Search

projectfund.net » approved-projects » 0ngaing-projects- = Searcn heip
FINE2WORK (October 2019 - September 2021) - Project Fund
Fet 20 - 5 3 Platform, Infiztive and Network for smart innovative projects. Project file

MOTING FINANCIAL, DIGITAL AND ENTREPRENEURIAL ...

PRC

projectfund net » project-ine2work-approval-and-the-f_ =

Project FINE2WORK approval and the first partner meeting in ...
Jan 2, 2620 - Project FINEZWORK pproval and the first partner meeting in Cyprus in January
2020. The project aims 10 provide adults with a three stage ...

epale.ec europa eu » European Commission » EPALE =

Erasmus Plus project FINE2ZWORK- entrepreneurial, financial ...

Jan 31, 2020 - Erasmus Plus project FINEZWORK. enliepreneurial, financial and ighal lraining
materials for home-based and vulnerable adults.

woww:facebaok com : permalink

Project FINE2ZWORK approval and the first... -
FINE2WORK_project ...

Froject FINEZWORK approval and ihe first pariner mesting in Cyprus in January 2026 The
Erasmus Plus programme strategic partnership project ‘PROMOTING

Images for fine2work project

.Y - A =

Figure 15: Google Search

This project has been funded with support from the European Commission. This communication reflects the
Erasn?:s-iu;crjsdr:r{\::: views only of the author, and the Commission cannot be held responsible for any use which may be made of
of the Europeai Uribn the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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STEP 4: Fill in the blanks

Google # @)

Advanced Search

Find pages with

fine2work project

Then namow your résults
by.

usage rights 104 Fillsed by licence

Figure 16: Advanced Search

How to search images, videos etc.:

STEP 1: Click on the search box area and type in the keywords for the information you wish to search

Figure 17: Google Search

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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STEP 2: Click ‘Images’ tab to search for images, videos etc.

Go gle fine2work X |4 «

Settings  Tools

fine2work eu ~

«
FINE2WORK — FINE2WORK
FINE2ZWORK AIms  To e adults and mainly women 1o be integrated info the economy
either as employees or entrepreneurs based on their needs and
Portugal
Portugal Fl VORK. Crealed = nuary 2020
with Sketch. Submission HOSTING ORGANISATION
: Emphasys Centre
News Uncategorized
DATE" 8th and 9th January 2020 T nd 9th January 2020 Website Directions Save Cab
HOSTING ORGANISATION DRGANISATION R
C‘/pfus Aims & BackgrOUnd Address: P, 3 A-D, Polyviou Dimitrakopoulou, Nicosia 1090
Cyprus. FINE2WORK. Created Aims. To empower adults and
vatn Sketch. Submission mainly wome be integrated Hours: Open - Closes 6PM~
More results from fine2work eu » Phone: 22 663010
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Figure 19: Google Search —Images, Videos etc.
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STEP 3: Click ‘More’ tab to search for books, flights etc.
Go gle fine2work X | & @)
2] @v e
fne2work eu v
FINE2WORK - FINE2WORK
FINEZWORK Al 3into the econom
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Figure 20: Google Search — Books, flights etc.
' Lesson Plans/Activities:

- Lesson Plan 5

How to access the browser history:

Definition:

The browser history is the list of websites a user has visited—it includes information such as
page title and time of visit — for a certain period of time.

STEP 1: Click on the three dots Icon on the top right corner.
STEP 2: Click ‘History’

STEP 3: Click ‘History’
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Figure 21: Browser history

STEP 4: Here you can see the list of websites you already visited

STEP 5: Click on the desired website from the History List

J o coose

- x
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C O @ Chrome | chrome:/history v 0

Chrome history
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Tabs from other devices

Clear browsing data

39pM G Google www.googlecom.cy
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5:38PM @ INSCREENMODE | Emphasys Centre empha

Welcome to Emphasys Centre | Emphasys Centre  emphasyscentre com
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[m]
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Figure 22: The Browser History Screen

r Lesson Plans/Activities:

ﬁ/ =| -Lesson Plan 6
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How to clear browsing history:

STEP 1: Click on the three dots Icon on the top right corner.
STEP 2: Click ‘History’

STEP 3: Click ‘History’

l G Google x i =
C O @ hips//wwwgooglecom.cy/2gte_rd=critei=-S1mWL2T GeysBweFzLigDa o g e STEP 1
New tsb A
New nindow i)
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S8 - -
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i Gaals, your benefits | inscreenmode Zsom - W% - oo

D History
Pt Cuieb

O vouTuee -
ot
Mare taal: v
£an it Copy  Paste

L Settings
relp .
Exit
Google Search T'm Feeling Lucky
Google offered in: EAvina Tarkge
prus
B bout [ Sett u: i

Figure 23: Browser history

STEP 4: Here you can see the list of websites you already visited

STEP 5: Click ‘Clear browsing data’

l:, P B © oy 20 ol

C (0 ® Chome me://history % © i

Chrome history

Today - Tuesday, November 27, 2018

Tabs from other devices
539 PM G Google www.google.com.cy
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O sseem W INSCREENMODE | Emphasys Centre  emp
O ssse W YOUTH Sector | Emphasys Centre  emp!
O sseem W Welcome to Emphasys Centre | Emphasy
O sssem [  Eridging the skills gap: Strategies for the promation of digital, coding and robotic skills for soclal incl.  robovet.eu
O sasea G Google www google.com
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Figure 24: Clear browsing history
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STEP 6: You can select the ‘Time range’ to clear the browsing data

STEP 7: Click ‘Clear data’

Clear browsing data

your synced data ca

Cached images and files
Frees up less than 320 MB. Some sites may loac

A Chrystalla Thrasyvoulou

syncing to chrystallas th@gmail.com

swsing data from this dev

Figure 25: Clear browsing history
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TOPIC 2 GOOGLE E-MAIL - GMAIL: OVERVIEW

The main goal of this topic is to present adults how to create and use an e-mail
account. Adults will understand the main terms of e-mail such as user ID, domain

name etc.

~ ~ Linked to ‘Entrepreneurial Competences’
- Organisational Skills: Are the abilities that allows you to stay focused on different tasks, and
use your time effectively and efficiently in order to accomplish the expected result.

- Time Management: Is the process of organizing and planning daily tasks

- You can access the Gmail from a desktop computer, mobile application (i0S and Android)

This project has been funded with support from the European Commission. This communication reflects the
Co-funded by the views only of the author, and the Commission cannot be held responsible for any use which may be made of

Erasmus+ Programme . . . i L
of the European Union the information contained therein. Submission number: 2019-1-LV01-KA204-060337




\‘% Page |28

FINEZWORK

2.1. Definition

Definition:
==
== o . . . .
=[=] Gmail is a free email service developed by Google. To access Gmail you need to connect with your

Google account. A Google email account is an account that ends with @gmail.com for example

chrystalla_emphasyscentre@gmail.com

\\/ —/

This project has been funded with support from the European Commission. This communication reflects the
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2.2. Features of Google Email

The benefits of Google Email:

1) Storage space: Google Email offers a huge storage space

2) Online access anywhere

3) Synchronisation with Android: Android users can automatically sync their Android account iwht
Google account

4) Easy search through emails

5) Organisation of emails: Users can create folders to keep their emails organised

2
A~
evcoee

Lesson Plans/Activities:
ﬁ; - Lesson Plan 7
1
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2.3. Basic terms related to e-mail

An understanding of basic terms is helpful:

i
)

=l 1) E-mail:

An email is a method in which a person can send information from a computer to
another, using the Internet. That information can have different forms such as
text, image, audio, and video. Emails are ideal for international communication
with no delay, no cost and no limited recipients.

2) Google e-mail (Gmail):

Gmail is a free web-based e-mail provider from Google and has become the market leader in free e-mail
services with more than a billion users worldwide (Williams, 2020).

3) User ID / Username:

Username is a unique identification (cannot have two accounts with the same username) of a person on
a particular server.

4) Domain name / Host name:

Domain is the location at which the email is sent. This refers to the mail server which is the computer
where the recipient has a mailbox. For example, @gmail.com, @yahoo.com, @outlook.com

5) Spam e-mail:

Spam email is an unwanted email and it can include malicious links. Often, spam e-mail is sent for
commercial purposes such as advertisements, newsletters etc.

Username Domain name

| |

fine2workproject@gmail.com

Figure 26: E-mail structure

Lesson Plans/Activities:
ﬁ; - Lesson Plan 8
1
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1z

S0E Tips:
- For professional e-mail accounts: Avoid to use nicknames, numbers for the user ID/username and
use your name for example chrystalla@emphasyscentre.com or
chrystallathrasyvoulou@emphasyscentre.com (Chrystalla or ChrystallaThrasyvoulou = User
ID/Username & emphasyscentre= Domain name/Host name)

- To identify and recognize the junk e-mails: Unknown sender, misspellings for example zOom with a
zero, promoting urgent discounts for example ‘Flash Sale — Everything 20% off’, contains attachments
and virus warning.

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
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2.4. Create an e-mail account

How to create an e-mail account (Gmail):

STEP 1: Navigate to https://www.gmail.com

STEP 2: Click on the ‘Create an account’ button

¢ C Y @ hitps/Awwgooglecom/intl/en/gmail/about/®

FORWORK CREATE AN ACCOUNT

,.of Gmail, available
across devices

e

CREATE AN ACCOUNT

STEP 2

Figure 27: Gmail Webpage
STEP 3: Then fill in the required fields.

You are required to:

a. Enter your Name and Surname.
Enter a Username which will be unique in Gmail.
c. Enter a password. The key aspects of a strong password are length (at least 8 characters), a mix

of letters (upper and lower case), numbers, and symbols

STEP 4: Click on the “Next” button.

€ 9 O 0 B hitps/acountsgooghecom/signup/v2/webcrestesccountTservice mailBcontinue =hHp%3AKZF2Fmail google.com% ZFmai

Google

Create your Google Account

Continue to Gmail

o=

One account. All of Google
working for you.

symbols

<— STEP4

Help  Prvacy  Temms

Engiish (United Kinggom) =

Figure 28: Filling in the Account Information
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STEP 5: You will be directed to the Personal Information page, where you will be required to enter some
personal information.

a. Your Mobile phone number. This is optional information but it will add an extra safety feature in
case you get locked out from your account or have forgotten your password.

b. An additional email address. This is also optional but it will also add an extra safety net for your
account.

c. Your date of Birth.
Your gender.

STEP 6: Click on the “Next” button

@il i X G Create your Google Account x

ps://accounts.google.com/signup/v2/webpersonaldetails?service=mail&continue=http%3A%2F%2Fmail google.com%2Fmail%2F%3Fpc%3Dearousel-about-|

Welcome to Google

(=]

FINE2ZWORKPROJECT

a < Phone number (optional)

We'll use your number for account security. It wor't be visible to
o

vear

~ 1984

Your date of bith Your personal info is private and
d ender safe
Rather not say -

Why we ask for this information

@ <€— STEP6

Figure 29: Filling in the Personal Information

STEP 7: To use the free services of Google you will need to accept the privacy terms and conditions by
checking the two checkboxes.

STEP 8: Click on the “Create Account” button
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ln Grnail - Free Stofageand Email i X\ G Create your Google Account

€« C (@ @ nttps//accounts.google.com/signup/v2/webts

Google
Privacy and Terms

cofrection models that we use across all of our services. %
You're in control

Depending on your account settings, some of this data

may be associated with your Google Account and we

treat this data as personal information. You can control

how we collect and use this data now by clicking ‘More
Options’ below. You can always adjust your controls later

or withdraw your consent for the future by visiting My
Account (myaccount.google.com).

@ e

MORE OPTIONS v

You're in control of the data we

1 agree to Google's Terms of Service collect and how it's used

STE P 7 1 agree to the processing of my Information as

described above and further explained in the
Privacy Policy

7~ N\
ancel (= @ STEP 8
S~

Figure 30: Privacy and Terms Page

STEP 9: The welcome Screen of Gmail appears. Click on the “Next” button

< C ) @ hitps//mail.google.com/mail/?pc=carousel-about-enfinbox e O :

Welcome

Email by Google: Simple, Smart, Secure

Figure 31: The Welcome Screen of Gmail

STEP 10: There are three different View Styles currently available in Gmail. For the purposes of this
course we will choose the Default View. Click on the ‘Ok’ button
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<« C & hitpsy/mailgoogle.com/mail/?pc=carausel-about-enfinbex ® v O :

Choose a view

=33 coll |||. Compact

Figure 32: The “Choose View Style” Page

STEP 11: You can now view your Gmail Account page

| M Grmall - Free Siorage and Emat s 3| M Inbox (1) Sle
€ C (Y @ hups/mai.google.com/mai e v @ :
= M Gmail Q  Searchmall v # 0@
o- ¢ — % |.a
4 compese
g Primary a5 Social @ Promotions -
|
O nbox 1
* Starred Google Community Te. John, welcome to your new Google Account - Hi John, Thank you for creating a Google Account. Her 23 Nov °
© Snoozed
> Sent
—~ x
B onfts 1t Creat @ e wiama Get Gmail for mobile +
10%
v More

Import contacts and e
Choose a theme Change profile ima
@ o + Setup progress @ @ L . = ”

0GB (0%) of 1 Terms - Privacy - Programme Policies

Manage

Figure 33: The Interface of your Gmail account

Lesson Plans/Activities:
ﬁ; - Lesson Plan 9
1
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2.5. Gmail navigation

How to use search box:

STEP 1: Click on the ‘Search box’

'- o
2, Sochal EEID ® » See all settings
Q
* S Google Securlty alert - New device signed in to fine2u Google Account was Just signed In ta from a new Windows devl 327PM oewsiTY °
[ Instagram pal.milhas ja pode iniciar sessdo em fine2work_project - Novo inic al milha: a7 @ Delault a
> sent Google Security alert - New device signed into fine2workproject @gmailc May12
i oog! urity alert - New device signed in to fine2workproject@gmail co ay B cminti
B Onafs ) .
. Google Learn more about our updated Terms of Service - p Fob20
v More O compact
s Instagram New login to Instagram from Instagram on 50520 - e N f13
= Startameeting Instagram New login to Instagram from Chrome on Windows - We Noticed a X 03 e Viw a8
B Joina meeting Instagram Welcome! Confirm your email. - Welcome 1o Instagram, fin ever locked out Jan31
Hangouts instagram Welcome! Confirm your email, - Welcome to Instagram, fine2w Jan9
NBOX TYPE
3‘?""7“-““ + Google Community Te. Finish setting up your new Google Account - Coogle bannes Hi Jans o
Customize
O Important first
D Unread first =
068 8 ogra ) starred first
No racent o Manzge O stam
tart 2 new on

Priority Inbox
Customize

Multiple Inboxes

' customize

ications for Gmail

Figure 34: Search box
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How to change settings:

STEP 1: Click on ‘Settings’

Q. seon " -
o- ¢ s0r9 =- Quick settings
O ey o Sochl EITN ® Prom See all settings
'
Google Securlty alert - New device signed in to fine2workproject@gmsil.com Your Google Account was Just signed I ta from a new Windows devi 3zPm oENsITY °
Instagram pal.milhas j4 pode iniciar sessdo em fine2work _project - Novo inicio ce s 7 ® Detault =
2 ity alert - New device signed in to fine2workproject@gmail. com Ye May 1
Google Security alert a y12 Y. confintiide
"
Google Learn more about our updated Terms of Service Fob20
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st Instagram New login o Instagram from Instagram on 5052 re013
= Stnameeing Instagram New login to Instagram from Chrome on Windows - e Noic a3t TeuE View al
s — o — | E]
Hangouts instagram Welcome! Confirm your email, - Welcome to o
NBox TYPE
&y FINE2WORK + Google Communily Te. Finish setting up your new Google Account - Goagle b Jans i
Customize
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) Uncead first

Starred first

Priority Inbox
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Multiple Inboxes
Enable desktop notifications for Gma v X o

Customizs

Figure 35: Settings

STEP 2: You can now view the ‘Quick Settings’

o
O ey o Sochl EITN ® Prom See all settings
'
Google Securty alert - New device signed in o fine2workproject@gmail.com Your Google Account was Just dev 2771 oewsiTY °
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"
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Figure 36: Quick Settings

STEP 3: Click ‘See all settings’ to view and change all the settings

-
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Figure 37: All settings
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STEP 4: Change settings

M Gmail Q search mai - @ @ & @

b composs Settings = "

General Labsls Inbox AccountsandImport Filters and Blocked Addresses Forwarding and POP/IMAP  Add-ons Chatand Mest Advanced Offine Themes

O inbox
Language: Gmail display language: [Engiish (US] v] Change language settings for other Google praducts
*  Starred
Enable input 10ols - Use various text input tools 1o type in the languags of your choice - Edit tocls - Learn more (]
© snoozed
= sent ® Right-to-left editing support off
) Right-ta-left editing support on
B oefs +
v e Phone numbers: Default country code: | Cyprus ~
Mest Maximum page size: Show (50| conversations per page
e Sartamesing Undo Send: Send cancellation perlod:[5_~ | seconds
B Joinamesting
Default reply behavior: ) Reply
Hangouts earn more ) Reply all
&) Fezwork + Hover actians: ® Enable hover actions - Quickly gain access to archive, delete, mark as read, and sneoze controls on haver
) Disable hover actions
Send and Archive: ) Show "Send 2 Archive" button In reply
Learn more @ Hide "Send & Archive’ button in reply
Default text style: -
(Use the ‘Remave formatting’ button on the foolbar fo Sans Sent L A w
eset the efault fect siyle) This is what your body text wil look like
Images: @ Always display external images - L=am maore
~ Ask before displaying external images - This option also disables dynamic email
No recent chat
Start & new one Dynarmic email: Enable dynanlc emall - Display dynamic emall content when avallable
Leamn more Developer setlings
Grammar. @ Grammar suggestions on

*) Grammar suggestions off

@ Spelling suggestions on
) Spelling suggestions off

Figure 38: All settings

How to change theme:

STEP 1: Click on ‘Settings’

STEP 2: Click on ‘View all’ next to the ‘Theme’

K

c 9019 =- Quick settings

1z Socel EET o Seo all settings
O mbox .
* Star Google Securlty alert - New device signed in to fine2workproject@gmail.com Your Google A ned in o from a new Windows devi s2rem oewsTY
(4]
0 = Instagram pal.milhas ja pode iniciar sessdo em fine2work_project  No adi work_proj 7 @ Default 5]
> Google Security alert - New gned in to fine2workproject @gmail.com ¥ May 12
5 ‘o y ¥ ) Comfortable
¥
Google Learn more about our updated Terms of Service - 1 fob20
v O compact
Instagram New login to Instagram from Instagram on 50520 - F013
Meet
= suitameeiog Instagram New login to Instagram from Chrome on Windows - /e 1 m
Join a meeting Instagram Welcome! Confirm your email Jan
B 1 o ! firm you ==
T—
Hangouts instagram Welcome! Confirm your emai
NROX TYPE
&) rine2vioRk 4 Google Fine2work W i " &
2 Google Community Te. Finish setting up your new Google Account - Google banner Hi Fine2work, Welcome 1o Google. Your new ccount comes with scoess 1o Go sns
* 9 y 9 up ¥ 9 o
Customize
D Important first
) Uncead first
o
No recent " ) starred first
tart a new

eriority In

Enable desktop notificat

Figure 39: Settings
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STEP 3: Pick your theme

STEP 4: Click on the ‘Save’ button

W Starta meeting

& Jonameeting

Hangouts

&) rive2w
& rvezwork

a > o & w @
c - o
0O Primary 2, Soclel I ?® Fro
Google Sorurity alert - Mo, dovic Augar
(/]
Instagram 1 Pick your theme pro, ue ui7
Google May 12
Google ' Fe20
Instagram ' Fob 13
Instagram ' 31
Instagram ' 31
Instagram 2 "
Google Community Te. 1 Jans
8 (0%) of 15 6B -

Figure 40: Pick your theme

STEP 5: You can change the text background, vignette and blur of the theme.

x, Co-funded by the

x Erasmus+ Programme
of the European Union

Google

Instagram

Google

Google

Instagram

Instagram f . Ity us n Chrome - Riga, Latvia Ja.
Instagram i - 2 out of your account, this will help us get you back
Instagram 2 . - out of your account, this will help us get you back In

Google Community Te.

More Im

My photos

Figure 41: Edit your theme
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NOTE:

Users can edit the theme:

- Text background: Light or Dark (see figure 42)
- Vignette: Make corners darker (see figure 42)

- Blur: Blur background image (see figure 42)

Search mail .

Starred Important policy changes for Google Account storage
Snoozed Security alert
il
Killsdel
Security alert
Security alert
Security alert
Security alert
Hangouts ' Security alert
€ FiNE2WORK + —
# EntreComp_The.
nd emai

I.milhas j&
No recent chats g

start 8 new one

Security alert

Figure 42: Edit your theme

How to use support button:

STEP 1: Click on the ‘Support’ button

M Gmail Q  Ssearchma -

Help
) O- ¢ o
| compess g
O Primary 2y Sochl [ ¥ Promotions updates
O nbox 8
& Stared Google ‘Seourity alert - New device signed In to fine2work ust ma Send feedback
© snoozed Instagram pal.milhas ja pode iniciar sessao em fine2work_project
> Sent .
Google ‘Security alert - New device signed in to fine2work @amail.com Your Youre getting th May 12
B Duafts +
. Google Leam more about our updated Terms of Service - fn¢ rei Service and mak er for you'to revz0
v More
Instagram New login to Instagram from Instagram on 5052D - We Hollce login from tagram - Lisbon, Portug Fen 13
Meet
W Starta mesting instagram New login to instagram from Chrome on Windows - e Notice noticed a login from a device y ws - Chrome - Riga, Latvia Ja Jan 31
B Joina meeting Instagram Welcome! Confirm your email. - nfirm your email a e ever locked out of your account, this will help s get you back i Jan31
Hangouts Instagram 2 Welcome! Confirm your email. - W ect Fir nfirm your email ade It su
&y NEZORK Google Community Te. Finish setting up your new Google Account - Google banner Hi Finezwork, Welcome to Google. Your new account comes with access 1o Google products, apps, and services. Here are a fe a9
a ot activiy: 37 minutes ago
Ho recent chals Manage e

Start a new one
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M Gmail Q. searchma - o8 s @

b o- ¢ : 100110 =- o
ompose
O Primary 4y, Socl I @ Fromotions
O nbox s
*  stared O ¥ Chiystalla Thrasyvo. Hello - Hella FINEZWORK Project! - Kind regards, Chrystalla Thrasyvoulou ICT Instructor Project Researcher REGISTER NOW FOR 0UR K1 cogffSes ora,
©  snoozed Google ‘Security alert - New device signed in o fine2weriproject@gmail.com Your Geogle Account was just signed in to from a new Windows device. Ygu
> sent . .
Instagram pal.milhas j& pode iniciar sessdo em fine2work_project nicio de sess3o adicionado a fine2work_project pal milhas ja pode iniciar
B oot
e Google Socurity alert - New device signed in tofine2workproject@gmail. comYour Google Account was ju 1o from a new Viindows device. Youe getting Uhis [ Change Of fEset your password
Gaogle Leam more about our updated Terms of Service - in project@gmail.com We're Improving our Terms of Service and making them easier for you to under
Moot Delete your Google Account
- startameeting Instagram New login to Instagram from Instagram on 50520 - We N work_project W ed 2 login from a device you dorit us
B Joinameeting Instagram New login to Instagram from Chrome on Windows - We Noticed a New Lagin, fine2work_project We noticed a login from a device you dont us Sign out of Gmail
1 confi i, - welcome to Instagram, fine2work_project First, please confirm your email address. If youre ever locked out of your account, thl
Hangouts Instagram Welcome! Confinm your ema g v X y ¥ y B Change your Gmailprofie icture
@ FINE2WORK + Instagram Welcome! Confirm your email. - Welcome to Instagram, fine2wor project Confirm your emall addre at You See Following someone means youll s&
B Add move, orimport centacts
Google Community Te. Finish setting up your new Google Account - Hi Fine2work, Welcome to Google. Your new acco es with access to Google p ‘
BROWSE ALL ARTICLES
VISITHELP FORUM (2
B Send feedback
GB (0%) o1 15 68 used Terms - Privacy - Program Poficies Last sGcount Setiviy: 28 mindtes ago
Manage oetalis

Figure 43: Support button

NOTE:

- Type anything you want to search in to the ‘Search box’

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337

Co-funded by the
Erasmus+ Programme
of the European Union




o

FINEZWORK

Page |43

How to view folders:

STEP 1: Click on the ‘Inbox’ folder
STEP 2: Click on the ‘Sent’ folder

STEP 3: Click on the ‘Drafts’ folder
STEP 4: Click on the ‘Spam’ folder

STEP 5: Click on the ‘Trash’ folder

= M Gmail Q =
o- ¢ 1-ats > m- ™
|- Compose
O Primary = @ Promations
O Inbos
& Starrsd Google Security alert - New device signed in tofine2workproject@amail.comyYour Google Account was just signed in to from a new Windows device. YouTe getting this smail to make sure it Aug 31 °
© Snoozed Instagram pal.milhas j& pode iniciar sessio em fine2work_project - Novo inicio de sesséo adicionado a fine2work_project pal milhas ja pode iniciar se: e2work a7
> sent y intofines - | - .
Google Security alert - New device signed in tofine2workproject@gmail.com¥our Google Account was just signed in to from a new Windows device. You'e getting this email to make sure It May1z
B onfts +
Google Learn more about our updated Terms of Service - finezworkproject@gmall.com We're Improving our Terms of Service and making them easler for you to understand. The changes will take Fen 20
v More
M Instagram New login to Instagram from Instagram on 50520 - We a New Login, e2work_project We noticed a login from a device you don't usually use. 50520 - Instagram - Lisbon, Portuga. Feb13
oot
e Starlameeting Instagram New login to Instagram from Chrome on Windows - We Noticed a New Login, fine2work_project We noticed a login from a device you dort usually use. Windows - Chrome - Riga, Latvia Ja Jan 31
B Joina meeting Instagram Welcome! Confirm your email. - Welcome 1o Instagram, fine2work tFirst, please confirm your email address. If you'e ever locked out of your account, this will help us get you back in. a3t
Hangouts Instagram 2 Welcome! Confirm your email. - Welcome 10 Instagram, fine2war.project Confirm your email address Choose What You See Following someane means youl see the photas and videos the Jany
I‘Fwszwunx + Google Community Te. Finish setting up your new Google Account - Hi FineZwork, Welcome to Google. Your new account comes with access 10 Google products, apps, and services, Here are a few 1ips 10 get yo. Jans

= M Gmail Q -
O- ¢ ¢ 1-90rs ) m- ™
| compose
Primary sy Social EEXI
— O rimary a ¥ Promations
oo Less Google Security alert - New device signed in to fine2workproject@gmail.com Your Google Account was just signed in to from a new Windows device. You're getting this email to make sure it was Aug 31
> important L]
° Instagram pal.milhas ja pode iniciar sess3o em fine2work_project - Novo inicia de sessao adicionado a fine2work_praject pal milhas j4 pode iniciar sesso em fine2work_p e néo queres que iz
Chats
ew device si ofine2workproject@gma WYOUr Ge le A was just signe » from a ¥ Windows device. You etting this email to make s
% Scheduled Google Security alert - New device signed in tofine2workproject@gmail.comYour Google Account was just signed in 1o from a new Windows device. You're getting this email to ure it May 12
+
All Mal Google Learn more about our updated Terms of Service - fineZworkproject@gmall.com We're improving our Terms of Service and making them easier for you to understand. The changes will take. Feb 20
@ spam Instagram New login to instagram from Instagram on 50520 - Ve Noticed a New Login, fine2work_project e noticed a lagin from a device you dor't usually use. 50520 - Instagram - Lishon, Portuga. Fen13
W Trash
Instagram New login to Instagram from Chrome on Windows - We Noticed a New Lagin, fine2work_project W noticed a login from a device you dont usually use. Windows - Chrome - Riga, Latvia Ja Jan3t
» B Categories
Instagram Welcome! Confirm your email. - Welcome 1o Instagram, fine2work First, please confirm your email address. If you're ever locked out of your account, this will help us get you back in Jan 3t
£ manage labels o o 9 y ¥ p us get
+  Create new label Instagram Welcome! Confirm your email. - Welcome to Instagram, fine2wor project Confirm your email address Choose What You See Following someone means you'll see the photos and videos the. L)
Mest Google Community Te. Finlsh setting up your new Google Account - Hi Fine2work, Welcome to Google. Your new account comes with access to Google products, apps, and services, Here are a few 1ips to get yo. a3
W Start a meeting
B Joina mesting
Hangouts
& FINEZWORK +
-
(0%) 0f 15 6B used Last account activty: 2 hours ago
Details

Figure 44: Folders
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NOTE:

1. Inbox folder: Is the main folder that your received mails gets stored in
Sent folder: Is the folder that stores mails that were successfully sent to recipients

3. Draft folder: Is the folder that stores mails that were not successfully sent to recipients or you
have not yet completed the email

4. Spam folder: Is the folder that stores the spam emails that you may receive from unwanted email
addresses such as ads

5. Trash folder: Is the folder that stores deleted mails and keeps the mails for 30 days

Lesson Plans/Activities:
ﬁg - Lesson Plan 10
1
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2.6. Introduction to e-mail (Gmail)

How to compose an e-mail

STEP 1: Click on the ‘Compose’ button

STEP 2: Click on the full screen button in order to have a better and clearer view when composing an
email.

c 9 =- ™
]
O Primary 2o Socsl KD @ Promotions

 Starred 1 Google Security alert Augn ®
© snoozed Instagram pal.milhas j pode iniciar sess3o em fine2work_project w7
> Sent - "

Google Security alert - New device signed In tofine2workproject@gmall. comYour Goog d1n 1o from 3 new Windows device. You'e getting this email to mal May 12
B Onfts 4

b Google Lear more about our updated Terms of Service - inez 1@gmail Service and making them easier for you to understand. The changes wil 3
v More
- Instagram New login to Instagram from Instagram on 5052D v
et

™ Startameeting Instagram New login to Instagram from Chrome on Windows - We Noticed a New Login, fine2work_project We noticed a log 10
@@  Join a meeting Instagram Welcome! Confirm your email. - Welcome to instagram, fine2work_project First, please confirm your er eck
Hangovts Instagram 2 Welcomet Confirm your email. - Welcome to Inst: 2
&nuuwom(- + Google Community Te. Finish setting up your new Google Account - Hi Fine:

TeTC El: ~comb~r S

Figure 45: Compose an e-mail

Reciplents

Subject

o~ SwsSeil - T- B I U A-

lo@aend s

Figure 46: Maximize
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STEP 3: There are certain fields which have to be filled in for the email to be properly sent. These are:

a. To: The primary recipients of the email

b. Cc: Short for Carbon Copy, this is for secondary recipients i.e. the persons whom you decide
to keep them informed.

c. Bcc: Short for Blind Carbon Copy, email addresses typed in this field are not visible to other
recipients.
Subject: The title of our email or a short meaningful description of the text in the email
E-mail content: Compose the e-mail content

Draft saved

To  Chrystalla Thrasyvoulou X

Cc demetra@emphasyscentre.com X

W

Bcc | andrianna@emphasyscentre.com X

First e-mail qee—
Dear all,
— @
It's very exciting to be able to communicate across the warld with the help of the email

Thank you FINE2WORK Project for the opportunity.

Best regards,
Chrystalla Thrasyvoulou

)

“ ~ SansSerif ~ ¥[+ B I U A~ =~

ER: ccomno-

Figure 47: Maximize

i

iii

i
‘
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How to send an e-mail

STEP 1: After you have written your message click on the ‘Send’ button in order to send your email.

Draft saved

To  Chrystalla Thrasyvoulou X

Cc demetra@emphasyscentre.com X
Bcc | andrianna@emphasyscentre.com X
First e-mail

Dear all,

It's very exciting to be able to communicate across the warld with the help of the email
Thank you FINE2WORK Project for the opportunity.

Best regards,
Chrystalla Thrasyvoulou
)

«“ ~ SansSerif ~ y[+ B I U A~ =~ =

iii
i
1

Al o2 RAD #

Figure 48: Send e-mail

Lesson Plans/Activities:

ﬁ; - Lesson Plan 11
1
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How to reply/reply all to an e-mail

STEP 1: Click on the e-mail received

= M Gmail Q se

}- Compose

O Frimary .. _sccial [EE)
0 inbox 9
% Starred Chrystalla Thrasyvo. Hello- Hello FINE

RK Project!

© snoozed Google Security alert - New device SIGNEq N 10 THETre e getting this
> sent . - . " friez
Instagram pal.milhas 4 pode iniciar sess3o em fine2work_project - Novo inic 1 pal milha 30 em fine2work_project Se n3o queres que a7
B onafts +
Google Security alert - New device signed in tofinezworkproject@gmail.comvour Google Account was Just signed in o from a new Windows device. You're getting this email to make sure it May12
v More
“ Google Leam more about our updated Terms of Service - fine2workproject@gmail.com We're Improving our Terms of Service and making them easier for you to understand. The changes will take. Feb20
leot
® Startameeting Instagram New login o Instagram from Instagram on 50520 - We N & New Login, fine2work_project We i from a device you dont usually use. 50520 - Instagram - Lisbon, Portuga Feb13
& Joina meeting Instagram New login to Instagram from Chrome on Windows - We Noticed & New Login, fine2work_projec hrome - Riga, Latvia Ja. Jan3t
Heigois Instagram Welcome! Confirm your email. - Wel tagram, f First, plea us get you back in. Jan3
&F!NEZ',‘:ORK - Instagram Welcome! Confirm your email. - Welcome o Instagram 1 Confirm your er e0s the Jan9

oogle. Yous

Google Community Te. Finish setting up your new Google Account - H| Fine2wor,

M Gmail Q,  search mal .

¢« B o0 § = 06 ¢ B e - > m- | m
I- Compose
Hello 1o & O
O inbox s
*  Stared Chrystalla Thrasyvoulou <chrystaliss th@gmail com> S00PM (2minutes ago)  Yr 4w | P
Hella FINEZWORK Project]
= Sent
Drafts -
B Kind regards, +
v~ More Chrystalls Thrasyvoulou
ICT nsiructor
Project Researcher

Mest

Empha:
= starta meeting phasys

B Joinameeting m

Hangouts REGISTER NOW FOR OUR KA1 COURSES ORGANISED IN 2020-20211
8 FINE2WORK c
- *

Please consider the environment before printing

4 Reply . Roply al » Forward

Figure 49: Inbox — New e-mail
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STEP 2: Click on the ‘Reply Button’

= M Gmail Q  searchma

I compose

O inbex ]

H Stared »
@ Snoozed w
> sent

B onfs

v More

Meet

W Startameeting

& Joina meeting

Hangouts

&) FINEZWORK
- +

Hello s
Chrystalla Thrasyvoulou <chrystalisa thgmal com
1o me, anariznna +

Hello FINEZWORK Project!

regards.

REGISTER NOW FOR OUR KA1 COURSES ORGANISED

ng thi

Figure 50: Reply button

STEP 3: Compose the reply text and click on the ‘Send’ button

= M Gmail Q
«

| compose

0 mbex ’

*  Stared

. %

> sen

B Drafts

v More

Moot

= Start a meeling

@ Joinameeting

Hangouts

) FINE2WORK
-

e, Co-funded by the
* Erasmus+ Programme
A of the European Union

.

a o § = 0 € (-
Hello inoox

Chrystalla Thrasyvoulou «carystallas tsgma

Hello FINE2ZWORK Project!

Emphasys

gerzsnusg

REGISTER NOW FOR OUR KA1 COURSES ORGANISED

Gaodmarningh

w s SansSeil - T B I U A- E-IZSEEEW & ¥

Figure 51: Reply
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NOTE:

Reply: Reply to a single person that sent you the mail, so none of the primary recipients or CC recipients
will receive your reply

STEP 3: Click on the ‘Reply all Button’

= M Gmail Q  searchmal - o s @
¢« B 0 F = 06 & BB Vot » m- @
|- Compose
Hello inooe & O
O inbox 8
% Starred w chrystalla Thrasyvaulou «chrysts/laa thizgms| com 500PM(2minutesago) Yy | o
© snoozed o me, andrianna ~
5 sent Hello FINEZWORK Projactl
B oafts +
v More
Meet
m Startameeting
B Joinameeting
Hangouts
8 FINEZWORK
- *
No recent chats
= M| Gmail Q searchmal = ® & = e
¢« Ooe§ & 0¢ bW o > m-  om
| compose
Hello insex &
O inbox ]
% Starred &) Chrystalla Thrasyvoulou <cheystaliaa thpgmsil co SO0PM (24 minutes ags) Yy 4N} ry
@ Snoozed 0 me, andrianna ~
Hallo FINE2WORK Projectl
> sent N
B Dfts - +
v More
Meet
W Start a meeting
B Joina meeting
Hangouts
®) FINE2W
& FneznoRk +
Ploase consido t bafore printing this e mail
& @ - Chiystalla Thrasyvoulou (chrystallsa th@gmail com), andrisnna@emphasyscentre.com =
o o SansSeif + T+ B I U A- E-Z = EE 0w & ¥ @
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NOTE:

- Reply all: Reply to everyone on the thread [ o —

‘ Presentation follow up ==

Ly .
et Tl p S: ey saim,
' ek o g great prvsamation s 15kt 0
ollow up ona coueseol

.00 2 coupie o things. Do you pider a mest
Momday or Tosscey?

9 - Gmail offers a ‘Smart Reply’ system and you can reply to an email with some
suggested responses such as Thank you (Figure 42)

How to forward an e-mail | A

STEP 1: Click on the e-mail received

= M Gmail Q searchma - o & n @

l— Compose

Social

O Primery s 46 new ]

O nbox 9

% Starred Chrystalla Thrasyvo. Hello- Hello FINEZWORK Project! ~ Kind ras u ch W FOR OUR KAT COURSES NISED IN 2020-20211 3 AD, P. D ;;D .

© snoozed Google Security alert - New Gevice SONe IO T e - ting this email to make su Aug 31
> sent : . . " ;
Instagram pal.milhas j& pode iniciar sess3o em finezwork_project - Novo nicio de sessio adicionado Y 30 em fine2work_project Se no queres que 7
B onfts &
Google Security alert - New device signed In tofinezworkprojeci@g May 12
v More
i Google Leam more about our updated Terms of Service - Feb 20
oot
= Starta meeting Instagram New login o Instagram from Instagram on 50520 Feb13
B Joinameeting Instagram New login to Instagram from Chrome on Windows - We Noticed a New Login, fine2work_project We noticed a login from a device you donit usually use. Windows - Chrome - Riga, Latvia Ja. Jan3t
Hangouts Instagram Welcome! Confirm your email tagra our email address. If you'e e ed oul of your a  us get you back in. s
&FANEZ',‘:ORK + Instagram Welcome! Confirm your email me o Instagram, ch e you' photos a jan 9
Google Community Te. Finish setting up your new Google Account - Hi Fine2work, we m access 10 G \d services. Here are a few ips 1o get yo Jan9

= M Gmail Q  searchmal - o s @

F o &« a 06§ o ¢ B = rot P om” o
ompose
Hello inssix & O
O inbox 8
J Starred w Chrystalla Thrasyveulou «chrystallsa th@gmail com> SO00PM(2minutesago) ¥y e} )
© snoozed o e andnema
Hello FINEZWORK Projactl
5 Sent
Drafts -
L Kind regards, *
v More Chaysialla Thrasyvoulou
IC
Meet

0 Start a meeting

B Joinameeting

Hangouts

& FINE2ZWORK
- *

Please consider the environment before printing this e-mail.

« Reply @ Replyal » Forward

Figure 53: Inbox — New e-mail
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STEP 2: Click on the ‘Forward’ button
= M Gmail Q searchma - o s = @
b compess « B O F & 0 ¢ D - -
O inbox s Hello moorx [ ]
b ) S e et % % ¢ | @
> sent Hella FINE2WORK Project!
Drafts +
Mest
W Start a meeting
B Joina meeting
Hangouts
" FINE2WORK +
Figure 54: Inbox — New e-mail
STEP 3: Type in the e-mail address of the receiver
STEP 4: Compose the text
STEP 5: Click on the ‘Send’ button
= M Gmail Q searcnm - o ® =@
o Compose -- e -
O iabox "
* e
© Snoozed
B onats a e .
-4
S
" & ¥ ®
E ]

ﬁ/— - Lesson Plan 12
1
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Figure 55: Forward an e-mail

Lesson Plans/Activities:
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How to delete an e-mail

Page |53

STEP 1: Locate the email to be deleted. Click the ‘Bin’ Button and the email will be sent to the Recycle

Bin.

= M Gmail Q @ = @
c - m
b compose .
2 Soce e
O inbox ®
o S Choystalla Thra Hell - el FINEZWORK Project! - Kind regar = ANISED N &
© Ssnoozed Google Securlty alert - New device signed In 1o fine2wor gle 2 g thi:
A
itogram paLmihas 4 poda ikcar sessdo em fine2work project - Novoficio de sess&o adicinado a fine2work pioject pal milhas 3 pode Inkiar sess3o em fine2work o
B Oshs
Google Security alert - New device signed in to fine2wor » iiag 12
Google Learn more about our updated Terms of Service - fineZworkproject@gmall gt Fob 20
Mee
Instagram New login to Instagram from Instagram on 5052D - We Noticed a N 20 - In: Feb13
pes— New login o Instagram from Chrome on Windows a3t
R Instagram Weloomel Confir your emall. - Welcome 0 Instagram, ine2work i o
@ rieawor nstsgram 2 Welcomet Confrm yous emai - Welcome to nep
(g Gl Taz: Pl g gy g i 25 Wl e S N A i e i o WM S A S s

Figure 56: Delete an e-mail
NOTE:
- This does not delete the email completely

STEP 2: In order to delete the email completely, navigate to the trash area by clicking on the “More”
option and then click on “Trash” folder

STEP 3: Select the desired email by clicking on the checkbox next to the email

STEP 4: Click the ‘Delete forever’ option.

= M Gmail Q. intrash x - o ® & @
A N WA o = =
b compose
Messages that have been in Trash more than 30 days will be automatically deleted. Empty Trash now

B Sent
B omfs B & chrystalla Thrasyve Hello - Hello FINE2WORK Project! — Kind regards, Chrystalla Thrasyvoulou ICT Instruetor Project Researcher REGISTER NOW FOR OUR KA1 COURSES ORGANISED IN 2020-2021! 3 AD, P Dim. 500 PM Py
» Important

Chats
@ '
All Mail
.

2
» @ Calegories
& Manage labels
Meet
= Startameeting

& Joinameeting

Hangouts

8 Finezw +
o FivEZWORK

Figure 57: Delete an e-mail from the ‘Trash folder’
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How to add favourites ‘Starred’ e-mails

STEP 1: Locate the email to be deleted. Click on the ‘Star icon’

STEP 2: Click on the ‘Starred’ folder to find all the favorites e-mails

= M Gmail Q searchma - ® & = @

I‘ - o- ¢ 1-80f 8 - m
O Primary A4 Sochal ¥  Promations
O nbox 7
w 1 pal.milhas j4 pode iniciar sessdo em fine2work_project - Hovo Infcio de sessi n _project pal milhas J4 pc e o ot Se nd e Jul7
L]
D o 2 Starred BRI Security alert - New device signed in to fine2workproject@gm t was | gned in o from a new vic Wi May 12
Sent
> Google Learn more about our updated Terms of Service - fine Feb 20
B omafts +
" Instagram New login 1o Instagram from Instagram on 50520 - We Not Feb 13
Instagram New login to Instagram from Chrome on Windows - We N Jan 31
o Start ameeting Instagram Welcome! Confirm your email. - ¥ agram, fin Jan 31
B Joinameeting Instagram 2 Welcome! Confirm your email. - Welcome to Instagram, fine
Hangouts Google Community Te. Finish setting up your new Google Account - Google banne sans
) FnEaw
- INE2WORK
i ‘ d’ fold i Il the f i il
.
STEP 3: Click on the ‘Starred’ folder to view all the favorites e-mails
= M Gmail Q isstared x - o ® i @
|- Compose o- ¢ e = m
Instagram ibox pal.milhas ja pode iniciar sessdo em fine2work_project - Novo inicio de sessio adicionado a fine2work_project pal milhas ja pode iniciar sessio em fine2work_project Se ndo quer 7
O nbox
* Starred
[/
© snoozed
> Sent
R ofts +

W Startameeting

B  Join a meeting

Hangouts

& EnEnw
& FINEWORK

Figure 59: Starred folder
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How to create labels

Tips:

- Gmail label helps the user to keep the inbox and e-mails organized for example if the user is a
teacher could create labels for each class ‘1% class’, 2™ class’ etc.

STEP 1: Click on the ‘Create a new label’

M Gmail Q  Searchmal - o ® = @

o- ¢ 1sate ¢ > mme 1
-+ compose
[ — [ Primary a4 Soclal @  Promations o
o Less Instagram pal.milhias j& pode iniciar sessdo em fine2work_project - Novo inicio de sessio adicionado a fine2wark_project pal milhas j& pode iniciar sessao em fine2work_project Se ndo queres que 7
» important L]
® Google ‘Security alert - New device signed in to fine2workproject@gmail com Your Google Account was just signed in te from a new Windows device. You're getting this email to make sure it was May 12
Chats
% Scheduled Google Leamn more about our updated Terms of Service - fineZworkprojecti@gmail com Updating Dur Terms of Service We're improving our Terms of Service and making them ezsier for you fo un_ Feb20
+
&= Almail Instagram New login to Instagram from Instagram on 5052D - We Noticed & New Login, fine2work_project We naticed a login from & device you dont usually use. 50520 - Instagram - Lisbon, Pertuga Fen13
0 spam Instagram New login 1o Instagram from Chrome on Windows - We Noticed a New Login, fine2work_project We naticed & login from s device you dor't usually use. Windaws - Chrome - Rigs, Latvia Ja.. Jan3t
W Trash
Instagram Welcome! Confirm your email. - Welcome to Instagram, fine2work_project First, please confirm your email address. If you're ever lacked out of your account, this will help us get you back i Jan31
» B Categories
g™ ianage labels Instagram z ‘Welcome! Confirm your emall. - Welcome 10 Instagram, fineZwor.project First, please confirm your emall address. If you're ever locked out of your account, this will help us get you back in. . Jan g
:' PR osle Community Te. Finish selting up your new Google Account - Google banner Hi Fine2wark, Welcome ta Google. Your new aceount comes with acoess to Google products, apps, and services. Here are a fe san 9

Meat
= Startameeting

B Join ameeting

Hangouts

@) rezwork - +

068 (0%) of 1568 used Terms - Privacy - Program Policias Last account activity: 2 hours 306
Manage Details

No recent chats
starta new one

Figure 60: Create a new label
STEP 2: Type the name of the label

STEP 3: Click on the ‘Create’ button

New label

Plaase enter a new label name:

[INest Iabel under:

Figure 61: Create a new label

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337

Co-funded by the
Erasmus+ Programme
of the European Union




\‘% Page |56

FINEZWORK

STEP 4: Click ‘1t class’ to view the emails which have this label

= M Gmail Q  searchma -
(m] c 1 = m
{- Compose
0 Primary 2% Social @  Promotions
3 inbox 7
% Starred Instagram pal.milhas ja pode iniciar sessao em fine2work_project - Novo inicio a7 °
© snoozed Google Security alert - \ e2work May 12
> sent X _
Google Learn more about our updated Terms of Service - fine2workproject@gmail com Updating Our We're improving our Terms of Service and making them easier for you to Feb 20
+
Instagram New login to Instagram from Instagram on 5052D - We Noticed a New Login, fine2work_project We noticed a login from a device you donit usually use. 50520 - Instagram - Lisbon, Portuga Feb13
Instagram New login to Instagram from Chrome on Windows - We No nt usually hrom; Jan31
nt Instagram Welcome! Confirm your email. - Welc ed out of y Jan31
Q@ Chats N
Instagram 2 Weicome! Confirm your email. - Welcome to Instagram, fine2wor.project First, please confirm your it of your account, this will help us g K in.
% Scheduled
Google Community Te. Finish setting up your new Google Account - Google bannier Hi Fine2work, Welcome to Google. Your new account comes with access 1o Goog 15, apps, and services. Here are a fe sno
All Mail
Meet

B Startameeting

B Join a meeting

Hangouts

®) FINEZWORK
o +

Figure 62: New label

|

Lesson Plans/Activities:
ﬁg - Lesson Plan 13
1

How to edit/remove a label:

STEP 1: Click on the ‘More’ button

STEP 2: Click on ‘Manage labels’

= M Gmail Q  searchma -
o- ¢ ot = =
I compose
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0 inbox 7
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Figure 63: Manage labels

STEP 3: You can change the settings of the label — Hide from the label list, remove or edit

Last account activity: 1 hour age
Details

= M Gmail Q v
Settings =
| compose
Genoral Labols Inbox Accounts and Import Filters and Blocked Addressos  Forwarding and POP/IMAP  Add-ens  Chat and Moot Advanced Offline  Themes
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Al Ml Scheduled show hide show if unread
@ spam Drafts show hide show if unread
B Tesh All Mail show hide
» @ Categories Spam show hide show funread
£ Manage labels
Trash show hide
+  Create new label
Categories Show in label list Show in message list
Meet
Categories show hide
W Starta mesting
Social show hide showhide
B Joina meeting
Updates show  hide show hide
Hangouts
Forums v =
®) FINEZWORK +
show hide show  hide

1stClass
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Mo recent chats
Start a new one
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Show in label list Show in message list

show hide show if unread show hide remove edit

Note: Removing a label will not remove the messages with that label
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How to move e-mails into labels

STEP 1: Click on ‘Inbox’
STEP 2: Right click from on your mouse to the desired e-mail you prefer to move into a label
STEP 3: Click on the ‘Move to’ button

STEP 4: Select the label

[y
a

Jui7

B Movetotab

Jan31

© snoozed Google e
Sent ~ Reply
> Google : ere e easier for youto u Feb20
B Dnfts & Replyall 1st Class .
®» stcla instagray. soctal work.pr ¢ Feb13

Instagran Updates

Forums
Instagran Jan31

Promotions

= Start ameeting Instagran

B Join a meeting Jan 9

Google C

Hangouts

& FINE2ZWORK
-

Q_ Find emails from Instagram

2 Open in new window . TR

Figure 65: Move e-mails into labels

How to mark an e-mail as unread:

STEP 1: Click on the ‘Inbox’ button
STEP 2: Right click from your mouse to the desired e-mail you prefer to mark as unread

STEP 3: Click on the ‘Mark as unread’

This project has been funded with support from the European Commission. This communication reflects the
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Figure 66: Mark us unread

How to snooze of an e-mail

1
T

Tips:

- Snooze an e-mail: The email will be temporarily removed from the inbox and it will return
back on the top of the inbox at the time you set it

STEP 1: Click on ‘Inbox’
STEP 2: Right click from your mouse to the desired e-mail you prefer to snooze

STEP 3: Click on ‘Snooze’
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Figure 67: Snooze of an e-mail

How to print an e-mail:

STEP 1: Click on ‘Inbox’
STEP 2: Open an e-mail

STEP 3: Click on ‘Print’

= M Gmail Q  searchma .
|_ . &« e 0§ e € [~ 1ot

ompose
O oo . pal.milhas ja pode iniciar sessao em fine2work_project nbox x
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Figure 68: Print an e-mail
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STEP 4: Select your printer

STEP 5: Click on ‘Print’

: Print 1 sheet of paper
. MG FINEZWORK Projoct <fineZworkproject@gmailcom>
™M Gmail omail : . WORK Projct <fne2workprcjoc@omaicom>
Destinatior & HP Color LaserJet M ~
pal.milhas j& pode iniciar sessao em fino2work_project
pal.milhas ja pode iniciar sesséo el i _ ages o .
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To' fine2workproject@gmail com
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Layout Fortratt .
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il it Color Color -
More settings v
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Figure 69: Print an e-mail

How to block a contact

STEP 1: Click on ‘Inbox’
STEP 2: Open an e-mail
STEP 3: Click on the three dots on the right-hand side

STEP 4: Click on the ‘Block (the name of the sender)’ option

= M Gmail Q = s o
¢ o 0o & = 0 ¢ [ ) v L .
Second email bex x ..
5 chrystallagemphasyscentre.com ‘ W .
- V ~ Rer
Hello (B
» Forward
Fi ages like this +
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pm—
.q-’\‘.[.\"'RK
Figure 70: Block a contact
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How to send a file as an attachment in an email

s Apart from simple text messages, email messages can contain image files, sound files, video
= clip files, compressed files etc. These files are known as attached files or simply as attachments.

Attached files are files are sent together with e-mail messages.
STEP 1: Click on the ‘Compose’ button to create a new email

STEP 2: Click on the ‘Attach a file’ button

Figure 71: Send an attachment

STEP 3: Navigate to the folder with the file needed to be attached

< 4 E> ThsPC > Desktop >

Organise > New folder

# Quick access
I Desitop
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4] Documents #
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DIGITALISEM ¢
FINEZWORK ¢
GOIGITAL  #
BOOSTAYOU #
TEACHERSGC #
EMPHASYS b #
SOFTSKILLSAL ¢
CHRYSTALLA #

KMuto Net 2015 v1.38 P

EducationalF +
Draft Teaching .
Final Framewar v
Social Media

118764267, ¥ ALLOCATION OF PROJECTS ALLOCATION OF PROJECTS_EXCEPTIONAL
10040 €osTS

File name: | ALLOCATION OF PROJECTS | [auFies

o~ SansSerif -

Figure 72: Locating the attachment
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STEP 4: Select the file you with to attach

STEP 5: Click the ‘Open’ button

« < 4 B> ThsPC > Desktop >

Organise > New folder

o Quack access

[ Desktop *

$ Downloads #
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Figure 73: Add an attachment in an e-mail

STEP 6: The file will be seen as an attachment at the bottom part of the e-mail

New Message

EntreComp_The Entrepreneurship_2019_EC.pdf (1,356K)

Ell:e-cambr

Figure 74: Add an attachment in an e-mail
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STEP 7: More than one file can be attached in the same email by repeating the same steps

EntreComp_The Entrepreneurship_2019_EC.pdf (1,356K)
main_idea_EntreCam_short.pdf (2,690K)

o swsseit - T- B I U &

ERl:cccamns

Figure 75: Add two attachments

How to remove a file:

STEP 1: Click on the ‘X’ icon next to the attached file in order to remove it from the attachments

EntreComp_The Entrepreneurship_2019_EC.pdf (1,356K)

main_idea_EntreCom_shart.pdf (2,690K)

W o SamsSerf - T+ B J U A- E-iS S EE W & T

ERl:cccamns

Figure 76: Remove an attachment
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How to download an attachment from an e-mail

When downloading an attachment, a user should be cautious. Emails coming from untrusted and
unknown sources should not be opened as there is a high risk of containing malicious software. Although
a lot of effort is being made by the companies offering email services to find these emails and block them,
there is always the chance of them making their way to our inbox. If such an email is received, the user
should first perform an antivirus scan before opening it or if the user is sure that this is a malicious file to
delete the email immediately with the attachment.

STEP 1: Locate and open the email with an attachment in the inbox
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5 s
». 15 chrystalla Second email - Hello @ Chry: Thrasyvou ect Researcher ICT Instructor Emphasys Centre: Education, ICT Training and Re
]
) instagram 2530 em fine2work r_project Se néo queres que
» stC
v Mo Google Security alert - New dev gned in to fine2we u o 9 May 12
Most Google Leam more about our updated Terms of Service workproject | 0 1ms of Service We're v 1 Terms of Service and mak 1 easier for y Fen20
Instagram New login to Instagram from Instagram on 50520 - We N de o uga Fob13
Instagram New login to Instagram from Chrome on Windows - We N gin, fine )i Jan 31
Google Community Te. Finish setting up your new Google Account Fine2 D3 Jan 3
fuanaod
Figure 77: Download an attachment
STEP 2: Locate the attachment at the bottom part of the e-mail
= M Gmail Q @ @ [ ]
« oo s e 0 ¢ (- 1 > m m
T p—
O meo . Third email issex L]
o chrystallagemphasyscantre. com ® somimenaE B & o
_Enlp.ha;\:_s

- swremeetng
B Joinemesting

Hangouts

& rucone
& rreznonx

Figure 78: Download an attachment
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STEP 3: Move the mouse cursor over the attachment. A down arrow (download) icon appears. Click on
the download button in order to download the file

= M Gmai Q @@ x @
F oo « B O F B 0 & B = 10 -- ™
O iebos a Third email lssax = L4
St g chorstllagemphasyscentro.com i IN o
© Snoor R teme -
> s S
B o ! .
- o —
B Joinameeting
Figure 79: Download an attachment

STEP 4: The file will automatically be downloaded to your ‘Downloads’ folder
= ] Gmail a s [CRCREN - ]
b conome « B e § @0 ¢ b= - -
O ke . Third email lnbesx & o
W Stared ? chrys?a\hn.nmvmr-ummm.m = SWPM S as) T W o
— e
B onhs -
- e -

Showal X

(&) EntreComp_The En.pdf A

Figure 80: Download an attachment
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TOPIC 3 ONLINE FILE STORAGE - GOOGLE DRIVE: OVERVIEW
e n0npnpo0n»nG S _—_-.__o_-_e.

The main goal of this topic is to provide the main features of ‘Google Drive’ including
Google Docs, Google Sheets, Google Slides and Google Forms.

AR

~ » Linked to ‘Entrepreneurial Competences’
- = - QOrganisational Skills: Are the abilities that allows you to stay focused on different tasks, and
< ™ use your time effectively and efficiently in order to accomplish the expected result.

- Time Management: Is the process of organizing and planning daily tasks

- Problem solving skills: Help you determine the source of a problem and find an effective solution.

This project has been funded with support from the European Commission. This communication reflects the
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3.1. Definition

Online file storage also called ‘cloud storage’ or ‘Internet storage’ is a place where a user can store
E g electronic data with a third-party service such as Google Drive, Dropbox etc. It is another option to
traditional local storage such as tape drives, portable storage etc.

A user can also upload/modify and share documents, presentations, spreadsheets, images, audio, videos
etc. with others.

First of all, in order to use Google Drive, you will need a Google Account. Google Drive is a free online data
storage service offered by Google. It allows you to keep all your work in one place in different file formats
and access your files anywhere from any device. With a Google account, a user can sync documents,
photos etc. from the computer, tablet or mobile devices. It offers 15GB of free storage and this amount is
spread across the Google Drive, Gmail and Google Photos. Users can pay £1.59/month for 100GB to
£239.99/month for 30TB.

1,
N

Tips:
- You can access the Google Drive from the desktop computer, mobile application (iOS and
Android)

This project has been funded with support from the European Commission. This communication reflects the
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3.2. Features of Google Drive and applications

Google Drive is used to store files and sync them to the computer. A user can use Google Drive to upload
files/documents and edit them online. Google Drive can be installed on the computer to sync files
automatically to the cloud.

Google Drive offers cloud-based applications (Google Docs, Sheets, Slides and Forms) that help users to
create and share content with team enable teamwork to cooperate effectively in real-time.

Google applications:

1. Google Docs (Word Processing): Is an online word processor that provides users with a real-time
collaboration to create, share with teammates or individuals.

2. Google Sheets (Spreadsheets): Is an online spreadsheet application and enables users to create,
edit and collaborate with others their spreadsheets

3. Google Slides (Presentation): Is an online presentation application that allows users to create and
format presentations and work with other people or individual

4. Google Forms: Is an online application that allows users to create online surveys, evaluation forms
and quizzes and share them with other people or teams.

Google Drive’s main features:

1. Real-time synchronization

2. Work with iOS and Android

3. Integrated with external applications such as QR
Code, mind map etc.

4. Allows to store documents up to 1.02 million
characters, spreadsheets up to 5 million characters,
presentations up to 100 MB and Google Sites up to
20000,000 characters per page

Google Drive has various buttons and menus that helps users to navigate easier and faster such as:

Press C: Create a new folder or file

Press F: Use this button to take actions on the currently displayed folder
Press V: Switch between displaying items as a list or a grid

Press D: Expand or collapse the details pane

Press T: Change the Google Drive settings or to press the Help button

Press Z (when a user has selected a file or folder): Move items to a folder
Press # (when a user has selected a file or folder): To move an item to Trash

NouhkwnNpR

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337

Co-funded by the
Erasmus+ Programme
of the European Union




\‘% Page |70

FINEZWORK

3.3. Google Drive log-in and navigation

How to log-in into Google Drive

STEP 1: Log in to your Google account*
STEP 2: Click ‘Sign in’
STEP 3: Fill in your e-mail and password

STEP 4: Click ‘Next’

(-

Google

Hi Chrystalla

@) chrystallaa th@gmail.com ~

Figure 81: Log in to your Google account
*NOTE: If you do not have a Google account, see Topic 2
STEP 5: Click on the top right-hand side the square with dots

STEP 6: Click ‘Google Drive’

This project has been funded with support from the European Commission. This communication reflects the
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Figure 82: Google Drive
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How to navigate into Google Drive

Nriye Q, Search in Drive 1 1 -
My Drive
Files Name T
3 My Drive 0

T  I—

— Getti started
&=  Storage = etting starte

0 bytes of 15 GB used

Buy storage

Figure 83: Google Drive navigation

1. My Drive is the Google Drive homepage where files and folders are stored and you can only see
your files and folders

New is the button which users can create and organise files and folders

Shared with me is where files and folders that others have shared with you are presented
Recent is where your recently edited files and folders

Starred is where you can save your ‘favorites’ files or folders that you want to access easily
Trash is where you can temporarily move files you don’t need any more permanently delete
them

7. Help button where you can ask for help

8. Settings button can change the settings of Google Drive such as notifications, language etc.
9. Google Apps: Navigate through the Google Apps

10. Profile where you can manage your profile

11. Search box where you can type and search into the Google Drive

ok wNnN
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3.4. Manage files and folders

How to create folders into Google Drive

STEP 1: Click on the ‘New’ button

STEP 2: Click on the ‘Folder’ option

L Drive Q Search in Drive - @ @ i e
3~ E 0 @
| 9 Folder
Name 4
File upload o
Folder upload -h -
W Syc seervisssly
B Google Docs > | - el pepen +
Google Sheets >
[ Google Slides > |
B Google Forms > h
More b4 etting started

0 bytes of 15 GB used

Buy storage

Figure 84: Create folders
STEP 3: Rename the folder

STEP 4: Click on the ‘Create’ button

New folder

CREATE

Figure 85: Create folders
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views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337

Co-funded by the
Erasmus+ Programme
of the European Union




w Page |74

FINEZWORK

NOTE:
Second option how to create folders
STEP 5: Right click to the Google Drive homepage

STEP 6: Click on the ‘New Folder’ option

L Drive Q,  searchinDrive . ® ® -
My Drive
4 New Y - B O .
Fil . R
» B myDrive s e °
2, Shared with me b n B -
e Sync seamiessiy
@ Recent e 3 T .
ﬁ Starred
[ Trash Accaes sy Sty

Erasmus+ Programme
of the European Union

[ Getting started

Storage
[3 New folder
0 bytes of 15 GB used

Upload files
Buy storage

Upload folder

B Google Docs >

Google Sheets >

[ Google Slides >

B Google Forms >
More >

Figure 86: Create folders

STEP 7: Rename the folder

STEP 8: Click ‘Create’

New folder

7

Figure 87: Create folders
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- Tips:
9 - Users can create folders to organize their files
~ » Linked to ‘Entrepreneurial Competences’
- = - QOrganisational skills: Are abilities to help you stay focused to your goal or vision and use your
< ™ time effectively and efficiently.

- Problem solving skills: Help you determine the source of a problem and find an effective
solution.
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How to upload files or folders into Google Drive

STEP 1: Click on the ‘New’ button

STEP 2: Click on the ‘File upload’ option

LDIiVB Q search in Drive v ® B 1 o

- B O
[3  Folder
Name T

File upload e
=~ -
B Google Docs > *
Google Sheets >

Google Slides >
B Google Forms > +

More > etting started

0 bytes of 15 GB used

Buy storage

Figure 88: Upload files

STEP 3: Select the file you want to upload into the Google Drive

STEP 4: Click on ‘Open’

1 B> ThisPC > Desktop v o Search Deskiop % @ ncoonito
Organize > New folder I 7 ) o o
3 Quick access

I Desktop » - B

¥ Downloads }\ -

& Documents  # - N

ame
&= Pictures * PoF VR = (/]
A2

[« Chrystalla Emphasys Centre
Emphasys Centre

+
TPM4 online . @
@ Onenive anvse
= This o '
@ Network »
& & & &

Emphasys Server Microsoft Teams Slack g v
File name: | 571592903f7370610¢642102 Al Files 4 v
-
—

Figure 89: Upload files
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STEP 5: Once the file is upload on the Google Drive, you can see the file into the Google Drive homepage

L Drive Q  Searchin Drive - o ® En o
Fotew My Drive H ®
b [2]  MyoDrive Hame T o
2. Shared withme et s =1~} j — |
®  Recem — . ‘.e R +
¢  stared
[ Trash
B Storage M 5f159a903f7370610c6. D Getting started
54.4 KB of 15 GB used
Buy storage
P 51159a00317370610c642102 Jfif []
Figure 90: Upload files
NOTE:
On the bottom right-hand side, you can see a pop-up window which
& Y pop-up 1 upload complete v X

is a ‘Progress Window’ that let the user know when the file or folder
is uploaded into the Google Drive. Once the file is uploaded, a green  ®  st150a00317370610c642102 jfif ()
tick button will appear on the screen.
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STEP 6: Click on the ‘New’ button

STEP 7: Click on ‘Folder upload’

L Drive Q

Search in Drive

[3  Folder

E
B Googltvees o
Google Sheets >
Google Slides ;
B Google Forms -
More > etting started

0 bytes of 15 GB used

Buy storage

Figure 91: Upload folders

STEP 8: Select the file you want to upload into the Google Drive

STEP 9: Click on ‘Open’

Page |78

@ Select Folder to Upload
1 A > ThisPC > Desklop >
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¥ Network
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Figure 92: Upload folders
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STEP 10: Once the folder is uploaded on the Google Drive, you will be able to see the file into the Google
Drive homepage

& Drive Q arch in Dr - ® @ s# @

1 upload complete v X
FINE2WORK

Figure 93: Upload folders

How to manage files and folders: Rename a document/folder

STEP 1: Log in to the Google Drive

STEP 2: Find the file you want to rename
STEP 4: Right click on the document
STEP 5: Click on ‘Rename’

& orive =b e = o6 @ @
F e My Drive B @ p

(D Trash has changed. ttems will be automatically deleted forever after theyve been in your trash for 30 days. Learn more b

[0 Make s copy

(@ Report abus
0

Dow

@ Remove

B cemq W1 Notahelful suggestio

Figure 94: Rename documents
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STEP 6: Rename your document

STEP 7: Click ‘OK’

Figure 95: Rename documents

Q Tips:
- The same steps apply to rename folders

How to manage files and folders: Open a file

STEP 1: Log in to the Google Drive
STEP 2: Find the file you want to Open

STEP 3: Double click the file to Open

CITe
. [
hE

Sync seamlessly

fi ur Mac or PC

desktop app.
Irive

Store safely

Add any file you want to keep Get files f

safe with the @) button: photos,
documents, and everything else

Doy

Share easily

Access anywhere
Every file in Drive becomes

devices —automatically. are kept private by default.

EXTEEEW e
Figure 96: Open files
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OR

STEP 4: Find the file you want to Open
STEP 5: Right click on the File
STEP 6: Click on ‘Preview’

& o & =@

Fow @ & ® W i B O m

o)

= °

Figure 97: Open files
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How to manage files and folders: Open a Folder

STEP 1: Log in to the Google Drive
STEP 2: Find the folder you want to Open

STEP 3: Double click the folder to Open

& Drive Q . @& @@

F oo My Drive > FINEZWORK B ©

@ rosen m

[ HewMicrosoft word Docu

Figure 98: Open folders

How to manage files and folders: Move a Document or Folder into Folders

STEP 1: Log in to the Google Drive
STEP 2: Find the document you want to Move
STEP 3: Right click on the document

STEP 4: Click ‘Move to’

& Drive Q Searchir - o & =@
‘_ New My Drive o & ©® 0 H B 0 ™

v @ myome

2, shared with me

B % ©

Figure 99: Move documents
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STEP 5: Select the folder you want to move the document

‘ Drive Q. searchin Drive - ©® #
b My Drive ®w & @@ i B 0 @
-_——
» My D
[ New Microsoft Word Document.d
&, shared You g v ©
®  Recent
& ) Fold I .
+
T e [OgET— | e
= s il
B  — |

« My Drive

B FINEZWORK

™ Project

Figure 100: Move documents

i,
T

Tips:
- The same steps apply to move folders into folders

How to manage files and folders: Share a file or folder

STEP 1: Log in to the Google Drive
STEP 2: Find the document you want to Share
STEP 3: Right click on the document

STEP 4: Click ‘Share’
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Figure 101: Share documents

STEP 5: Add people (e-mails) or groups to share with them the document

© cetlink

Restricted Only people added can open with this link
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Editor =

[0 New Microsoft Word Document.docx

Figure 102: Share documents

STEP 6: Select if the person will be a ‘Viewer’, ‘Commenter’ or ‘Editor’

° Share with people and groups

&) chrystallaa.th@gmail.com %

B notity people
= Viewer

Message

Commenter

+  Editor

Figure 103: Share documents (Viewer, Commenter, Editor)
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Definition:

i
)

— - Viewer: The person who can view documents and files, download documents or files and make a copy
of documents or files

- Commenter: The person who can comment on documents, view documents or files, download
documents or files and make a copy of documents or files

- Editor: The person who has the editor rights can edit Google Documents, Spreadsheets, Presentations
etc. or folders, invite or remove other collaborators, download documents or files, make a copy of
documents or files, upload and delete other files or folders, add and remove items from a folder.

STEP 7: Click on ‘Send’

° Share with people and groups

&) chrystallaa.th@gmail com X

[0 New Microsoft Word Document docx

Figure 104: Share documents (Viewer, Commenter, Editor)

OR

STEP 1: Log in to the Google Drive
STEP 2: Find the document you want to Share
STEP 3: Right click on the document

STEP 4: Click on ‘Share’
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Figure 105: Share documents

STEP 4: Share the link with the people or groups you want to share the document

STEP 5: Click on ‘Change to anyone with the link’

9 Share with people and groups

add peaple and groups

FINEZWORK Project (you)

kproject@gmail.com

Getlink

Restricted dde apen with this link
Change to

Figure 106: Share documents

STEP 7: Select if the person will be a ‘Viewer’, ‘Commenter’ or ‘Editor’
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ﬁ{’? Share with people and groups

N

© ocetlink
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A the int

®
v Viewer
Commenter

Editor

Figure 107: Share documents

STEP 8: Click on ‘Copy link’. Once you click on ‘Copy link’ you can send it to anyone you want to be a
‘Viewer, Editor or Commenter’

Share with people and groups

No one has been added yet

© cetiink

https://drive. google.com/file/d/ 1 fhiyJxpy_IIDGNRIDOV1TINQSAZFSBT/v

Anyone with the link =
A on the intemet with this link can

®

Figure 108: Share documents
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STEP 9: Click on ‘Done’

Share with people and groups

een added yet

© cetiink

https://drive. google.com/file/d/ 1 fhiyJxpy_IIDGNRIDOVITINQSAZFSB7/v

®

Anyone with the link =
Anyone on the intemet with t

Figure 109: Share documents

i,
N

Tips:
- The same steps apply to share folders

0
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How to manage files and folders: Download documents/folders

STEP 1: Log in to the Google Drive

STEP 2: Find the document you want to download
STEP 3: Right click on the document

STEP 4: Click on ‘Download’

LDrwe Q  sea - (O] H G

b onew My Drive B @ B

(D Trash has changed. tems will be automatically deleted forever after theyve been in your trash for 30 days. Learn more b

®

My Drive

Shared with me Guick Access L]

2 % @

] Moveto

D i sions
Make a ¥
[ remeve
B ceting started

&1 ot a helpful suggestion

Figure 110: Download documents
STEP 1: Log in to the Google Drive
STEP 2: Find the folder you want to download
STEP 3: Right click on the folder

STEP 4: Click on ‘Download’

This project has been funded with support from the European Commission. This communication reflects the
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Figure 111: Download folders
AL Tips:

- Users can find their downloaded documents and folders locally to their computer into the
‘Downloads’ folder

This project has been funded with support from the European Commission. This communication reflects the
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How to manage files and folders: Add files or folders to Starred (favourites)
STEP 1: Log in to the Google Drive
STEP 2: Find the document you want to mark as a Starred (favourites)
STEP 3: Right click on the document
STEP 4: Click on ‘Add to Starred’
L Drive Q @ & e
}- New My Drive B C') E
VB o (D Trash has changed. tems will be automatically deleted forever after theyve been in your trash for 30 days. Learn more x
&, shared 3 Quick Acces [}
- BB
Tr Stame [cmm |

2+ share
e Getlink

[ Showfile location

&, Dovnioad

0]
L U

Remave

& cetting started Not a helpful suggestion

Figure 112: Add to starred (favorites)

STEP 5: Click on ‘Starred’ folder (left-hand side) and you will see the documents mark as starred

& orive Q sea . @& # @
Starred BE 0 g

Files

Foew
v (@) myDrve

Figure 113: Add to starred (favorites)
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How to manage files and folders: Remove files or folders from Starred (favourites)

STEP 1: Log in to the Google Drive

STEP 2: Click on ‘Starred’ folder

& orive Q o s @@
Foew Starred BE 0 g
]
Figure 114: Remove from starred (favorites)
STEP 3: Right click on the document
STEP 4: Click on ‘Remove from Starred’
& orive Q & @@
o Starred w & ® @O <] o
& [
®
-
) [ rowmi P
— @
IF) Makeacopy
[
Figure 115: Remove from starred (favorites)
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How to manage files and folders: Make a copy (documents)
STEP 1: Log in to the Google Drive
STEP 2: Find the document you want to duplicate
STEP 3: Right click on the document
STEP 4: Click on ‘Make a copy’
L Drive Q arch in - @ @ Ht e
b new My Drive - BE QO B
A e (@) Trash has changed. items will be automatically deleted forever after they ve been in your trash for 30 days. Learn more b4
O3 Shared with me Quick Access o
@ Recent -
M mash «I»  Openwith -
= O Newmicrod o4 Snare
2 | D Getlink
[ showfile location
s (& Add shorteut to Drive @ teme
W Amewe B VOO
T AddtoStarred
£ Rename
[

Make a copy

&, Download

M Remove
&1 Not s helpful suggestion
& cetings

Figure 116: Remove from starred (favorites)

STEP 5: This is the copied document. Google Drive renames the document automatically into the ‘Copy

of...”
& orive Q Searchint - s @@
My Drive ~ o & @ B G
F o oew ¥ o ©@ B
. (@ Trash has changed. Items will be automatically deleted forever after they've been In your trash for 30 days. Learn more x
» [ myorive
28 Shased with me Guick Access ®
@ necent
S W B!
@ e ]
= [ Mew Wicrasoft word Document. doc @ Geting started
Buy st i Hai ™
B FiNEzWORK B P

B  copy of New Microsoft wor. B  ocetingstanted

Figure 117: Make a copy (document)
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How to manage files and folders: Remove a document/folder

STEP 1: Log in to the Google Drive
STEP 2: Find the document you want to remove
STEP 3: Right click on the document

STEP 4: Click on ‘Remove’

& orive Q Q® G
My Drriv T @
}_ e ly Drive B 0 B
(D Trash has changed. tems will be automatically deleted forever after they ve been in your trash for 30 days. Learn more o

Figure 118: Remove a document
STEP 5: To remove folders, right click into the folder you want to remove
STEP 6: Right click on the folder

STEP 7: Click on ‘Remove’
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Figure 119: Remove a folder

How to manage files and folders: Change colour to folders

STEP 1: Log in to the Google Drive

STEP 2: Find the folder you want to change the colour
STEP 3: Right click on the folder

STEP 4: Click on ‘Change colour’

& orive Q SearchinD ) - s @ @

> Open with

My Drive ~ e 2 i : B B
b new ¥ 2+ share 0] 0] )
e Gatlink .
o (D) Trash has changed they've been in your trash for 30 days. Learn more b4
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Figure 120: Change folders’ colour
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STEP 5: You can choose the colour you prefer

& orive Q searchinD . o8 @ @

F e My Drive - o 2 W : B @ @
N (@) Trash has changed. items will be automatically deleted forever after they ve been in your trash for 30 days. Learn more b3

2 shared with me Guick Access o
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B Folders " T
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Figure 121: Change folders’ colour
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3.5. Google Docs (Word Processing) Introduction

Google Docs (Word Processing): Is an online word processor that provides a user with a real-time
!if g collaboration to create, share with teammates or individuals. A user can also upload/modify and share
documents, presentations, spreadsheets, images, audio, videos etc. with others.

Google Docs

Google Docs works like Microsoft Word and the figure below shows how they work together. Microsoft
Word is the most common Word processing application but Google Docs offers more benefits to users.

Works with Word

The main advantages of Google Docs are:

1. Collaboration and real time synchronization: Users can work together on the same document.
Its time saving and you avoid miss-communication and miss-understandings between the
Microsoft Word documents.

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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2. History tracking: Users can track document changes automatically and restore the document to
previous versions.

3. Track changes: Users can easily provide any feedback or comments to others.

4. Auto saving: The documents are automatically saved in the Google Drive

5. Work from anywhere: Users can open their documents/folders from anywhere and work on their
phones/tablets/computers etc remotely.

0= Tips:
- All you need for Google Docs is a Google account (*NOTE: If you do not have a Google Account,

See Topic 2)
- You can download the application of ‘Google Docs’ from any Android or iOS phone/tablet.

This project has been funded with support from the European Commission. This communication reflects the
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3.6. Google Docs (Word Processing) features
How to start with Google Docs (Word Processing):
STEP 1: Log in to your Google account
STEP 2: Click on ‘Docs’
omat a1 ()
& * O
o]
Google
()

Figure 122: Google Docs

Figure 122 illustrates the home page of Google Docs. Google Docs offers users the opportunity to create

their own blank document or any pre-sized template such as Resume, Letter, Project Proposal, Brochure,
Report etc.

For more templates users need to click on ‘Templates Gallery’ (Figure 123).

Under the options of blank document and templates, users can see the recent documents created in
Google Docs.

sz

Q" Tips:
- Users can use the Resume template to develop their CV/Resume.

This project has been funded with support from the European Commission. This communication reflects the
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Figure 122: Google Docs Home Page
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Figure 123: Google Docs — Templates Gallery
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How to use a blank Google document:
STEP 1: Log in to your Google account
STEP 2: Click on ‘Docs’
STEP 3: Click on ‘Blank’
= b Docs Q b °
N
Ny r -
STEP 3
4B
Recent documents. Owned by anyone ~ B Az O
B o o s e s =3 e
oo B AP0 - Nomallet v Al - - + BIUASL wil@- ESEE152 E-E-EE X & Eaitng -~ B
/]

Figure 124: Google Docs — Blank Document
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How to edit blank documents: Rename a Google document

STEP 1: Log in to your Google account
STEP 2: Click on ‘Docs’
STEP 3: Click on ‘Blank’

STEP 4: Firstly, you need to rename your document to keep your files organized. Click on ‘Untitled
document’ and give an appropriate name for your document

Ma'\a'sHor“ewDrkF - ol
@A R 0N Mmiet + M@ - -1 + BZUAGS wE@- ETTSE E-E-EE X s - A o
o

Figure 125: Google Docs — Rename a document

How to edit blank documents: Starred a Google document

STEP 1: Log in to your Google account
STEP 2: Click on ‘Docs’

STEP 3: Click on ‘Blank’

STEP 4: Click into your Google document

STEP 5: Click on the ‘Star icon’ next to the documents’ name and you can mark the document as
favourites

This project has been funded with support from the European Commission. This communication reflects the
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Figure 126: Google Docs — Starred a document

How to edit blank documents: Move a Google to a different folder

STEP 1: Log in to your Google account
STEP 2: Click on ‘Docs’

STEP 3: Click on ‘Blank’

STEP 4: Click into your Google document

STEP 5: Next to the star icon, click into the ‘Move’ button

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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Figure 127: Google Docs — Move a document
How to edit blank documents: Insert text
STEP 1: Log in to your Google account
STEP 2: Click on ‘Docs’
STEP 3: Click on ‘Blank’
STEP 4: Click into the blank document
STEP 5: Start type anything you want
B e s s = =10
nn®A T . wmm o ww -0 B YAs wEQ EEIE G E--EE % P .
L]

- Hello FINE2WORK team!

Figure 128: Google Docs — Insert text into documents
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How to edit blank documents: Edit text

STEP 1: Log in to your Google account
STEP 2: Click on ‘Docs’
STEP 3: Click on the document you want to edit

STEP 4: Click on ‘File’

g omework ¥ [ & a m o
— fiew Insert Format Tools Addons Help
g - M + BIUAS wER@- E=E=E12 E-E-EE X & Editng RN
New
ope
Make a copy ©

D Mave
&, Add shortcut to Drive

B Moveto trash

Publish to the web

Document detalls

Figure 129: Google Docs — Edit documents (File tab)

NOTE:
The ‘File’ tab contains various items that you may want to apply into a document:
- Create new document and open a new document
- Make a copy
- Send the existing document as an attachment in an email
- Download the document
- History tracking
- Make a copy
- Move
- Move to trash
- Change language
- Print
This project has been funded with support from the European Commission. This communication reflects the

views only of the author, and the Commission cannot be held responsible for any use which may be made of
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- Tips:
- The ‘File tab” works the same for Google Docs, Google Sheets and Google Slides.
How to edit blank documents: Edit text
STEP 1: Log in to your Google account
STEP 2: Click on ‘Docs’
STEP 3: Click on the document you want to edit
STEP 4: Click on ‘Insert’
M o =3 6
o
H tal | (]

Hella FINEZWORK team!

Figure 130: Google Docs — Edit documents (Insert tab)

NOTE:

The ‘Insert’ tab contains various items that you may want to insert into a document:
- Insert Images, Table, Drawing, Chart

- Insert special characters and equation

- Insert header and footer

- Insert page numbers and breaks

- Insert link

- Insert comment

- Insert table of contents

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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How to edit blank documents: Edit text

STEP 1: Log in to your Google account
STEP 2: Click on ‘Docs’
STEP 3: Click on the document you want to edit

STEP 4: Click on ‘Format’

. a (B3 0
~® A P 00N - o 1 + BIUA ¢ ]+ EEEE I IE~-E-EE X 2 i v| a o)
:

o

Hello FINE2WORK team

Figure 131: Google Docs — Edit documents (Format tab)
NOTE:
The ‘Format’ tab contains various items that you may want to apply into a document:
- Format text: Bold, Italic, Underline, Strikethrough, Superscript, Subscript
- Format paragraphs and styles: Borders and shading, Heading styles
- Align and indent
- Format columns
- Add bullets and numbering
- Format header and footer
- Format page numbers
- Format tables and images

- Format tables and images

A

Tips:
- The ‘Format tab’ has the same items with the buttons in the ribbon (Figure 122). Users can edit
the format of text using the ribbon.

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
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Figure 132: Google Docs — Edit documents (Format tab — Ribbon)
How to edit blank documents: Edit text
STEP 1: Log in to your Google account
STEP 2: Click on ‘Docs’
STEP 3: Click on the document you want to edit
STEP 4: Click on ‘Tools’
By e oo L
B A P00 - o # @@ SETE|IE E-E-EE X sEim - Ao
ot )
e N Citations @
B Explore ClrlsAltsShifts)  ZYWORK team!

Translate document

& Voice typing
<» Script editor

Preferences

¥ Accessibility settings

Figure 133: Google Docs — Edit documents (Tools tab)
NOTE:
The ‘Tools’ tab contains various items that you may want to apply into a document:
- Check spelling and grammar
- Check the word count
- Compare documents
- Add citations

- Search dictionary

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
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- Translate document
- Use voice typing

- Turn on accessibility settings

How to edit blank documents: Edit text

STEP 1: Log in to your Google account
STEP 2: Click on ‘Docs’
STEP 3: Click on the document you want to edit

STEP 4: Click on ‘Help’

File Edit View Inserl Format Tools Add-ons Help

E Maria's Homework ¥ B & =] m e
& o 2~ E-E~EE X Editing

=
a
(3]
"
il
il
]
i
iii
iii
liil
liil
#
Y

-~ AP

R -

IEZWORK team!
Help Docs improve

Report abuse/copyright
Privacy Policy

rms of Service

B Keyboard shortcuts

Figure 134: Google Docs — Edit documents (Help tab)
NOTE:
The ‘Help tab contains various items that you may want to apply into a document:
- Get help for Docs
- Check for any updates

- Check for keyboard shortcuts

How to share Google Documents:

STEP 1: Log in to your Google account
STEP 2: Click on ‘Docs’
STEP 3: Click on the document you want to edit

STEP 4: Click on ‘Share’

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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o Share with people and groups

FINE2WORK Project (you)

) Get link

Restricted Only pe

Figure 135: Google Docs — Share documents
NOTE:

Users can share the document with people and groups by sending them an invitation email address or
they can send them the sharable link to give them the appropriate rights, such as ‘Viewer, Editor,
Commentor’.

(- Tips:
- ‘Share button’ works the same for Google Docs, Google Sheets and Google Slides (See Topic 2 for
more details).

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
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3.7. Google Sheets (Spreadsheets) Introduction

Google Sheets (Spreadsheets): Is an online spreadsheet application that enables users to create, edit
!\E g and collaborate with others their spreadsheets

_—

=2

Google Sheets

Google Sheets works as Microsoft Excel which is the most common spreadsheet application. Figure below
illustrates how Google Sheets works with Excel.

Works with Excel

S

Tips:
- All you need for Google Sheets is a Google account
- You can download the application of ‘Google Sheets’ from any Android or iOS phone/tablet.

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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3.8. Google Sheets (Spreadsheets) features

How to start with Google Sheets (Spreadsheets):

STEP 1: Log in to your Google account

STEP 2: Click on ‘Sheets’

Figure 136: Google Sheets

Figure 137 represents the home page of Google Sheets which offers users the opportunity to create their
own spreadsheets or use any pre-sized templates such as to-do list, annual/monthly budget, schedule,
calendar etc.

For more templates users need to click on ‘Templates Gallery’ (Figure 138).

Under the options of blank spreadsheet and templates, users can see the recent documents used by
Google Sheets.

(- Tips:
- Users can create a to-do list in spreadsheet to organise themselves during the day/week/month
or a calendar to organise meetings/appointments etc.

This project has been funded with support from the European Commission. This communication reflects the
Co-funded by the views only of the author, and the Commission cannot be held responsible for any use which may be made of
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Figure 137: Google Sheets Home Page
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Figure 138: Google Sheets — Templates Gallery
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How to use a blank Google Spreadsheet:

STEP 1: Log in to your Google account
STEP 2: Click on ‘Sheets’

STEP 3: Click on ‘Blank’

= Sheets Q search # @

ot a new spreadNget

Template gallery 3

To-do list Annual budget Monthly budget 2020 Calendar 2019 Calendar

STEP 3

Today' Owned by anyone v Last opened by me H Az O

New Spreadsheets

New Spreadshest ¥ 0 & .
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Figure 139: Google Sheets — Blank Spreadsheet
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How to edit a blank spreadsheet: Rename a Google Spreadsheet

STEP 1: Log in to your Google account
STEP 2: Click on ‘Sheets’
STEP 3: Click on ‘Blank’

STEP 4: Firstly, you need to rename your document to keep your files organized. Click on ‘Untitled
document’ to rename the document

New Spreadsheet h m

& . 9 00 123- Oetwn(ui. e 0 - B I & A % H E-blelb-w- o @@ Y -3 ~ D

Figure 140: Google Sheets — Rename a spreadsheet

S

Tips:
9 - The procedure to rename a Google Sheet is the same as Google Docs and Google Presentation

How to edit a blank spreadsheet: Starred a Google spreadsheet

STEP 1: Log in to your Google account
STEP 2: Click on ‘Sheets’

STEP 3: Click on ‘Blank’

STEP 4: Click into your Google spreadsheet

STEP 5: Click on the ‘Star icon’ next to the spreadsheets’ name to add the spreadsheet to your favorites

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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Figure 141: Google Sheets — Starred a spreadsheet

How to edit blank a spreadsheet: Move a Google Spreadsheet to a different folder

STEP 1: Log in to your Google account
STEP 2: Click on ‘Sheets’
STEP 3: Click into your Google spreadsheet

STEP 4: Next to the star icon, click into the ‘Move’ button

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
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Figure 142: Google Sheets — Move a spreadsheet
How to edit a blank spreadsheet: Insert text
STEP 1: Log in to your Google account
STEP 2: Click on ‘Sheets’
STEP 3: Click on ‘New Spreadsheet’
STEP 4: Click into cells
STEP 5: Start typing anything you want
e o e e v = 3 0
- @ P 00 . g 0 09123 Defwmiui.- W - B I &5 A % H E.i-|3-%- coPE TV -E- ~ B
Cells @
Figure 143: Google Sheets — Insert text into a spreadsheet
NOTE:

Users can preview the content of the cells in the formula bat (Figure 144).
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views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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Figure 144: Google Sheets — Insert text into a spreadsheet

How to edit a blank spreadsheet: Edit text

STEP 1: Log in to your Google account
STEP 2: Click on ‘Sheets’

STEP 3: Click on ‘New Spreadsheet’
STEP 4: Click on ‘File’

& N Phgdsheet  #r =
w Insert Formal Data Tools Add-ons Help L was 2 minutes ag
o 09 123+ Deaigai.~ 1 « B I S A % @

H
New

[He  open

Lol w- 0BEY-E

Email
Download
Make available offline

version history

Rename

& Move

Figure 144: Google Sheets — Edit spreadsheets (File tab)

NOTE:

The ‘File’ tab contains various items that you may want to apply into a document:

- Create a new spreadsheet or open a new spreadsheet
- Make a copy

- Email the existing spreadsheet as an attachment

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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- Download the spreadsheet
- History tracking
- Move to trash
- Change language
- Print

1z

- Tips:
9 - The ‘File tab’ works the same for Google Docs, Google Sheets and Google Slides

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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How to edit a blank spreadsheet: Edit text

STEP 1: Log in to your Google account
STEP 2: Click on ‘Sheets’
STEP 3: Click on ‘New Spreadsheet’
STEP 4: Click on ‘Insert’
B o 23 0

B I s A «H EvleldrWr co @@ 7 ~3 | @

Row below

Halla 1 Column left
Column right 1]

Figure 145: Google Sheets — Edit spreadsheets (Insert tab)

NOTE:

The ‘Insert’ tab contains various items that you may want to apply into a document - Insert rows above
and below

- Insert columns left and right

- Insert cells and shift down and right
- Insert chart, image, drawing,

- Insert function

- Insert link

- Insert comment

- Insert new sheet

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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How to edit a blank spreadsheet: Edit text

STEP 1: Log in to your Google account
STEP 2: Click on ‘Sheets’
STEP 3: Click on ‘New Spreadsheet’

STEP 4: Click on ‘Format’

o &3 o

Figure 146: Google Sheets — Edit spreadsheets (Format tab)
NOTE:
The ‘Format tab contains various items that you may want to apply into a document:
- Format number
- Format text: Bold, Italic, Underline, Strikethrough, Font Size
- Align
- Text wrapping
- Text rotation
- Alternating colours

1z

- Tips:
- The format tab has the same items with the buttons in the ribbon (Figure 137). Users can edit the
format of text using the ribbon.

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
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Figure 147: Google Sheets — Edit spreadsheets (Format tab — Ribbon)
How to edit a blank spreadsheet: Edit text
STEP 1: Log in to your Google account
STEP 2: Click on ‘Sheets’
STEP 3: Click on ‘New Spreadsheet’
STEP 4: Click on ‘Data’

e , ;30
-*;-_Ea'ﬁ B IS A %H SErl-jp-Y- w@EH T~ I- A B
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Figure 148: Google Sheets — Edit spreadsheets (Data tab)
NOTE:

The ‘Data’ tab contains various items that you may want to apply into a document:
- Sort sheet

- Create filter

- Filter views
- Group
This project has been funded with support from the European Commission. This communication reflects the
S Co-funded by the views only of the author, and the Commission cannot be held responsible for any use which may be made of
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0 Tips:
- The ‘Data’ tab is only available for Google Sheets as is the only Google features where users can
edit and format data in tables/cells/columns or rows.

How to edit a blank spreadsheet: Edit text

STEP 1: Log in to your Google account
STEP 2: Click on ‘Sheets’
STEP 3: Click on ‘New Spreadsheet’

STEP 4: Click on ‘Tools’

B e oy 30
- & T . 0, lE 3 for - BIGA B E-l-|¢-%s co @@ 7~ X B
[ieiis ] < S

® Haco o
Figure 149: Google Sheets — Edit spreadsheets (Tools tab)
NOTE:

The ‘Tools tab contains various items that you may want to apply into a document:
- Create a form (see next section)
- Check spelling

- Turn on accessibility settings

This project has been funded with support from the European Commission. This communication reflects the
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How to edit a blank spreadsheet: Edit text

STEP 1: Log in to your Google account
STEP 2: Click on ‘Sheets’
STEP 3: Click on ‘New Spreadsheet’

STEP 4: Click on ‘Help’

B e o =30
-~ ~E T | E-l-lp-v- o EET-E- ~ B
Hella 1 ,‘6:‘“_,
. L]
Figure 150: Google Sheets — Edit spreadsheets (Help tab)
NOTE:

The ‘Help tab contains various items that you may want to apply into a document:
- Get help for Sheets

- Check for any updates

- Check for keyboard shortcuts

1z

- Tips:
9 - The ‘Help’ tab works the same as all the Google Features (Google Docs/Sheets/Slides).

How to share Google Sheets:

STEP 1: Log in to your Google account
STEP 2: Click on ‘Sheets’

STEP 3: Click on ‘New Spreadsheet’

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
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STEP 4: Click on ‘Share’

9 Share with people and groups

FINE2WORK Project (you)

2 Getlink

Restricted Only people added can open with this link

Figure 151: Google Sheets — Share spreadsheets

NOTE:

Users can share the spreadsheet with people and groups by sending them an invitation email address or
they can send them a sharable link to give them the appropriate rights, such as ‘Viewer, Editor,
Commentor’.

1z

- Tips:
- ‘Share button’ works the same for Google Docs, Google Sheets and Google Slides (See Topic 2 for
more details).

This project has been funded with support from the European Commission. This communication reflects the
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3.9. Google Slides (Presentations) Introduction

* oy x

Google Slides (Presentation): Is an online presentation application that allows to users create and
!if g format presentations and work with other people or individual

—_—

Google Slides

Google Slides works as Microsoft PowerPoint which is the most common PowerPoint slides application.
Figure below illustrates how Google Slides works with PowerPoint.

Collaborates with PowerPoint

s

20 Tips:
- All you need for Google Slides is a Google account
- You can download the application of ‘Google Slides’ from any Android or iOS phone/tablet.

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
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3.10. Google Slides (Presentations) features

How to start with Google Slides (Presentations):

STEP 1: Log in to your Google account

STEP 2: Click on ‘Slides’

Gmal Images 3 o
Contacts Drive calendar
GO g |e Translate Photos Due
.3 Docs Sheets
Google Search 1m Feeling Lucky Q
Blogger  Hangouts Keep
Google offered in: EAwird Tarkge
- el -

Figure 152: Google Slides

Figure 153 shows the home page of Google Slides which offers users the opportunity to create their own
presentations or use any pre-sized templates such as portfolio, recipe showcase, certificates, lesson plans,

book reports etc.
For more templates users can click on ‘Templates Gallery’ (Figure 154).

Under the options of blank spreadsheet and templates, users can see the recent documents used by

Google Slides.

- Tips:
- Users can use the Google Slides to create professional presentations for meetings

This project has been funded with support from the European Commission. This communication reflects the
Co-funded by the views only of the author, and the Commission cannot be held responsible for any use which may be made of
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Figure 153: Google Slides Home Page
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Figure 154: Google Slides — Templates Gallery
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How to use a blank Google presentation:

STEP 1: Log in to your Google account
STEP 2: Click on ‘Slides’
STEP 3: Click on ‘Blank’

= Slides

o - )
Template gallery 3 H
R W ——= q X
Owned by anyone v B az O
No presentations yet
sert Format Slide Arange Tools Add-ons Help E B Presws |- 8 shr e
e B @+ KFE-Q N\ - B Bckgowd Liyow= Theme Transiton ~ Themes x B
o
Click to add title
Click to add title
Click to add titl
ICK 10 A Ite
Click to add subtitle clekta s e
Tu o '
Figure 155: Google Slides — Blank Presentation
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How to edit a blank presentation: Rename a Google presentation

STEP 1: Log in to your Google account
STEP 2: Click on ‘Slides’
STEP 3: Click on ‘Blank’

STEP 4: Firstly, you need to rename your document to keep your files organized. Click on ‘Untitled
document’ to rename the document

New Blank Presentation _ SR -

Fle Edt View Insent Fomat Slide Amange Tools Addons Help Lss
N - @~ & @~ N - B Backgown syout~  Theme | Transition a Thewe . o)
L]

Click to add title

Click to add title

Click to add title

Click to add subtitle Ciektoad e

Simple Dark

Streamiine

Ciick to add speaker notes
— [+] Import theme

Figure 156: Google Slides — Rename a presentation

- Tips:
- The procedure to rename a Google Presentation is the same as Google Docs and Google Sheets

How to edit a blank presentation: Starred a Google presentation

STEP 1: Log in to your Google account
STEP 2: Click on ‘Slides’

STEP 3: Click on ‘Blank’

STEP 4: Click into your Google presentation

STEP 5: Click on the ‘Star icon’ next to the presentations’ name toadd your presentation to your
favorites

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
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Figure 157: Google Slides — Starred a presentation

How to edit blank a presentation: Move a Google presentation to a different folder

STEP 1: Log in to your Google account
STEP 2: Click on ‘Slides’
STEP 3: Click into your Google presentation

STEP 4: Next to the star icon, click into the ‘Move’ button

This project has been funded with support from the European Commission. This communication reflects the
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Figure 158: Google Slides — Move a presentation

How to edit a blank presentation: Edit a presentation

STEP 1: Log in to your Google account
STEP 2: Click on ‘Slides’
STEP 3: Click on ‘New Blank Presentation’

STEP 4: On the right-hand side users can view and select the different themes to your presentation

New Blank Presentation ¥ & @

s 5 F
Fle Edi View Inset Formal Side Amange Tools Addons Help
k- Q- k@~ N~ @ Bckgon yout=  Theme Transition 0

(]

Click to add title

Click to add title

Click to add subtitle ekt ssstie

Cliek 10 add speaker notes

= o V] Import theme

Figure 159: Google Slides — Edit themes
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- Users can change the theme of the presentation based on the presentation topic. Themes make

the presentations looks creative and professional.
OR
STEP 5: Users can import themes
STEP 6: Click on ‘Import’

STEP 7: Choose your theme

y New Blank Presentation & M &
File Edit View insedt Formal Side Amange Tools Add-oms Help —Lesieddwas seconds sog

P L] Q- K EE-Q N - B socugon | Grows  Theme  Tansiton

Click to add title

Click to add subtitle

Cliek to add speakef notes

Import theme

Presentations Upload

Figure 160: Google Slides — Import themes
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How to edit blank a spreadsheet: Edit Slides
STEP 1: Log in to your Google account
STEP 2: Click on ‘Slides’
STEP 3: Click on ‘New Blank Presentation’
STEP 4: On the left-hand side users can view and edit the slides
°

STEP 5: Click on ‘Insert’

Co-funded by the
Erasmus+ Programme
of the European Union

Simple Light

Click to add title

Click to add subtitle

0 Impert theme

Figure 161: Google Slides — Edit slides
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Figure 162: Google Slides — Insert images/audio/video etc.
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NOTE:
Users can add to the slides:
- Text
- Images
- Tables
- Charts
- Diagrams
- Shapes
- Audio
- Video

s

0= Tips:
- Users can use images or charts etc. to create professional and interactive presentations

STEP 6: Click ‘Slide’

New Blank Presentation ¥ @
Bl © fresent - | Share
gbpipaisg - N °

Click to add title

Click to add subtitle

Figure 163: Google Slides — Add New Slides/Duplicate/Delete
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NOTE:

Users can:

- Add a new slide
- Duplicate a slide

- Delete a slide

STEP 5: Click on ‘Apply Layout’

New Blank Presentation % & © 8 o - iR Q
File Edit View Insert Format Slide Amange Tools Add-ons Help
e B Q- k[ B
o
Delete sl
ip slide
o

_ < to add title

== = ¢k to add subtitle

Click to add speaker notes

Figure 164: Google Slides — Apply Layout

NOTE:

Users can apply the following changes on each slide:
- Title slide

- Section header

- Title and body

- Title and two columns

- Title only

- One column text

- etc.

This project has been funded with support from the European Commission. This communication reflects the
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(- Tips:

- Users can change the layout of each slide according to the content of each slide. For example, the
first slide could have the layout of a ‘Title Slide’ for adding a general title and a subtitle to the
presentation, the second slide could have the layout of a ‘Title and body’ for adding text/images/videos

etc. according to the presentation’s topic.

STEP 6: Click on ‘Change background’

y New Blank Presentation & ™ &
< Fde EdN View insert Format Slide Arange

PR Y a- k@

Bl © freset - | @ Share o

Click to add title

Click to add subtitle

Click to add speaker notes

Background

Add to theme

Figure 165: Google Slides — Change background
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NOTE:

Users can change the background of each slide to a solid colour or choose an image.

1z

B Tips:

9 - Users can change the background of each slide and use their creativity to design a slide

STEP 7: Click on ‘Transition’

New Blank Presentation #r fx
B Present - 8 Share
Pl E6n i et Forms (SRR Araoge Tuck Adéons a (-]
v - & x ~ B
lide
o

Click to add title

Click to add subtitle

Click to add speaker notes.

Click to add subtitle i

Chick to add speaker notes

Figure 166: Google Slides — Slide Transitions
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NOTE:

Users can apply a transition to one or all slides.

New Blank Presentation

Click to add title

Click to add subtitle

ick 10 80 speaker notes

Figure 167: Google Slides — Slide Transitions

STEP 8: Select the Title of the presentation

New Blank Presentation # [ a e - B o
File Edft View Insert Format Slide Arrange Tools Addons Help

- s Q- RFEGE-QA N\ D same ~ x | B

Click to add title

Click to add subtitle

Click to 20d speaker noles

Figure 168: Google Slides — Objects Transitions
NOTE:

Users can change the transition of each object.

This project has been funded with support from the European Commission. This communication reflects the
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Q- Tips:
- Users always need to select the slides and objects they want to add transitions

- Users can select and apply transitions either for slides or objects accordingly

- For more info about the transitions
https://www.youtube.com/watch?v=H2zAx21LxOY&ab channel=GCFLearnFree.org

How to edit a blank presentation: Edit text

STEP 1: Log in to your Google account
STEP 2: Click on ‘Slides’
STEP 3: Click on ‘New Blank Presentation’

STEP 4: Click on ‘File’

Rlgnk Presentation & m @ B [ Present - |8 Share e
nsert Format Side Amange Tools Addons Welp Lastedt !
@~ Q N\ ~ @ Backgowd Layout~ Theme Transiton -~
1 & B

e FINE2WORK PROJECT

2 Move

& Addshorteut o Dee Hello team!

B Movetotrash
Publish to the web

Document details

add speaker notes

Figure 169: Google Slides — Edit presentations (File tab)

NOTE:
The ‘File’ tab contains various items that you may want to apply into a document:
- Create and open a new presentation
- Import slides
- Make a copy
- Email the existing spreadsheet as an attachment
This project has been funded with support from the European Commission. This communication reflects the
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- Download the presentation
- History tracking
- Make a copy
- Move to trash
- Change language
- Print

s

S08 Tips:
- The ‘File tab” works the same for Google Docs, Google Sheets and Google Slides.

How to edit blank a presentation: Edit text

STEP 1: Log in to your Google account
STEP 2: Click on ‘Slides’
STEP 3: Click on ‘New Blank Presentation’

STEP 4: Click on ‘Format’

Nowslankbroso, B 0 - (B @
File Ed View In Arrange Tools Addons Help
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Figure 170: Google Slides — Edit text
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NOTE:

The ‘Format tab contains various items that you may want to apply into a document: - Format text: Bold,
Italic, Underline, Strikethrough, Font Size

- Align and indent
- Line spacing
- Bullets and Numbering

- Borders and lines

17

- Tips:
- The format tab has the same items with the buttons in the ribbon (Figure 171). Users can edit the
format of text using the ribbon.
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Figure 171: Google Slides — Edit text (Format tab — Ribbon)

How to edit blank a presentation: Edit text

STEP 1: Log in to your Google account
STEP 2: Click on ‘Slides’
STEP 3: Click on ‘New Blank Presentation

STEP 4: Click on ‘Tools’

This project has been funded with support from the European Commission. This communication reflects the
e Ex Erasn?l?s-iug(rjsdr:zwtmhz views only of the author, and the Commission cannot be held responsible for any use which may be made of
Rt of the Europeagn Uribn the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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New Blank Presentation =
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File Edit Insert Format Slide A

€

K PROJECT

y settings

FINE2ZWORK PROJECT

Hello team!

Ciick to add speaker notes

Figure 172: Google Slides — Edit Presentations (Tools tab)

NOTE:

The ‘Tools tab’ contains various items that you may want to apply into a document:
- Create form (see next section)

- Check spelling

- Turn on accessibility settings

S

Tips:
9 - The ‘Tools Tab’ works the same for Google Sheets and Google Slides.

How to edit blank presentations: Edit text

STEP 1: Log in to your Google account
STEP 2: Click on ‘Slides’
STEP 3: Click on ‘New Blank Presentation’

STEP 4: Click on ‘Help’

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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FINE2WORK PROJECT

Hello team!

Figure 163: Google Slides — Edit presentations (Help tab)
NOTE:
The ‘Help tab’ contains various items that you may want to apply into a document:
- Get help for Slides
- Check for any updates

- Check for keyboard shortcuts

(- Tips:
- The ‘Help’ tab works the same for all the Google Features (Google Docs/Sheets/Slides).

How to share Google Slides:

STEP 1: Log in to your Google account
STEP 2: Click on ‘Slides’
STEP 3: Click on ‘New Blank Presentation’

STEP 4: Click on ‘Share’

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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@ share with people and groups

Get link

Restricted Only peaple added can open with this link

Figure 174: Google Slides — Share presentations
NOTE:

Users can share the presentation with people and groups by sending them an invitation email or by
sending them a sharable link to give them the appropriate rights, such as ‘Viewer, Editor, Commentor’.

W

0= Tips:
- ‘Share button’ works the same for Google Docs, Google Sheets and Google Slides (See Topic 2 for
more details).

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
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How to edit blank a presentation: Add speaker notes

STEP 1: Log in to your Google account
STEP 2: Click on ‘Slides’
STEP 3: Click on ‘New Blank Presentation’

STEP 4: Click below the slide ‘Click to add speaker notes’

FINE2ZWORK PROJECT

Hello team!

Figure 175: Google Slides — Add speaker notes
NOTE:

Speaker notes: Adding speaker notes to a PowerPoint presentation provides reference material for the
speaker when they’re presenting a slideshow. Speaker notes are available only on your presentation and
printed version, are not available to the audience.

1z

- Tips:
Q - The ‘Speaker Notes’ are only available to Google Slides.

- Users can use the speaker notes to add some notes to each slide while they presenting to stay on
track without forgetting key message points.

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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How to edit a blank presentation: Present

STEP 1: Log in to your Google account
STEP 2: Click on ‘Slides’
STEP 3: Click on ‘New Blank Presentation’

STEP 4: Click on ‘Present’

New S.I:m»(}‘w':r‘.nl‘?hnrt o 0 ° o ) °
e B NN R RN 1 “ B
L]
Hello team!
Figure 176: Google Slides — Present
This project has been funded with support from the European Commission. This communication reflects the
% Co-funded by the views only of the author, and the Commission cannot be held responsible for any use which may be made of
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3.11. Google Forms Introduction

Google Forms: Is an online application that allows users to create online surveys, evaluation forms and
= . .
E =] quizzes and share them with other people or teams.
==

Google Forms

Google Forms advantages:

1. Create unlimited free forms with Google
templates

2. Integrate several types of questions: Text,
Multiple choice questions, Date, True/False etc.

3. Edit the header colour or image, background
colour, logos etc. and import images or videos.

4. Add collaborators and share the form with
other people/team

5. Preview the survey/evaluation/questionnaire
will look before sending it over to the recipients

6. Sending options such as Email, embed link or embed HTML

7. Integrate Google Sheets and can access to a spreadsheet view of the collected data

1z

- Tips:
9 - All you need for Google Forms is a Google account

This project has been funded with support from the European Commission. This communication reflects the
Erasn?l.?s-:u;crjsdr:;tmh: views only of the author, and the Commission cannot be held responsible for any use which may be made of
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3.12. Google Forms features

How to start with Google Forms:

STEP 1: Log in to your Google account
STEP 2: Click on Google Search

STEP 3: Type ‘Google Forms’

google forms examples

s alternative
s tiirkge
s templates
s create

google forms test
google forms quiz

Figure 177: Google Forms

STEP 4: Click on the first option appears in the results list

This project has been funded with support from the European Commission. This communication reflects the
Co-funded by the views only of the author, and the Commission cannot be held responsible for any use which may be made of
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Google Google Forms Xx & Q -

Google Forms

suppen googee com .
How to use Google Forms - Android - Docs Editors Help
forms.gaogle com A new form il automaicaly open. S1e9 2 Eqt and forma

Figure 178: Google Forms

Here is the Google Forms website.

Google B im ¢ e sarati B .

Personally Professionally

a Google Workspace

Collect and organize import

he Google Forms you love with added security
important informatio Thie CongieFanms e lov L

Comblataly freé and cantrol for groups.

Go to Google Forms.

Figure 179: Google Forms Website
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How to start with Google Forms:

STEP 1: Log in to your Google account
STEP 2: Click on Google Search
STEP 3: Find the ‘Google Forms’ website

STEP 4: Click on ‘Go to Google Forms’

Google B Docum [ Spreadsheet B o

Professionally

Google Workspace

= [B Foms Q. Ses # @

Template gallery H

PR puEsYp e SRy

Start a new form

L.

Blank Contact Information RSVP Party Invite T-Shirt Sign Up Event Registration

fecanelsia Owned by anyone ~ B a2 0

No forms yet

Figure 180: Google Forms Home page

Here is the Google Forms home page.

This project has been funded with support from the European Commission. This communication reflects the
Co-funded by the views only of the author, and the Commission cannot be held responsible for any use which may be made of
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Figure 181 shows the home page of Google Forms. Google Forms offers users the opportunity to create
their surveys/questionnaires/evaluation forms and it works similar to Survey Monkey. Additionally,
Google Forms offers the opportunity to use templates and users can edit the templates based on their
preferences or users can create a blank form to start from scratch a survey/evaluation/questionnaire etc.

Figure 182 shows the homepage of Google Forms where user can choose a ‘Blank Form’ or choose any
template. For more templates users need to click on ‘Templates Gallery’ (Figure 172), such as templates
about event registration, party invite, order form, event feedback, customer feedback etc.

Under the options of blank document and templates, users can see the recent documents created with
Google Forms.

—; a Forms Q  se
Templates Gallery

H M P | [ims
Blank Form o= o ' =) Templates

BN Contact Information RSVP Party Invite T-Shirt Sign Up Event Registration

Owned by anyone ~ B Az O

Recent forms

Recent forms

No forms yet

Figure 181: Google Forms Home Page

| — pamny i, —

B Contact formation Rsvp Party iwae TShSignUp v Begration

Pos ooy ey ey

Evere Feedbicx Oroe Farm Jcb Appicaon Time Off Raquest Work Recuest

Figure 182: Google Forms — Templates Gallery
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How to use a blank Google Form:

STEP 1: Log in to your Google account
STEP 2: Log in to Google Forms

STEP 3: Click on ‘Blank’

Templategallory &

P PAESTD Ve Y

Contact Information RVP Party Invite T-Shirt Sign Up Event Registration
Owned by anyone v B az O
No forms yet
E Untitled form  ¥¥ 0 @ & m H o
Questions  Responses
Untitled form
@
Untitled Question E @ wuiple choice -
3
Option 1 T
=]
or Other
®=
=
0 m Required

Figure 183: Google Forms — Blank Form
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How to edit blank forms: Rename a Google Form

STEP 1: Log in to your Google account
STEP 2: Log in to Google Forms
STEP 3: Click on ‘Blank’

STEP 4: Firstly, you need to rename your document to keep your files organized. Click on ‘Untitled Form’
to rename your form

_ o oo R : 0

E FINE2ZWORK Evaluation

FINE2ZWORK Evaluation Form

Intitled Question E @ Multiple choice

&

Figure 184: Google Forms — Rename a Form

How to edit a blank Form: Starred a Google Form

STEP 1: Log in to your Google account
STEP 2: Log in to Google Forms
STEP 3: Click on the form you want to edit

STEP 5: Click on the ‘Star icon’ next to the form’s name to can add your Form to your favourites

E FINE2WORK Evaluation Form m f @ @ m H °

Juestions  Responses

FINE2WORK Evaluation Form

Untitied Question B @ Muitiple choice

0 m Required

Figure 185: Google Forms — Starred a Form

This project has been funded with support from the European Commission. This communication reflects the
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How to edit a blank form: Move a Google Form to a different folder
STEP 1: Log in to your Google account
STEP 2: Log in to Google Forms
STEP 3: Click on the form you want to edit
STEP 4: Next to the star icon, click on the ‘Move’ button
E FINE2WORK Evaluation rm. e @ @ m H °
FINE2WORK Evaluation Form
R ®
Untitled Question [ @ Multiple choice 3
option 1 Tr
[m]
=
o0 @ Required =
Figure 186: Google Forms — Move a Form
How to edit a blank form: Make a copy of the Google Form
STEP 1: Log in to your Google account
STEP 2: Log in to Google Forms
STEP 3: Click on the form you want to edit
STEP 4: Click on the ‘Three dots button’ at the top right-hand side
STEP 5: Click on ‘Make a copy’
E FINE2ZWORK Evaluation Form [ ¢ & e @ = m : @
FINE2ZWORK Evaluation Form
@ & Print
Untitled Question E @ wmutiple choice 9 R
=] <> Scripteditor
9
0 m Requited s

Co-funded by the
Erasmus+ Programme
of the European Union

Figure 187: Google Forms — Make a copy

This project has been funded with support from the European Commission. This communication reflects the
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How to edit a blank form: Move to trash (Delete)

STEP 1: Log in to your Google account

STEP 2: Log in to Google Forms

STEP 3: Click on the form you want to edit

STEP 4: On the ‘Three dots button’ at the top right-hand side click
STEP 5: Click on ‘Move to trash’

E FINE2WORK Evaluation Form [ ¢ os save 0 © B : @

s Responses =]

FINE2WORK Evaluation Form

@ L)
Untitled Question E @ Muliple choice
3
an flaboratc
tion 1 i
& < t
2 9
=
0 @ R d =

Figure 189: Google Forms — Move to trash (Delete)

How to edit a blank form: Print

STEP 1: Log in to your Google account

STEP 2: Log in to Google Forms

STEP 3: Click on the form you want to edit

STEP 4: On the ‘Three dots button’ at the top right-hand side click

STEP 5: Click on ‘Print’

B riveawork evalustionForm £3 #r  sicsrss s o ceo sl : 0

FINE2ZWORK Evaluation Form

M Movetotash
Form deser
@ Getpredilled link
@ & Pint
Untitled Question [m] ® Multiple choice - .
2% Add callaborators
option 1 T
> = <> scripteditor
of ada-Ot
=) §} Addons
=
g @ Required

Figure 190: Google Forms — Print
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How to edit a blank form: Add collaborators

STEP 1: Log in to your Google account

STEP 2: Log in to Google Forms

STEP 3: Click on the form you want to edit

STEP 4: On the ‘Three dots button’ at the top right-hand side click

STEP 5: Click on ‘Add collaborators’

oo e . 0

Questions  Responses S Undo

a FINE2WORK Evaluation Form [ ¥r

IO Makeacopy

FINE2WORK Evaluation Form

Form description

[ Movetotrash

D Get pre-filled link

® & Priot
Untitled Question E @ Multiple choice - 3
2% Add collaborators
Option 1 Tr
Add option o add “Other* =] <> Script editor
© 5} Addons
=
=

O @ Required W

&0 Preferences

e Add editors

Add people and groups

FINEZWORK Project (you)
fine2workproject@gmail. com

‘Sond foadbich > Dools

© cetiink

Restricted Only people added can open with this link
Change

Copy link

Figure 191: Google Forms — Add Collaborators

w.\l’a

Tips:
Q - ‘Add collaborators button” works the same for Google Docs, Google Sheets and Google Slides (See
Topic 2 for more details).

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
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How to edit blank form: Customize theme

STEP 1: Log in to your Google account
STEP 2: Log in to Google Forms
STEP 3: Click on the form you want to edit

STEP 4: Click on ‘Customize theme’ button at the top navigation

E FINEZWORK Evaluation Form [0 w¥ &1l cranges savea n drte e @\& m -}
=
Questions  Responses

FINE2ZWORK Evaluation Form

Untitled Question =] ® Multiple choice - D
Option 1 T
Add opt or add "Other” Q

®=
=
0 m Required

Figure 192: Google Forms — Customize theme
NOTE:
Users can customize the theme:
- Customize header: Upload an image as a header
- Change the theme colour
- Change the background colour

- Change the font style
E FINE2WORK Evaluation Form [ ¢ Al changes saved in Drive e © @ m : e

D Theme options X

FINE2WORK Evaluation Form

Untitled Question = @ Multiple choice - THEME COLOR
2 (I TYT Y]
erent N 00000
+
Add option or add “Other =
=
= BACKGROUND COLOR

O @ e

Figure 193: Google Forms — Customize theme
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For example:
E FINEZWORK Evaluation Form [ ¢ pos a2 ® © @ m : @
€D Theme options X
e\ — ® THEME CoLOR
2 e o
FINE2WORK Evaluation Form Tr +
(=]
= BACKGR
8 v
@ @ Mutiplechoice
o @ Req

Figure 194: Google Forms — Customize theme (Example)

How to edit a blank form: Preview the Google form

STEP 1: Log in to your Google account

STEP 2: Log in to Google Forms

STEP 3: Click on the form you want to edit

STEP 4: click on ‘Preview’ button at the top navigation bar

a FINEZWORK Evaluation Form [ ¥y  ascnanges ssved nDine oo sl : O

Questions  Responses

FINE2WORK Evaluation Form

Untitled Question (=] @ Multiple choice

B ®

option 1

e e

o m Required

Figure 185: Google Forms — Preview the Google form
NOTE:

Users can preview the Google form before to share it with recipients.
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How to edit a blank form: Send the Google form

STEP 1: Log in to your Google account

STEP 2: Log in to Google Forms

STEP 3: Click on the form you want to edit

STEP 4: Click on ‘Send’ button at the top right-hand side

a FINEZWORK Evaluation Form [ ¥t e @ B - ]

Questions  Responses

FINE2WORK Evaluation Form

Form description

Untitled Question E @ wubiple choice -

Option 1

Add option o add "Other™

e swe

0 @ Required

Send form

[ collect email addresses

FINEZWORK Evaluation Form

Pveinvited you to fill out a form

[ metude form in emall

& Add collaborators

Figure 196: Google Forms — Send the Google Form
NOTE:

Users can send the form via Email, as a link or embed HTML

This project has been funded with support from the European Commission. This communication reflects the
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Send form Link

O collegail s Mgt
Send vial 5]
./

Email

E-mail Embed HTML

FINEZWORK Evaluation Form

Message
Iveinvited you to fill out a form

[ metude form in email

24 Add collaborators

Figure 197: Google Forms — Send the Google Form

i,
e

Tips:
- Mostly, users prefer to send the Google Form with a sharable link as is easier and faster. Figure
185 shows how the users can send the Google form via a link.

- Also, users can make ‘shorten URL link’ of the Google form link (Figure 185).

Send form

[ collect email addresses

tips:/forms. gle/n. ~sbjQkifzh20B9
Shorten URL
Canv C
Shorten URL™ ™

Figure 198: Google Forms — Send the Google Form
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How to edit a blank form: Edit and Add Form title and Form description

STEP 1: Log in to your Google account
STEP 2: Log in to Google Forms
STEP 3: Click on the form you want to edit

STEP 4: Click on the ‘Form Title’ and ‘Form Description’

B FINE2WORK Evaluation Form [ ¥y Allchanges saved in Orv e o B m : @

Questions  Responses

B ®

FINE2ZWORK Evaluation form

Evaluation Form Period: January 2020 - January 2021 Tr

1G]

Figure 199: Google Forms — Edit Form Title and Form Description

1,
N

Tips:
- Users can change the Form Title and Description to keep their Google Forms organized and also to
let the recipients clearly see the purpose of the survey.

STEP 5: Users can add more than one title and description. Click on the right hand side ‘Title and
Description’

E FINE2WORK Evaluation Form [ ¥y  Allchanges saved in orve © @ ® m : @
Questions  Responses
. ®
FINE2WORK Evaluation form n
Evaluation Form Period: January 2020 - January 2021 T
™
=
=
=]
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B FINE2WORK Evaluation Form [ fr  Allchanges saved in Drive 0 @ @ m i o

Questions  Responses

FINE2ZWORK Evaluation form

Evaluation Form Period: January 2020 - January 2021

®

0O m

e

1| NG 3|

Figure 200: Google Forms — Add Form Title and Form Description

How to edit blank form: Add and edit images and videos

STEP 1: Log in to your Google account
STEP 2: Log in to Google Forms
STEP 3: Click on the form you want to edit

STEP 4: Click on ‘Add Image’ at the right hand side

B FINE2WORK Evaluation Form [ r  Allchanges saved in Drive e ©® @& m i o

Questions  Responses

FINE2WORK Evaluation form

Evaluation Form Period: January 2020 - January 2021

nn@m@

Figure 201: Google Forms — Add image

STEP 5: Choose an image from your local computer or Google Drive or Google search for any photos

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
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Insert image ’

UPLOAD CAMERA BY URL PHOTOS GOOGLE DRIVE GOOGLE IMAGE SEARCH

Figure 202: Google Forms — Insert image

STEP 6: Click on the image using the blue circles around the image to minimize or maximize the image.
(Figure 190)

E FINE2WORK Evaluation Form [ {f,— All changes saved in Drive @ @ @3 m : o

Questions  Responses

FINE2ZWORK Evaluation form

Evaluation Form Period: January 2020 - January 2021
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This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337

Co-funded by the
Erasmus+ Programme
of the European Union




\% Page | 166

FINEZWORK

a FINE2WORK Evaluation Form [ ¢  savin e @ @ m : °

Questions  Responses

FINE2WORK Evaluation form

Evaluation Form Period: January 2020 - January 2021

. ®
0 @ 2
Tr
Emphasys 2

CENTRE STEP 6
7~ &=

Figure 203: Google Forms — Edit an image
STEP 7: Click on the ‘three dots’ at the left hand size of the image
a FINE2WORK EvaluationForm [ ¥ e o @ m : o
FINE2WORK Evaluation form

0 @ : ©
b i I
T
mphasys o
CENTRE ®

Figure 204: Google Forms — Edit an image
NOTE:
Users can edit the image:
- Align the image: Left, Center, Right
- Change the image

- Remove the image (Delete)

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337

Co-funded by the
Erasmus+ Programme
of the European Union




\% Page | 167

FINEZWORK

B FINE2WORK Evaluation Form [) fy Al changes saved in Drive O © B m : e
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FINE2WORK Evaluation form

Evaluation Form Period: January 2020 - January 2021

0 @ =
1S
2
Tr
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= Rightalign [
(=]

Change

Remove

Figure 205: Google Forms — Edit an image (Align, Change, Delete)

STEP 8: Click on ‘Add Video’ at the right-hand side

e FINE2ZWORK Evaluation Form [ Yy Al changes saved in v O © ® : @

Questions  Responses

FINE2WORK Evaluation form

Evaluation Form Period: January 2020 - January 2021

0 @ =

B

; T

Emphasys 2
CENTRE =)

Figure 206: Google Forms — Add Video

STEP 9: Choose a video from YouTube channel or provide the URL link
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Select Video .
Insert video

Videuees URL

D YouTube | a

Type your search in the box above to find videos

Figure 207: Google Forms — Add Video
Here is the video in the Google Form.

B rrewomewmoionrom & # eoc Kl : 0

Responses

FINE2ZWORK Evaluation form

Evaluation Form Period: January 2020 - January 202

Image title

Emphasys
CENTRE
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3

Tr

[m]

m

Figure 208: Google Forms — Add Video

i,
e

Tips:
9 - Users can edit video following the same procedure as images (see steps 6-7).

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337

e, Co-funded by the
* Erasmus+ Programme
of the European Union



* oy x

\% Page | 169

FINEZWORK

How to edit a blank form: Add and edit questions

STEP 1: Log in to your Google account
STEP 2: Log in to Google Forms
STEP 3: Click on the form you want to edit

STEP 4: Click on ‘Add question’ button at the right-hand side

B FINE2WORK Evaluation Form [ ¥y  Allchanges saved in Drive e @ m 3 o

Questions  Responses

FINE2ZWORK Evaluation form

Evaluation Form Period: January 2020 - January 2021 Tr

0o E B

E FINE2WORK Evaluation Form [ Allchanges saved n orve ceo o BN : O

Questions  Responses

FINE2WORK Evaluation form

Evaluation Form Period: January 2020 - January 2021

The added

. ‘ B | @ wipksoe -
question

Option 1 @ Tr

(PO

11 3]

0 @ Required

Figure 209: Google Forms — Add question

STEP 5: Click on the top of the question box to insert a question title

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
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B FINE2ZWORK Evaluation Form [ Yy  saving R ©® & m : o
Questions  Responses
FINE2WORK Evaluation form
Evaluation Form Period: January 2020 - January 2021
5 ®
STEPS- Exrooz ] (m] @® Multiple choice - o
Question ‘ -
title Option 1 T
Add option or add "Other =
(O]
0O @ Required 8

Figure 210: Google Forms — Edit question title

STEP 6: Users can add image into the question to be more attractive. Click on the image icon next to the
guestion title

B FINE2WORK Evaluation Form [ ¥y  Saving e @ @ m : o

Questions Responses

FINE2WORK Evaluation form
Evaluation Form Period: January 2020 - January 2021
® ®
Question 1 Multiple choice -
8
Option 1 Tr
Add option or add "Other =
(O]
=]
0O @ Required

Figure 211: Google Forms — Edit questions (Add image)

1,
N

Tips:
- Users can edit the photo in each question using the same procedure (see above)

STEP 7: Users can add image into the question to be more attractive. Click on the image icon next to the
guestion title

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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B FINE2WORK Evaluation Form [ ¥y  Allchanges saved in Div e o ® m : @

Questions  Responses

-
= Short answer
FINE2WORK Evaluation form
= Paragraph
Evaluation Form Period: January 2020 - January 2021
@ Multiple choice
= Checkboxes ®
© Dropdown 2 Question
Option 1 T es
Add option or add "Other” & File upload [ yp
=
=== Linear scale =
O =
233 Multiple choice grid
EEE Checkbox grid
G Date
© Time
o
Figure 212: Google Forms — Question Types
NOTE:
Question types:
Question Type Figure
Short answer: Users
can provide answers in
a few sentences ' _
Short answer question =7 Shortianswer
0O w Required
Paragraph: Users can
provide answers in a Paragraph question type = Paragraph
paragraph
Regular expression Contains X
|—D [} Required
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Multiple Choice: Users District & Church *
can choose an answer Form descripian
from a set of options ;
one answer is the Distriet ® wuplechoce - 2
correct and there is D ) ;’T
also the ‘Other’ option - o
where  users  can e e " Me
provide a short answer o . S T =
0 @ Required @ i
Checkboxes: Users can Untitled form
choose an answer
among a set of options;
more than one answer ,
Untitled Question Checkboxes
is the correct. There is .
also the ‘Other’ option s
where users can s
provide a short answer s
B 8 requied
Dropdown: Users can QUESTIONS  RESPONSES -
choose an answer S
among the options Fave Basketball Team
given in a dropdown haase out vt busetalteam.
list; one answer is the
correct ©
Teams © oropdomn n
1. optien Tr
2 Addoption m
[>]
[n | Requied < @) * =
File upload: Users can
upload files as a W [ O Mo ’
response to a question |
Maximum number of files 1 d
Maximum file size 10 MB -
0 m Required
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views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337

., Co-funded by the
* Erasmus+ Programme
of the European Union



\% Page | 173

FINEZWORK
Linear scale: Users can
choose an answer on a How much do you like Zapier =+ Linear scale
T
scale, starts at 0 or 1 d
and ends to 10 L]
(> ]
]
-
1 to 5
)
5 @
[_D i Required
Multiple choice grid: o
Users can select one What are your thoughts on the following items? fEH Muttiple choice grid
answer per row Tr
Row 1. iPhone Column 1. Hateit
. ]
Row 2. Tesla Model S Column 2. It's ok D
-
Row 3. Zapier Column3. Loveit ]
Row 4. MilK Column 4. Add option
Row 5. Add option
[—D i Require one response per row

Checkbox grid: Users When would your class be available to man the
can choose more than | scheolstore?

EEE Checkbox grid

One answer per rOW Select all that apply

Rows Columns

1. Moenday Block 1

2. Tuesday Block 2

3. Wednesday Block 3

4. Thursday Block 4

5. Friday Lunch/Recess
6. Addrow Block 5

Block 6

Add column

|_|:| i Require a response in each row

This project has been funded with support from the European Commission. This communication reflects the
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Date: Users can add
questions regarding Date question type {2 Date
the date ) -

LR+

D = Required

Time: Users can add
questions regarding
the time or duration Tr

B ®

B © Time -

0O m@ Required

e o

How to edit a blank form: Duplicate/Delete/Required

STEP 1: Log in to your Google account
STEP 2: Log in to Google Forms
STEP 3: Click on the form you want to edit

STEP 4: Click on ‘Duplicate’ to duplicate the question which is selected

E FINE2WORK Evaluation Form [J ¥ o ¢ o5 m H o

Section 1 of 2

FINE2ZWORK Evaluation form

Evaluation Form Period: January 2020 - January 2021

= @ Multiple choice

i Required
Duplicate

Figure 213: Google Forms — Duplicate question

B ®

3

meE e

After section 1 Continue to next section

STEP 5: Click on ‘Delete’ to delete the question which is selected

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
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E FINE2WORK Evaluation Form [ fr ges saved in D e @ @ m H o

Section 1 of 2

FINE2ZWORK Evaluation form

Evaluation Form Period: January 2020 - January 2021

B @

G @ mutplechoice  ~

oy m Required
o

Figure 214: Google Forms — Delete question

Option 1

Q)

it

STEP 6: Click on ‘Required’ to set the specific question as a require question in the form

a FINEZWORK Evaluation Form [ tr e o @ m )

Section 1 of 2

FINE2WORK Evaluation form

Evaluation Form Period: January 2020 - January 2021

[=] ® Multiple choice

mEB

Figure 215: Google Forms — Required question

i,
N

Tips:
- Users can set questions as required which means that respondents should provide an answer.

0

NOTE:

- The ‘Star icon’ is used for recipients to recognize the ‘Required’ questions

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
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FINE2WORK Evaluation form

& Period: January 2020 - January 2021

Figure 216: Google Forms — Required question
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How to edit a blank form: Add section

STEP 1: Log in to your Google account

STEP 2: Log in to Google Forms

STEP 3: Click on a form you want to edit

STEP 4: Click on ‘Add section’ at the right-hand side

a FINE2WORK Evaluation Form [ ¥r a & o @ m : e

s Responses

FINE2WORK Evaluation form

January 2020 - January 202

°D:‘D@

Figure 217: Google Forms — Add section

1,
N

Tips:
- Users can add sections to divide and organize different topics into the Google Form

STEP 4: Click on ‘Untitled Section’ to add a section title and description which are optional

B FINE2WORK Evaluation Form [ ¥ e o @« m H °

FINE2WORK Evaluation form

Juation Form Period: January 2020 - January 2021

B ®

Untitled Section

nEa

Figure 218: Google Forms — Add section (Title and Description)
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For example:
a FINE2WORK Evaluation Form [ ¥ R @ @ m H o

FINE2WORK Evaluation form

Evaluation Form Period: January 2020 - January 202

(=IO

Section 2

Plesse section 2 which includes:

-

mnpe

Figure 219: Google Forms — Section example

NOTE:

Users can move into the ‘Next section’ by clicking on the ‘Next button’

FINE2WORK Evaluation form

Evaluation Form Perlod. January 2020 - January 2021

Figure 220: Google Forms — Section example

How to view responses:

STEP 1: Log in to your Google account

STEP 2: Log in to Google Forms

STEP 3: Click on the form you want to view

STEP 4: Click on ‘Responses’ at the top menu of Google Form
NOTE:

Users are able to see the number of responses of each Google Form

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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X1 - BK)

Seetion 1 of 2

FINE2WORK Evaluation form <

Evaluation Form Period: January 2020 - January 2021

E @ Muliple choice

Guestion 1

L e

1| I 8|

Required )

After section 1 Continue o next section .

hich includes

2: Dighal Skills
3: Entrepreneurial Skills

S—— coos BN : 0O

Questions  Re:

1response i
tngraiporaes @)

Individual

Summary Quastion

Question 1

1 response

Section 2

Figure 221: Google Forms — View responses

This project has been funded with support from the European Commission. This communication reflects the
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NOTE:

Users are able to view responses: Summary, By question, Individual. In the summary page all responses
are in the form of charts; pie chart for multiple choice questions, bar charts for linear scale grid

questions.
a FINE2WORK Evaluation Form [ ¢ » ge Ditve o © @ , o
Questions  Responses )
1response
Question 1
By question “Individual

Section 2

Figure 222: Google Forms — View responses (Summary/Question/Individual)

STEP 5: Click on the icon of ‘Spreadsheet’ click at the top menu of the responses page. Users are able to
view all responses in a Spreadsheet and to export them in a spreadsheet

a FINE2WORK Evaluation Form 3 +r . . @ o @ m H G

Questions  Responses )
1response

Question 1

1 response

Section 2

Figure 223: Google Forms — View all responses in a Spreadsheet
STEP 6: Users are able to print all responses and delete all responses into the Google form
STEP 7: Click on the ‘three dots’ icon at the top menu
STEP 8: Click on ‘Print all responses’

STEP 9: Click on ‘Delete all responses’

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
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E FINE2WORK Evaluation Form [ ¥ snge P @ @ m i °
wotlons.  Rewpx

1response Get email notifications for new responses

Question 1

STEP 8

Figure 224: Google Forms — Print/Delete all responses

How to view responses: Get email notifications for new responses

STEP 1: Log in to your Google account

STEP 2: Log in to Google Forms

STEP 3: Click on the form you want to view

STEP 4: Click on the ‘three dots’ icon at the top menu

STEP 5: Click ‘Get email notifications for new responses’

E FINE2WORK Evaluation Form [ ¥y i changes ssves in Drive @ e © m : o

1response Get email notifications for new respanses

Select response destination

Summary Qu

&, Download responses (.csv]
Question 1

& Printall responses
1 response

T Delete all responses

Section 2

Figure 225: Google Forms — Get email notifications for new responses
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TOPIC 4 GOOGLE CALENDAR & GOOGLE CONTACTS: OVERVIEW
e n0npnpo0n»nG S _—_-.__o_-_e.

This topic presents all necessary information that will support adults to understand
the main features of Google calendar and Google contacts. The main learning
outcomes are how to create calendars, events, contacts or group of contacts.

AR
My G Suite
o JORL
. o p =

Wy Sunae

o e Do e

m—
-

~ » Linked to ‘Entrepreneurial Competences’
- = - QOrganisational Skills: Are the abilities that allows you to stay focused on different tasks, and
< ™ use your time effectively and efficiently in order to accomplish the expected result.

- Time Management: Is the process of organizing and planning the daily tasks
- Problem solving skills: Help you determine the source of a problem and find an effective solution.

- Goal setting: Goal setting is the development of an action plan created to motivate and lead a person
or group toward the accomplishment of a goal.

This project has been funded with support from the European Commission. This communication reflects the

- Co-funded by the views only of the author, and the Commission cannot be held responsible for any use which may be made of
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4.1. Definition

Google Calendar is a time-management and scheduling calendar created by Google. Users can quickly
and easy schedule meetings, events, appointments etc. and get reminders about their upcoming
activities or they can share events/meetings with other people.

Google Contacts is a contact management tool that is available under Google applications. It is a place
where users can store and organise contact information. Each contact can include information such as
first name, last name, email, phone number, description etc.

=0- Tips:
- You can access the Google Calendar and Google Contacts from the desktop computer, mobile
application (iOS and Android)

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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4.2. Features of Google Calendar and Google Contacts

Google Calendar advantages: wow| < > Decembersiifseoe RIS oo (o, |
1. Share calendar with others 13
2. Setreminders for events/meetings/appointments etc. I I
3. Load Public Calendars: For example, Google Calendar ®  Thursday,December 13 ‘
offers the Cyprus Holidays I
4. Available anywhere and anytime — . o

PE (eda)
0920 - 10110
MATH {a33)
10530 - 1120

5. Sync Google calendar with Android

GED (ada)
1240 - 1330

DU (ea)
1330 - 1420

Google Contacts advantages:

1. Import and export contacts

2. Sync contacts with Google Email (Gmail)

3. All-important contacts are in one place

4. Create groups to manage contacts

5. Accessible from anywhere and anytime

6. Users can create one or more than one calendar

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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4.3. Google Calendar log-in and navigation

How to log-in into Google Calendar

STEP 1: Log in to your Google account
STEP 2: Click on ‘Sign in’
STEP 3: Fill in your e-mail and password

STEP 4: Click on ‘Next’

(-

Google

Hi Chrystalla

@) chrystallaa th@gmail.com ~

Figure 226: Log in to your Google account

STEP 5: Click on the square with dots at the top right-hand side

STEP 6: Click on ‘Google Calendar’

This project has been funded with support from the European Commission. This communication reflects the
Co-funded by the views only of the author, and the Commission cannot be held responsible for any use which may be made of
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Figure 227: Google Calendar
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How to navigate into Google Calendar:

= [ calendar foaay ¢ >  November 2020 Qa @ @ = @

Figure 228: Google Calendar navigation

1. Calendar is the Google Calendar homepage where users can see each day/week/month
events/appointments etc.

2. Create is the button which users can create events/meetings/appointments etc.

3. Calendar — Month view is where users can see the whole month and the selected date is
indicated in the blue circle is

4. My calendars is where the users can see their calendars and other calendars which other people
shared with them

5. Month/Day/Week is the button where users can change how they view their calendar per
day/week/month/year etc.

s

0= Tips:
- The rest of the navigation bar are the same for all the Google Applications

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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How to create a new calendar:

1z

- Tips:
- Google Calendar offers each Google account user the opportunity to create one or more Google
Calendars

STEP 1: Log in to your Google account
STEP 2: Log in to Google Calendar

STEP 3: Click on ‘+’ next to ‘Other calendars’

= [ calendar Tesay < > November 2020 Q@@ ww- = @

| create Nov 1 2 3 P 5 “

November 2020 < » o

Figure 229: Create new calendar

STEP 4: Click ‘Create new calendar’

This project has been funded with support from the European Commission. This communication reflects the
Co-funded by the
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= [ calendar Teday ¢ > November 2020 Q @ @ Month - = @
| create Wov 1 2 3 N 5 .
MNovember 2020 < > a
?
A
womoE 8 9 10 n 12 13 "
~ Q- »
earc peopl
My calendars ~ 1 1 1 i 19 0 1
FINEZWORK Project
» . 2 7} :
Import 30
>
Te
¢ Settings # @
General _reate new calendar
Add calendar -~

Subscribe to calendar
Jescription

calendar

Browse calendars of interest
From URL

Time zane
Impart & export (GMT+02:00) Eastemn European Time - Hicosia

project@gmail.com

Sattings for my calendars

Settings for other calendars

@ Holidays in Cyprus

Figure 230: Create new calendar

NOTE:

- Users must fill in the following fields: the name of the calendar, a description and the time zone.

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
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STEP 5: Click on ‘Create new calendar’

¢ Settings # @

Genera “reate new calendar
Add calendar - Hame
Finezwork Calendar Test 1
Subscribe to calendar

This is a draft calendar for Fine2work project
Create new calendar
Browse calendars of interest
From URS

Impart & export (GMT+02:00) Eastern European Time - Nicosia

gelaamail com

Settings for my calendars

@ FINE2WORK Project

@ Birthdays

Settings for other calendars

@ Holidays in Cyprus

Figure 231: Create new calendar

NOTE:

- This is the draft calendar

= [ calendar fedsy < > November 2020 A @ ® Mmm- = @
F e Nov 1 2 3 A s 6
Novemberzoz < > e
1z 3 s s s 7 ?
" o 8 10 n 12 13 "
5@ +

. " " " " » .
2 2 ?, . ) .
» sa .

Figure 232: Create new calendar
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How to browse calendars of interest:

Google Calendars of interest: Are the calendars that Google provide free such as Orthodox
=] holidays, Christian holidays, or sports team schedules.

-

i

STEP 1: Log in to your Google account
STEP 2: Log in to Google Calendar
STEP 3: Click on ‘+’ next to the ‘Other calendars’

STEP 4: Click on ‘Browse calendars of interest’

= [E calendar Ty ¢ > November 2020 QA @ @ vwm- @ @

F cree Mo 1 2 3 ) 5 .

Hovember 2020 < >

Figure 233: Browse calendars of interest

NOTE:

- Users can add other public calendars into their Google account such as Christian Holidays, Orthodox
Holidays, Sports etc.

This project has been funded with support from the European Commission. This communication reflects the
i Co-funded by the views only of the author, and the Commission cannot be held responsible for any use which may be made of
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& Settings e o

Genera Holidays
Add calendar ~
Christian Holidays ©
Subscribe to calendar

Jewish Holidays

Muslim Holidays

0O 000

Orthadox Holidays

Import & export Regional holidays .

Settings for my calendars

Figure 234: Browse calendars of interest
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How to select multiple calendars:

STEP 1: Log in to your Google account

STEP 2: Log in to Google Calendar

STEP 3: Click on ‘V’ next to each calendar at the left hand side to view one or more calendars

= [ calendar Ty ¢ > November 2020 QA ® @ v (- )
F oo " s ]
November 202 < > L]
9
» 2 2 [} s
Figure 235: View calendars
This project has been funded with support from the European Commission. This communication reflects the
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How to hide a calendar:
STEP 1: Log in to your Google account
STEP 2: Log in to Google Calendar
STEP 3: Click on the three dots next to the name of each calendar at the left hand side
STEP 4: Click on ‘Hide from list’
= E Calendar Today ¢ > November 2020 Q @ @ Month ~ = o
|- Creat K 3 B &
Novembs 02 < » @
- ‘ " ' ' ' /

Figure 236: Hide calendar
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How to manage settings and sharing:

STEP 1: Log in to your Google account
STEP 2: Log in to Google Calendar
STEP 3: Click on the three dots next to the name of each calendar at the left hand side

STEP 4: Click on ‘Settings and Sharing’

= E Calendar Teday < > November 2020 Q @ @ Month ~ = o

F creste Nov 2 3 . s 6

MNovember 2020 < > a

------ ?
" == 8 10 I 1 4
~@- '
e

My calendrs " 1 1 1 'u 1 o 1

[ FINE2WORK Project

-

€ Settings #= @

Automatically aad all invitations to this calendar =

Figure 237: Manage settings and sharing
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& Settings

This ks & draft calendar for Fine2work project

(BMT+02:00) Eastern European Time - Kicosia

Automatically 3d all invitations 1o this calendar

Figure 238: Manage settings and sharing

NOTE:

- Users can change the calendar settings: Calendar name, description and time zone.

- Users can get access permissions either to make the calendar available to public either to get a

shareable link

- Users can share a calendar with specific people and give different permissions, for example to see all
event details, make changes to events, make changes and manage sharing

This project has been funded with support from the European Commission. This communication reflects the
A Co-funded by the views only of the author, and the Commission cannot be held responsible for any use which may be made of
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Share with specific people

See only free/busy (hide details)
See ail event detalls

Make changes to events

Make changes and manage sharing

Figure 239: Manage settings and sharing
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How to remove a calendar:

STEP 1: Log in to your Google account

STEP 2: Log in to Google Calendar

STEP 3: Click on the three dots next to the name of each calendar at the left-hand side
STEP 4: Click on ‘Manage settings and sharing’

STEP 5: Click on ‘Delete’

& Settings i @
iy agenas .

iframe src="htips:/cabendar google com/calendar/ambed7src=idkh9edgfmami7opgefandges

Figure 240: Remove a calendar

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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How to edit calendar colour:

STEP 1: Log in to your Google account
STEP 2: Log in to Google Calendar
STEP 3: Click on the three dots next to the name of each calendar at the left-hand side

STEP 4: Change the colour

= [ calendar odsy ¢ 3> November 2020 O @@ wn- # @

Figure 241: Change the calendar colour

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
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4.4. Edit a calendar

How to create events:

STEP 1: Log in to your Google account

STEP 2: Log in to Google Calendar

STEP 3: Choose the view you prefer to look (Day/Weekly/Monthly)
STEP 4: Choose a date

STEP 5: Click on ‘Create’ at the top left-hand side

= [3 calendar Todsy < > MNovember 2020 a @ @ ww- i @

nme Q@ k

5 ]

Figure 242: Create events

STEP 6: Click on ‘More options’

This project has been funded with support from the European Commission. This communication reflects the
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= [ calendar Tedsy ¢ > November 2020 Q@ & - oz @
" a .
Nowember 2020 < 3 L]

won owoa 0 L] Add title
" @ =

De

ne

[}
. -
.

Figure 243: Create events
NOTE:
Users can change:
- The title/name of the event Docs not repeat
Daily

- Date and time
‘Weekly on Friday

- The duration of the event Monthly on the fourth Friday

Monthly on the last Friday
- The frequency of the event

Annually on November 27

- Location Every weekday (Monday to Friday)

Custom...

- Notifications
- Add guests

- Add description

This project has been funded with support from the European Commission. This communication reflects the
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x |Add title [ s | i @

[ Alday Doesnot repest

Figure 245: Create events
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How to create events:

STEP 1: Log in to your Google account
STEP 2: Log in to Google Calendar
STEP 3: Choose the view you prefer to look (Day/Weekly/Monthly)

Here is the event:

= E Calendar oday ¢ » November 2020 Q @ @ Mot~ i °
| crea H 1 ]
November 2020 < > L]
s & 2 9
o -

Figure 246: View events

STEP 4: Click on the event

[ calendar leday ¢ >  November 2020 QA @ @ Mo # @

Figure 247: View events

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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NOTE:

Users can edit events:
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- Edit event name, description, time etc.

- Delete the event

- Send an email to guests

- Duplicate to other calendars

- Co-funded by the
* Erasmus+ Programme
of the European Union

*
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4.5. Google Contacts log-in and navigation

How to log-in into Google Contacts

STEP 1: Log in to your Google account
STEP 2: Click on ‘Sign in’
STEP 3: Fill in your e-mail and password

STEP 4: Click on ‘Next’

(-

Google

Hi Chrystalla

@) chrystallaa th@gmail.com ~

Figure 248: Log in to your Google account

STEP 5: Click the square with dots at the top right-hand side

STEP 6: Click on ‘Google Contacts’

This project has been funded with support from the European Commission. This communication reflects the
Co-funded by the views only of the author, and the Commission cannot be held responsible for any use which may be made of
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Gmail Images G

Account Search Play

Q@

Google

{=

Meet
)
Calendar

Duo

Google Search I'm Feeling Lucky

Google offered in' EAMqvika Tarkge

Translate Photos

e Contacts Q  Ssearch ® ® G o
F Create contact

= Contacts
7 Frequently contacted

[#  Merge & fix

A Labels

+  Create label

2 Import

@y Export

& Print No contacts yet

(]  Other contacts &, Create contact 2, Import contacts

[ Trash

Figure 249: Google Contacts
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How to navigate into Google Contacts:

= @ contacts Q o & = @

2  Contacts

D Fraquently contacted

Merge & fix

Import
Y Export

= Print No contacts yet

(]  Other contacts & Create contact &, Import contacts

T Trash

Figure 250: Google Calendar navigation

Contacts is the Google Contacts homepage where users can see their contacts

Create is the button which users can create contacts

Frequently contacted is the place where the most frequently used contacts are stored
Create label is where users can create labels and organize their contacts
Import/Export/Print is where users can import users as CSV or vCard files, export contacts as
CSV files and print them

6. Trash is the button users can delete the contacts

vk wnNeE

17

S0E Tips:
9 - The rest of the navigation bar are the same for all the Google Applications

This project has been funded with support from the European Commission. This communication reflects the
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How to create new contacts:

STEP 1: Log in to your Google account
STEP 2: Log in to Google Contacts

STEP 3: Click on ‘Create contact’ at the top left-hand side

Contacts Q ] Q@ ® i o

Contacts

Frequently contacted

3

Merge & fix

Labels

Create label

Import
Y Export

&  Print No contacts yet

& Create contact 2, Import contacts

(]  Other contacts

[ Trash

Figure 251: Create contacts

STEP 4: Click on ‘Create a contact’

= eContacts Q Q @ -4 o

Create a contact

Create multiple contacts

Frequently contacted

¥ Merge & fix

A~ Labels

Create label

Import
Gy Export

=  Print No contacts yet

(3] Other contacts 2 Create contact 1, Import contacts

[ Trash

Figure 237: Create a contact
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Q- Tips:
- Users can create one or multiple contacts

STEP 5: Fill in the required fields

Create new contact © No Label

First name

Show more Cancel

Figure 238: Create a contact

NOTE:

Users should fill in the required fields:

- First name and Last name

- Company

- Job title

- Email

- Telephone (and select the country code e.g. Cyprus)

-Notes (if needed)

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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For example:

Create new contact D No Label

Chrystalla Thrasyvoulou

Emphasys Centre Project Manager

chrystalla@emphasyscentre.com |

Show more Cancel

Figure 239: Create a contact

Tips:
- Once the user fill in the ‘Email’ field, the ‘Label’ field is automatically selected and users can select
the category that a contact can be stored.

- Users can create labels for ‘Work’ or ‘Meetings’ so they can have all their colleagues under one
label/one place.

STEP 6: Click on ‘Save’

Create new contact D No Label

Chrystalla Thrasyvoulou

Emphasys Centre Project Manager

chrystalla@emphasyscentre.com Work

= v 99212935 Work

Notes

Chrystalla's contact - Work label|

Show more

Figure 240: Create a contact

This project has been funded with support from the European Commission. This communication reflects the
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Here is the contact.

G Chrystalla Thrasyvoulou

Contact details
[ 5] Project Manager, Emphasys Centre

chrystalla@emphasyscentre.com - Work

5]
A 99212935 -work @ @
[

Chrystalla's contact - Work label

Interactions

3 Third email

B2 second email

Figure 241: Create a contact

How to create label:

STEP 1: Log in to your Google account
STEP 2: Log in to Google Contacts

STEP 3: Click on ‘Create label’ at the left-hand side

= eContacts Q, search ® © st o

Name Email Phone number Jab title & company
-} Create contact

CONTACTS (1)

& Contacts 1
e Chrystalla Thrasyvoulou chrystalla@emphasyscentre.com  +35799212935 Project Manager, Emphasys Centre
40 Frequently contacted

Merge & fix

~  labels

o

+  Create label

X Import
@Y Export

& Print

]  Other contacts

[ Trash

Figure 242: Create label

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
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Co-funded by the
Erasmus+ Programme
of the European Union




s

FINEZWORK

Page | 212

STEP 4: Fill in the field with the name of the label

STEP 5: Click on ‘Save’

Create label

Figure 243: Create label

Here is an example of “Work’ label

eContacts Q, search ® © st o

Name Email Phone number Jab title & company
-} Create contact

CONTACTS (1)

& Contacts
e Chrystalla Thrasyvoulou chrystalla@emphasyscentre.com  +35799212935 Project Manager, Emphasys Centre
40 Frequently contacted

Merge & fix

Labels

&

Import

Export

® P

Print

c]

Other contacts

=

Trash

Figure 244: Create label

This project has been funded with support from the European Commission. This communication reflects the
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NOTE:

Users can edit or delete the label (Figure 245)

eContacts Q @ ® it o

Name Email Phone number Job title & company
I- Create contact

CONTACTS (1)

= Contacts
o Chrystalla Thrasyvoulou chrystalla@emphasyscentre.com  +35799212935 Project Manager, Emphasys Centre
) Frequently contacted

¥ Merge & fix

Labels
O Work

Create label

Import
Y Export

& Print

(il  Other contacts

Trash

Figure 245: Edit or delete label

How to move contacts into labels:

STEP 1: Log in to your Google account

STEP 2: Log in to Google Contacts

STEP 3: click on ‘Contacts’ at the left-hand side

STEP 4: Select one contact and click on the three dots

STEP 5: Click on the name of the label. In figure 246 click on ‘Work’ label

eCc:ntacts Q ] Q @ H o

Name Email Phone number Job title & company

contcrs STEP 4

Contacts 1
[0  chrystalla Thrasyvoulou chrystalla@emphasyscentre.com  +35799212935 Project Manager, Emphasys Centre @
Frequently contacted

= Print

| create contact

] Merge & fix 1
Export

Labels 0 Hide from contacts
> Work Delete

Create label

STEP 5 °

) Export

& Print

(]  Other contacts

[ Trash

Figure 246: Move contacts into labels
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How to make ‘Starred’ contacts (favorites):

STEP 1: Log in to your Google account
STEP 2: Log in to Google Contacts
STEP 3: click on ‘Contacts’ at the left-hand side

STEP 4: Click on the ‘Star’ icon

eContacts Q  Sea Q@ ® i o

Name Email Phone number Job title & company
|- create contact
CONTACTS (1)
&  Contacts 1
[0  chrystalla Thrasyvoulou chrystalla@emphasyscentre.com  +35799212935 Project Manager, Emphasys Cenjffe A
D Frequently contacted har oontaon
[#  Merge & fix 1
A Labels
> Work
Create label
T, Import
@ Export
& Print

(]  Other contacts

Trash

Figure 247: Starred contacts

Here are the starred contacts:

eContacts Q  sea @ @ i o

Name Email Phone number Job title & company
|- create contact
STARRED CONTACTS (1)
& Contacts 1
G Chrystalla Thrasyvoulou chrystalla@emphasyscentre.com  +35799212935 Project Manager, Emphasys Centre
Frequently contacted
CONTACTS (1]
[#  Merge & fix 1
o Chrystalla Thrasyvoulou chrystalla@emphasyscentre.com  +35799212935 Project Manager, Emphasys Centre
"~ Labels
O Work
Create label
X Import
@5 Export
& Print

(]  Other contacts

Trash
Figure 248: Starred contacts
This project has been funded with support from the European Commission. This communication reflects the
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How to edit contacts:

STEP 1: Log in to your Google account
STEP 2: Log in to Google Contacts
STEP 3: Click on ‘Contacts’ at the left-hand side

STEP 4: Click on the ‘Pencil icon

= @ contacts Q o & = @
Name Email Phone number Job title & company
F Create contact

Contacts 1
G Chrystalla Thrasyvoulou chrystalla@emphasyscentre.com  +35799212935 Project Manager, Emphasys Centre

) Frequently contacted
ONTACTS (1)

Merge & fix 1
[0  chrystalla Thrasyvoulou chrystalla@emphasyscentre.com  +35799212935 Project Manager, Emphasys Centre
Labels ‘Edit contact

> Work

&

Create label

Import
y  Export

& Print

(]  Other contacts

[ Trash

Figure 249: Edit contacts

How to delete contacts:

STEP 1: Log in to your Google account
STEP 2: Log in to Google Contacts
STEP 3: Select one contact and click on the three dots

STEP 4: Click on ‘Delete’

This project has been funded with support from the European Commission. This communication reflects the
views only of the author, and the Commission cannot be held responsible for any use which may be made of
the information contained therein. Submission number: 2019-1-LV01-KA204-060337
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eContacts Q  Sea Q @ it o

Name Email Phone number Job title & company
}— Create contact

STARRED CONTACTS (1)

& Contacts 1
G Chrystalla Thrasyvoulou chrystalla@emphasyscentre.com  +35799212935 Project Manager, Emphasys Centre
Frequently contacted
CONTACTS (1)
@ Merge & fix 1
|° Chrystalla Thrasyvoulou chrystalla@emphasyscentre.com  +35799212935 Project Manager, Emphasys Centre
~  Labels
e & Print
0 Work
Export

t  Create label
Hide from contacts

A, Import < M Delete >

&5 Export

& Print Work

(]  Other contacts

[ Trash

Figure 250: Delete contacts

How to import and export contacts:

STEP 1: Log in to your Google account
STEP 2: Log in to Google Contacts

STEP 3: Click on ‘Import’ at the left-hand side

eCDHtacts Q  Searct Q@ © i o

Name Emall Phone number Job title & company
|- create contact

STARRED CONTACTS (1)

& Contacts 1

o Chrystalla Thrasyvoulou chrystalla@emphasyscentre.com  +35799212935 Project Manager, Emphasys Centre
) Frequently contacted

CONTACTS (1)
[#  Merge & fix

o Chrystalla Thrasyvoulou chrystalla@emphasyscentre.com  +35799212935 Project Manager, Emphasys Centre
. Labels

C Work

+  Create label

&5 Export

& Print

(il  Other contacts

Trash

Figure 251: Import contacts
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STEP 4: Select any CSV or vCard file

STEP 5: Click on ‘Import’

Import contacts

To import contacts, select a CSV or vCard file. Learn more

Select file

No CSV or vCard file? Create Multiple Contacts instead.

Cancel

Figure 252: Import contacts

STEP 3: Click on ‘Export’ at the left-hand side panel

eContacts Q, search ® ® st o

Name Email Phone number Jab title & company
-} Create contact
STARRED CONTACTS (1)
& Contacts 1
e Chrystalla Thrasyvoulou chrystalla@emphasyscentre.com  +35799212935 Project Manager, Emphasys Centre
40 Frequently contacted
CONTACTS (1)
Merge & fix
o Chrystalla Thrasyvoulou chrystalla@emphasyscentre.com  +35799212935 Project Manager, Emphasys Centre
A Labels
£ Work

+  Create label

(]  Other contacts

[ Trash

Figure 253: Export contacts
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STEP 3: Select the contact list and export file type

STEP 4: Click on ‘Export’

Export contacts (&)

(® Contacts (1)

Export as
(® Google Csv
(O outlook csv

O vCard (for i0S Contacts)

Cancel  Export

Figure 254: Export contacts

NOTE:

- Users should export the contact as Google CSV, Outlook CSV and vCard
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GLOSSARY

Online search: is the process of interactively searching for and recovering requested data through the
Internet (Hawkins, Donald, Brown & Carolyn, 1980).

Internet: The Internet is the most significant communication network of computers and electronic devices
in the world. The Internet has many applications, such as electronic mail (email), transfer of files, chatting
online, and the most used application of all the World Wide Web (www).

WWW: The World Wide Web or "WWW" or the "The Web" as it is also called is the application of the
Internet which contains websites and web pages which can be accessed by a URL typed on a web browser.

Web browser: A software such as Google Chrome, Mozilla Firefox and Internet Explorer that lets a
computer to access and display documents, pictures, sound or videos from the World Wide Web.

URL/Domain: A domain, or domain name, is the address (or URL) that people will use to visit your website
on the internet. It appears in the address bar of the web browser. For example,
www.emphasyscentre.com

Top-Level Domain (TLD): A top-level domain is to identify a website, such as its purpose, the owner, or
the geographical origin.

Advanced search: Is a built-in feature of Google (and most web engines) that allows a user to specify
additional requirements while searching forinformation. Figure 8 illustrates the advanced search features.
A user can search information for a specific topic, language, region, words, file format etc.

Browser history: Is the list of previously visited websites a user has visited—it includes information such
as page title and time of visit — for a certain period of time.

Email: Is a method in which a person can send information from a computer to another, using the Internet.
That information can vary between text, image, audio, and video. Emails are ideal for international
communication with no delay, no cost and to many recipients.

Gmail: Is a free email service developed by Google and users all they need is to connect their Google
account with the Gmail.

Viewer: The person who can view documents and files, download documents or files and make a copy of
documents or files

Commenter: The person who can comment on documents, view documents or files, download documents
or files and make a copy of documents or files

Editor: The person who is editor can edit Google Documents, Spreadsheets, Presentations etc. or folders,
invite or remove other collaborators, download documents or files, make a copy of documents or files,
upload and delete other files or folders, add and remove items from a folder.
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User ID / Username: Is a unique identification (there cannot be two accounts with the same username)
of a person on a particular server.

Domain name / Host name: Is the location at which the mail is sent. This refers to the mail server which
is the computer where the recipient has a mailbox. For example @gmail.com, @yahoo.com,
@outlook.com

Spam e-mail: Is an unwanted junk email and it can include malicious links. Often, spam e-mail is sent for
commercial purposes such as advertisements, newsletters etc.

Google Drive: Is a free online data storage service offered by Google. It allows you to keep all your work
in one place in a different file format and access your files anywhere from any device.

Google Docs (Word Processing): Is an online word processor that provides to a user a real-time
collaboration to create, share with teammates or individuals. A user can also upload/modify and share
documents, presentations, spreadsheets, images, audio, videos etc. with others.

Google Sheets (Spreadsheets): Is an online spreadsheet application and enables users to create, edit and
collaborate with others their spreadsheets

Google Slides (Presentation): Is an online presentation application that allows users to create and format
presentations and work with other people or individual

Google Forms: Is an online application that allows users to create online surveys, evaluation forms and
quizzes and share them with other people or teams.

Google Calendar: Is a time-management and scheduling calendar by Google. Users can quickly and easy
schedule meetings, events, appointments etc. and get reminders about upcoming activities or they can
share the events/meetings with other people, so they always know what’s next on the agenda.

Google Contacts: Is a contact management tool that is available under Google applications. Is a place
where users can store and organise their contacts. Each contact can include information such as first
name, last name, email, phone number, description etc.

Attachments: Apart from simple text messages, email messages can contain image files, sound files, video
clip files, compressed files etc. These files are known as attached files or simply as attachments. Attached
files are files are sent together with e-mail messages.
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