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A Simple User Guide
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Quick Access
1. Login to the DoE Staff Portal
2. Click My Learning Tools

Essentials

N V1Y POLICIES
ESS e -
Staff mail ESS MyPL@Edu Policies and Equipment
procedures Safety in

SMU e
ee

SMU - Staff DEC Software

Intemet filtering
Search Procurement Catalogve

L | v L wees [ | s | o KOS

3. Scroll until Google Apps
4. Click Add to my Essentials
5. Return to your Home page

6. Click Google Apps
a. If Google Apps is not visible on the Essentials menu, click Add more

b. Locate Google Apps and click the +icon
c. Click Save

J Foster, B Wellings & P Munro 3 Version: 1 (May 2016)



Google Drive

Create and Manipulate
1. From the Google for Education main menu, click Drive

Collaborate & Present

Drive

‘ Create documents, spreadsheet;
presentations
Docs
% Create & share documenis

Sheets
IEEI Create & share spreadsheets

2. Tocreate new content you can either:
a. Dragand drop a file from your desktop to the Google Drive storage space; or
b. Click New and select required option

Bm  lassroom B softv

| Folder
File upload
Folder upload
a8

Google Does

Google Sheets

treport
Google Slides

More >

315 MB used

3. Allow upload to complete
4. To manipulate a file (download, move to a new folder, rename, etc.), right click on the
desired file and selected required option

Praview

% Openwith >

‘S share
B GO Get shareable link
Move to...

“Intelli

aracte
Add star
votm K

Tves Rename...

[] make acopy
¥

Download

B Remove
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Share
1. Toshare aresources (file or folder), right click the resource
2. Select Share

Book Title

Preview

" % Openwith

Share.

& GO Get shareable link

B Moveto.

Intelli

aracte :
e | Y Add star goa

Tvo, Rename...

0] Makeacopy

¥ pownload

B Remove

3. Type in the email address of the individual/s you wish to share the resource with or add
emails saved in Google Contacts (see below)
a. Can Edit - Invited individuals can edit content
b. Can Comment — Invited individuals can add comments for you to view
c. Can View — Invited individuals can view document, however, cannot change it
4. Click Done

Share with others Get shareable link (e

People

# Can edit ~

v Can edit

Can comment

“ Con view
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Google Docs

Create and Save
1. From the Google for Education main menu, click Docs

Collaborate & Present

Drive

‘ Create documents, spreadsheets and
presentations

Docs
% Create & share documents

Sheets

Create & share spreadsheets

i

2. Select required file
a. Blank —start new document
b. Templates — start new document using a template
c. Recent documents — open previously created and save document

Start a new document

SCIENCE LAB REPORT

CELLS
BASIC UNITS OF LIFE

Letter Essay Report
Spearmint Paperback Simple

Recent documents

3. Begin word processing
a. NOTE: Google Docs does not contain all features of Microsoft Word and some
formatting is not compatible for viewing, for example, Automatic Content.
b. NOTE: Google Docs does use the same short cuts
4. Google Docs saves you documents automatically and can be accessed from the Google for
Education main menu anytime, anywhere.
5. To download the document, click File and hover over Download

Uluusy uuurie -
File Edit View Inset Format Tools Table Addons Help Al change
Share. Arial - n ~| B

1
New

Open. cr+0

Rename.

Make a copy
I Organize |
W Move to trash

See revision history Crl+Alt+Shift+H

Language

Download as - Microsoft Word (.docx)

Publish 1o the web OpenDocument Format ( odt)

Rich Text Format (.rtf)
Email as attachment ORE Poes et £ ittt

Email collaborators.
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6. Select the file format you wish to save the document as and the download will begin
automatically

M) Untitleddocument.docx

Collaborate
1. To work collaboratively on the document in real time, click Share

Trer X T e ocon e e

e =

Ly
joel fosterSi@educ ation.nsw.gov.au -

, Editing

2. Type in the email address of the individual/s you wish to share the document with or add
emails saved in Google Contacts (see below)
a. Can Edit - Invited individuals can edit content
b. Can Comment — Invited individuals can add comments for you to view
c. Can View — Invited individuals can view document, however, cannot change it

Share with others Get shareable link ‘&
People
# Can edit +
' Can edit
Can comment

3. Click Done
4. Invited individuals will receive an email with a link that will direct them to the document for
access and/or editing
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Google Sheets

Create and Save
1. From the Google for Education main menu, click Sheets

Collaborate & Present

Drive

‘ Create documents, spreadsheets and
presentations

Docs
E Create & share documents

Sheets
Create & share spreadsheets

Slides
] Create & share presentations

2. Same steps as Create and Save in Google Docs

Collaborate
1. Same steps as Collaborating in Google Docs

Forms
1. Click Tools
2. Click Forms

ata Tools | Add-ons Help

Script editor...
c E

Spelling...

v Enable autccomplete
Notification rules...

Protect sheet. .
3. Add questions as required

a. Options include short answer responses, paragraph, multiple choice, checkbox and
dropdown answer types.
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I QUESTIONS RESPONSES -

Untitled spreadsheet

= Short answer

Paragraph

Untitled Question ® Multiple choice
Tr
N B4 Checkboxes
option 1 ] m
Add option or ADD "OTHER" © Dropdown )
=
=+ Linear scale
0
ﬁ Multiple choice grid
2] Date
© Time

4. Click Send

Filtop Hoo 41 x N Wlaaisinie | scos| (50 e

e

5. Type in the email address of the individual/s you wish to share the form with or add emails
saved in Google Contacts (see below)

6. Invited individuals will receive an email with a link that will direct them to the form for
completion

7. Results will be returned to the form and viewable through the Reponses tab

QUESTIONS RESPONSES

0 responses

Accepti
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Google Slides

Create and Save

1. From the Google for Education main menu, click Slides

Collaborate & Present

Drive

‘ Create documents, spreadsheets and
presentations

Docs
E Create & share documents

Sheets
Create & share spreadsheets

Slides
Create & share presentations

2. Same steps as Create and Save in Google Docs

Collaborate
1. Same steps as Collaborating in Google Docs
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Google Classroom

Create
1. From the Google for Education main menu, click Classroom

Collaborate & Present

Drive

‘ Create documents, spreadsheets and
presentations

Docs
E Create & share documents

Sheets
Create & share spreadsheets

Slides
Create & share presentations

Classroom
Manage your class online

2. Click the + button and select Create Class to create a new class or Join Class to join an
existing class that you have been given permission to access

nium Adm % o 7

+ joelfosterd@education.nsw.gov.au +

Join class

Create class

3. If creating a new class, give the class a name and click Create

Create a class

4. Change the theme and appearance of your new class

IST 3 D P rl ntl n g joel.foster9@education.nsw.gov.au ~

Q Joel Foster

Select theme
Upload photo

J Foster, B Wellings & P Munro 11 Version: 1 (May 2016)



5. Click on the About tab and add further details to the class description, including any class
resources, and click Save

6. Click on Invite Teacher (shared classes/content) and type in the email address of the
individual/s you wish to share the class with or add emails saved in Google Contacts (see
below)

STREAM STUDENTS ABOUT

Room
Joel Foster

Teacher
Google Drive folder BB ST 3D Frinting

‘oel fosterd@educati Calendar m View in Classroom Z Open in Google Calendar
joel fosterg@educatio.

INVITE TEACHER

Add Content

1. Hover over the +icon (bottom left corner) for content adding options (must be in the Stream

tab)
=0
=== )
== )
e== )
+

a. Create Question — pose a question to students which they must answer
i. Type in the question
ii. Add adue date
iii. Select Short Answer or Multiple Choice
iv. Add an attachment from your PC or Google Drive or embed a video
v. Click Ask (Question can be scheduled for a specified time)
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Dus May 16
Short answer . Students can reply to each other Students can edit answer
U & O oo IST 3D Printing ~ (]

b. Create Assignment
i. Type inthe assignment title and instructions
ii. Addadue date
iii. Add an attachment from your PC or Google Drive or embed a video
iv. Click Assign (Assignment can be scheduled for a specified time)

Due May16 =

0 & DO oo IST 3D Printing ~

c. Create Announcement
i. Type inthe announcement
ii. Add an attachment from your PC or Google Drive or embed a video
iii. Click Post (Post can be scheduled for a specified time)

- Announcement

0 & O oo IST 3D Printing

2. Google Class will keep track of how many Assignments/Questions have been complete and
how many remain outstanding
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Joel Foster
e Due May 16
® v

Assignment 0 D

DONE NOT DONE

Add class comment...

3. All uploaded resources and submitted assignments will be automatically saved in Google
Drive

a. Access Google Drive
b. Click Classroom

& Drive My Drive ~

“ ‘ . Classroom

B  software

c. Click required class

B ST 3D Printing ‘ 3 ST Programming B Programming IST

Invite
1. Toinvite students, click the Invite tab

2. Click on Invite and type in the email address of the individual/s you wish to enrol in the class
with or add emails saved in Google Contacts (see below)

STREAM STUDENTS

INVITE _ Students can post and comment « CLASS CODE  b9aishz ~

Invite students or give them this code to join: b9aishz

3. Students will receive an email with a link and access code
Students can also be deleted if required
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Google Calendar

Create a Calendar
1.

From the Google for Education main menu, click Calendar

Organise

2 |

w

Calendar
Organise your time

Contacts

Develop distribution lists to connect with
people

Bookmarks

Organise all your web resources in one
location

2. Click the dropdown menu next to the My Calendars option

CREATE v

» Mini calendar

~ My calendars

Joel Foster
Birthdays

B Reminders

[ TAS Function

3. Click Create new calendar
4,

M Education
Create New Calendar
Calendar Details

«Back to calendar | Create Calendar || Cancel |

Calendar Name:

Organization:

Description:

Location:

Calendar Time Zone:

Please first select a country to select the right set of time

zones. To see all time zones, check the box instead.

1 Share this calendar with others

Make this calendar public Learn more

Sun 58 I
GMT+10

Sam

= Gam
Create new calendar

Settings

Fill in the details and click Create Calendar

NSW Dept of Education and Communities

e.g."San Francisco” or "New York™ or "USA " Specifying a general location v

Country: | Australia

v

Now select a time zone: | (GMT+10:00) Eastern Time - Melbov ¥ | Disg

| See all event details

Share this calendar with everyone in the organization NSW Dept of Education and Communities | See all event details

Share with specific people
Person

joelfosterd@education.nsw.gov.au

« Back to calendar | Create Calendar -

J Foster, B Wellings & P Munro

Permission Settings ©/
| See all event details

Make changes AND manage sh
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Add/Delete an Event
1. Click Create button

R

v Mini calendar

= My calendars

Joel Foster
Birthdays

B Reminders

B TAS Function

e

2. Fillin details of event and click Save

_./ M Home - Millennium Admi X \‘Yﬁ Staff Portal - Home XV LK

<« & https://calendar.google.com/calendar/rend

M Education
Ll m Discan
|

5/13/2016 4:30pm

to 5:30pm 51372016

[ Allday [ Repeat...

Fuent details Find a tima

3. Todelete an event, click the event name displayed in the calendar

S May 15-21, 2016

In&M15 NMon 516 Tu
Assignment Assignment

Question: Question

4. Click Delete
wenr | EQAWCALION

“ m ‘ Delete | More Actions

signment: Assignment|

WINR tn | RMRFMMA
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Share

1. Click the dropdown menu next to the calendar requiring sharing
2. Click Share this Calendar

unuuaya

Reminders 3am
Function = dam
Display only this Calendar
- Other calendars Hide this calendar from the list

Calendar settings

B Holidays in Australia Yiew Trash
Create event on this calendar
Share this Calendar

Edit notific ations

3. Add the email address of the individuals the calendar will be shared and assigh permission
settings

a. Make Changes and Manage Sharing — Makes individual an administrator of the
calendar

b. See all Events — Allows individual to see the events and details of events you have
upcoming on your calendar

c. Make changes to Events —Allows individual to modify the events (add, edit and
delete) and details of events you have upcoming on your calendar

d. See only free/busy (hide details) — Allows individual to see the events (no details of

events) you have upcoming on your calendar
4. Click Save

TAS Function Detalls

Share this Calendar Edit notifications Trash

Cancel

Share this calendar with others
Make this calendar public Learn more all event details A

See
Share this calendar with everyone in the organization NSW Dept of Education and Communities | See all event details T

Share with specific people

Person Permission Settings 2

See all event details

elizabeth.price7@education.nsw.gov.au Make changes AND manage sharing v
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Google Contacts

Add Contacts
1. From the Google for Education main menu, click Contacts

Organise

Calendar
Organise your time

Contacts
B Develop distribution lists to connect with
people

Bookmarks
i ? Organise all your web resources in one
location

2. Click the Add Person button and type in the new contact’s email address
3. Click Add

221" | Education

b~ More

brian. wellings@dst,nsw.edu aul

A
Add
= My Contacts
Starred Welclle to Contacts!

4. Contact can now be used in any of the other Google for Education Apps
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