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Google~ Apps for Business

‘ Google Drive: Access and organize your files

Use Google Drive to store and access your files, folders, and Google Docs, Sheets, and Slides anywhere.
Change a file on the web, your computer, tablet, or your mobile device, and it updates on every device where
you've installed Google Drive. You'll always have the latest version of your files and Google Docs at your
fingertips. Read, edit, share, and collaborate wherever you are!

Set up Google Drive

1. Inyour browser, go to drive.google.com.

When you first access Google Drive on the web, you'll see a Welcome page. If you've previously used
Google Docs, Google Drive on the web will look something like this:

n
'5"501,«,%» KM o @0 o 0

Drive ® = = ©-
L)
I w— TITLE OWNER LAST MODIFIED
*My Drive
Ba Finance | 8 Finance me Feb 28 ma
vl T T me 10:31 am me
I Marketing I Marketing shared me 10:27 am me
:: ;rr.lnect Everest 1 Project Everest Shared me 10:31 am me
ales
I Vacations M Sales me 10:31 am me
ared with Me acations Shared me eb 4 mo
Shared with M I Vacati Feb
Starred - April Solar Panel Newsletter. pdf me May 6 me
Recent
Trash Everest project—Pitch deck Shared Dave Delegate Mar 26 Dave Delegate
More - Marketing Presentation Shared me 5/22/13 me
Install Drive for & Philly trip video.mov me 2/4i11 me
=
your computer B ProjectEverestMeetingnotes me Apr 18 me
ProjectEverestMeetingnotes.docx me May 3 me
W Proj ng y
ProjectPlan.docx me May 6 me
| Y
E Solarmora Logo Murthy Edit.png me May 6 me
Support Plan Shared me B/19/13 me
B Training Satisfaction Survey me B/27M13 me

2. Download and install Google Drive for your Mac/PC. (Or your administrator might do this for you.) This
lets you sync files from your computer to Google Drive on the web, giving you access to your files on any
device, at any time. Syncing is built-in—you don't have to do anything to set it up. Just connect to the
Internet and you're ready to go.
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Note: The link to download and install Google Drive for your Mac/PC might be disabled in your
organization. If it's not available or if you choose not to install it, Google Drive on the web still provides
access to all your Google Docs, Sheets, Slides, and any files that you manually upload.

Once installed, you can find Google Drive for your Mac/PC in your Windows system tray or Mac menu
bar. Here's how it looks on the Windows system tray:

Click the icon to see sync status, access your Google Drive folder on your computer or on the web, pause
the sync, set preferences, and more. Here's how it looks on a Mac:

= d4) Thud:00PM Q

Open Google Drive folder X
Visit your Google Drive on the web
View items shared with me

corgiazy@gmail.com
0.28GB (28%) of 5.00CB used

Buy more storage

Preferences...
Help
About

Send feedback!
Quit Google Drive

You can also access Google Drive files on your Android or iOS device. See Google Drive on
a mobile device to learn how.

Get to know your Drive

There are lots of ways to view your files, folders, and Google documents in Google Drive on the web. Let's take a
quick look around.

My Drive

When you first get Google Drive on the web, all the files and folders you've uploaded and Google Docs that you
own are in the section called My Drive:
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Drive
L]
TITLE
| * My Drive
Shared with Me | T
Starred I3 Project Everest Shared
Recent B Sales
Trash
Marketing Shared
More « B3 Marketing Shar

Ao April Solar Panel Newsletter. pdf
Install Drive for

your computer ™ Solarmora Logo Murthy Edit.png
W ProjectPlan.docx

1
Click the Upload button (next to Create) if you want to upload more files and folders
to My Drive

If you or your administrator installed Google Drive for your Mac/PC, the contents of My Drive will sync with the
contents of a folder called Google Drive on your computer. Only the contents of My Drive are synced.

You can move files that have been shared with you to My Drive if you want them to sync to your computer and
mobile devices. You can also add new files to My Drive by moving or saving files to the Google Drive folder on
your computer. In a nutshell: everything you put in Google Drive on your computer can also be found in My
Drive on the web and mobile devices, and vice-versa. We'll demonstrate how that works in just a bit.

Shared with me

Shared with me is where you'll find the files, folders, and Google documents that have been shared with you:

Drive = = 0O-
m TITLE SHARE DATE
- 1 share test @k Jed Bell nay 6
¥ My Drive . . .
| Shared with Me @ W ProjectEverestMestingnotes.doc _ . Ophelia Knox  Apr 18
Starred B IT Change Request Checklist m Carolyn Ujcic  Mar 24
Recent Training Project Plan Tackle tasks as a team m Sondra Jenkins 121,
Trash

sheet ﬂ Google Training 112

Shared with me only shows items that were shared with you explicitly. You won't find items here that were
shared with the “Public” or “Anyone with the link.” (You can find those items by searching in the All items view.) If
you'll be referencing a shared document often, you can drag it into My Drive (or a specific folder in your Drive)
so that it appears there as well.
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Are you looking for a folder that was shared with you? Click Title in the Shared with me
view to put all the folders that were shared with you first.

Starred and Recent views

Click Starred to see all the items you've marked with a star. Just click the star to the left of an item to mark it.
Stars are like “bookmarks” or “favorites” in a browser to mark web sites you want to access frequently.

Use the Recent view to see all the private and shared files that you've opened, in reverse chronological order.
This is a great way to quickly find your most current stuff.

All items

Click More in the left column to see a few additional views:

Drive

| cnear= [ 4

k My Drive
Shared with Me
Starred
Recent
Trash
Less a

Offline
| Alltems

All items shows everything in Google Drive, except items that are in your Trash. It includes things that have

been shared with everyone in your organization (not just you explicitly), so you'll probably find things here that
you didn’t know about yet. You can't remove items from here (except by deleting them), so this is the best place to
search if you're having trouble finding something.

Trash view

Trash contains everything you've deleted. To delete an item, check the item and click the trash icon that
appears:
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24 M E ® Me -

S . §

= TITLE

. CalendarEventswithvideocalls.pdf Shared
| il W ProjectEverestMeetingnotes.docx Shared

Note: You can only trash items that you own. For items you don't own, click More > Remove to take them out of
your Google Drive, but not remove them for everyone else.

Your trash is never automatically emptied, so you'll probably want to clean it out once in a while. Items in your
Trash still count toward your storage quota, so this helps free up some space. To clean it out:

e Inthe Trash view, click Empty trash to permanently delete everything:

Empty trash

TITLE

B ™ building 45.png Trash

Bl Copy of Blue Rays Resume Trash

e Or, check individual items and click Delete forever:

Restore  Delete forever {=) More

—|  TITLE Restore from trash

| v & ™ building 45.png Trash Delete forever
= [E Copy of Blue Rays Resume Trash

Tip: Notice that after you select items in the trash, you can also choose to restore them from the More
menu.

Add files and folders to Drive

When you're ready to create new documents, spreadsheets, presentations, and more, just click the red Create
button and select an app from the list to get started.
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See Using Google Docs, Sheets, and Slides to learn more about using these Google productivity apps.

Do you have existing files and folders you want to add to Google Drive? You can easily sync or upload those files
to add them to Google Drive on the web and your mobile devices. Here's how it works:

Add files to Google Drive using sync

If you or your administrator has installed Google Drive for Mac/PC, anything you add to the Google Drive folder
on your computer will automatically sync to My Drive on the web and your mobile devices. So all you need to do
is move or save files to the Google Drive folder. For example:

1. In Microsoft Word, save your document to the Google Drive folder:

"

Mew folder

Organize =

. Templates

457 Favorites
BE Deskiop
Downloads
|

“4| Recent Places

File name:

= Hide Folders

4ffw Microsoft Office Word

MName

E b Project X Docs

N

Search Google Drive yel

= @

Date modified

1172772012 450 P

Conference.docx

Save as type: | Word Document (*.docx)

Tools = [ Save

That's it! Now you can access your Word document in Google Drive on the web and your mobile devices:
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Drive
My Drive
| onmare | 4 |
TITLE
= My Drive W
onference docx
» Il Project X Docs
Shared with me M Project X Docs

Upload files and folders to Google Drive

It's also easy to upload existing files and folders to Google Drive on the web. Here's how to upload a file (folders
work the same way):

1. In Google Drive on the web, click the red Upload button and then select Files:

Drive
Eafan

» My D"w. Files... ojects
Shared with Folder...
Stared wcations
Recent EY Certificate

2. Select the file (or files) you want to upload and click Open. Here's how it might look on Windows:
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Organize +

¥ Favorites
Bl Desktop
& Downloads

Lb Google Drive
:;-; Recent Places

8 Libraries
“* Documents
| My Documerits
4. Public Document:

File name: IPIa},rIist.pH

Documents library
Playlist

WFlayist.plf

Google~ Apps for Business

v [l @

Arange by: Folder ™

j |.tu| Eiles

Com

That's all you need to do. As soon as the upload completes, you'll see the file in My Drive:

Drive

* My Drive
Shared with me

Starred

Recent

My Drive

TITLE
B Playlist pif
W Conference docx

| Project X Docs

Preview or learn about a fil

e

So far we've seen how files look in Google Drive using the default List mode. This is the most compact way to
view your files. If you'd prefer to see a preview of each file in Google Drive, click the Switch to Grid icon in the

upper-right of Google Drive on th

0)

x B~

Switch to Grid

e web:

Now your files are displayed in a grid of thumbnail previews. This can help you locate a file without having to
open each one. You can also select files and folders to make changes.
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Drive & W 0 More ®

[ o= |+ B

—| TITLE

= o 0

~My Drive
B Finance
T
1 Marketing v
+ 2 Project Everest
+ [l Sales
I Vacations
Shared with Me
Starred

Recent
Trash Finance IT Marketing

Less «

To return to the List mode, click the Switch to List icon:

® !{:: Q"

Switch to List

However, if you like to work in List mode and want to see a visual preview of a file, you can do that too!

1. In List mode, select a single file, folder, or Google document.
2. Click the Preview icon that appears when only one item is selected:

at i [] @©
o ==
- TITLE
Projects

A Vacations Shared
| 1 [ Customer Survey Results

Your file or document is displayed as an overlay:
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Customer Satisfaction

Survey Results
/S

e’olrv mora

Customer Satisfaction Survey Results

i = 30f 15

3. InPreview mode, you can:
a. Scroll through your displayed document

Preview the previous K1 or next Ed document in your Drive

Select another document from your Drive to preview by clicking View all
Share your document with others

Print your document

Open your document to edit it

Exit the preview by click the X

@m0 a0 o

Sort your files

If you have a lot of files, it can get harder to keep track of them. One way to make your files easier to find is to
sort them. Click the down arrow next to Owner to see your options:

10
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My Drive
TITLE OWNER [+ LAST MODIFIED
B8 Finance v Owner Feb 28 me
LB 10:31 am me
I Marketing Shared Last edited by me & 10:27 am me
I Project Everest Shared Last opened by me 10:31 am me
I Sales Ouota used 10:31 am me
I Vacations Shared Feb 4 me
e April Solar Panel Newsletter. pdf me May 6 me

The sort options above are available in most Google Drive views. In the Recent view you can sort items by when
you last opened or edited them.

Here are a few sorting tips:

e (lick Title if you know the name of something and want to scan an alphabetical list to find it. This puts
all folders first in My Drive and Shared with me, so it's also a good way to find folders.

e Sort by Last modified to see items that were recently modified by anyone (not just you). This might help
you keep track of things that your collaborators have recently changed.

e Sort by last edited by me to see the files or folders that you've changed.

e Use Last opened by me to find things you've recently opened, regardless of whether you've edited
them. This is a great way to get back to items you were recently looking at if you accidentally closed a tab
in your browser or you didn't bookmark something.

e Sort by Quota used to see which files are taking up the most space. To free up storage space, you can
delete files by moving them to the Trash, but don't forget to permanently delete them from the Trash
view if you need more storage space.

Note that only synced or uploaded files take up storage space. Files shared with you and Google
documents (such as Docs, Sheets, and Slides) don't take up any of your storage space. Items that don't
count toward your storage will show as "---" in Google Drive:

11
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® = | = o 0

My Drive

TITLE OWNER QUOTA USED
| & Philly trip video.mov me amB

J- April Solar Panel Mewsletter. pdf me 380 KB

™ Solarmora Logo Murthy Edit.png me 12KB

W ProjectEverestMeetingnotes.docx me TKB

W ProjectPlan.docx me 6 KB

T me —

I Project Everest Shared me —_—

Do you need extra storage? You can purchase additional storage, but check with your
system administrator first. Your organization might do that for you!

Find a file

Type a word or phrase in Drive's search box to find a specific file, folder, or Google document. As you're typing,
Drive will try to predict what you are looking for and give you a list to choose from.

o SIS

Q, 'Support' - search Drive

Support Plan  {p

0 SR © B

_u - support@solarmora.com
e OWNER QUOTA USED

| &5 Philly trip video.mov me 3 MB

Narrow your search results

1. Inthe search box, click the down arrow to see advanced search options:
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' 0
f’éﬂlmrmpm W Q|

Advanced ssarch options

Drive TYPE VISIBILITY
All documents Solarmora Inc.
Folders People at Solarmora Inc. with the link
m Drawings Private
«My Drive eréa'?:?es Mot shared
B Finance Presentations OWNERSHIP
vl Spreadsheets
1 Marketing Forms Owned by me
» I Project Everest Text documents Not owned by me
» BB Sales Videos
I Vacations Opened by me
Shared with Me
Starred
& O, Search Solarmora Inc.

Recent

Click any search option to narrow your search.
You can repeat steps 1 and 2 multiple times to further filter your results. For example, maybe you know

the file you want is a spreadsheet that you don’t own. Click those options and your search box will look
like this:

Spreadsheets ¥ MNot owned by me X x

Click the x on an option to remove that filter, or click the big X on the right to clear the entire
search.

At this point you might already see what you're looking for. If not, type a search query and click the blue
search button.

Spreadsheets ® Mot owned by me ® Expenses x “

TITLE OVYNER

il Expenses Shared Cassy Smith

If you want to search articles that are shared with your domain, click Search <your
domain> instead of the blue Search button. This is a good way to find a document that is
public to your organization, but hasn't been shared with you directly.

13
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Organize your files

You probably have a lot of files in My Drive, or will soon. Use folders to organize the contents, just like you do on
your computer.

Create a folder in Google Drive on the web

1. Click the red Create button and then select Folder:

=

2. Enter a name for the folder and click OK. Your new folder is created in My Drive:

| crear= [+

+My Drive
I I Marketing

Move files to a folder

1. Check the box by the item (or items) you want to move.
2. Click the icon that looks like a folder:

2 mME © M -

My Dl
- TITLE
B Marketing Shared
I Project Everest Shared
ol Everest project—Pitch deck Shared
g Philly trip video.mov
| ol Bl ProjectEverestMeetingnotes

W ProjectEverestMeetingnotes.docx

3. Inthe Move to dialog, select the folder where you'd like to move your items, or create a new folder for

14
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them.

Move to X

2 items are currently in [l My Drive

- My Drive
P Finance
r BT
P Marketing
+ +" B Project Everest
r B Sales
PO Vacations

Create new folder (My Drive » Project Everest)

Do you want to store your file (or files) in multiple folders? Use the Ctrl or Command key
4 to check all the places where you want to find your items.

4. Click Move.

Share a folder

You can share a folder, just as easily as you share your Google documents.
1. Check the box next to the file or folder you'd like to share.

.
2. Click Share = and add the people or Groups you'd like to share the folder with.

Once the folder is shared with others, it will have a person icon I on it.

See Sharing and Collaboration to learn about your sharing options.
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Google Docs, Sheets, and Slides: Share and collaborate

Once you've created your document, you can share it with others. Collaborators can then edit the same
document at the same time—you'll always have the most up-to-date version at your fingertips.

Share a document

To get started, click the Share button at the top right of the page to open this dialog:

Sharing settings

Link to share (only accessible by collaborators)

https://docs.google.com/a/solarmera.com/decument/d/ 1 P97 aaAigYgUAKr__hlLg-DJT:

Who has access

Private - Only the people listed below can

a access

m Cassy Smith (you) cassy@soclarmora.com

ﬂ Benito Cacciatore benjamin@solarmora.com

Invite people:

Enter names, email addresses, or groups

+" Notify people via email - Add message

Change...

s owner

Can edit -

Can edit -

Send a copy to myself

Paste the item itself into the

Editors will be aliowed to add people and change the permissions. [Change]

You then have the following options:
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Set the visibility

One way to share your document is to choose who can find and view it. Click the Change link and then choose
your visibility settings:

Sharing settings

Visibility options:

Ba Solarmora Inc.
People at Sclarmora Inc. can find and access.

People at Solarmora Inc. with the link
People at Sclarmora Inc. who have the link can access.

. g Private
Only peocple explicitly granted permission can access. Sign-in required.

Mote: tems with any visibility option can still be published to the web. Learn more

n Cancel Learn more about visibility

Note: Your administrator can disable the settings to share outside your organization, so you might not see
those options.

Invite individuals to view or edit

You can also share your document with specific people and determine their level of access.

1. Atthe bottom of the Sharing Settings dialog, add people you want to share with and choose their
permission level:

11/27/2013 DN:GA-DSAC_102.00



Google~ Apps for Business

ﬂ Benito Cacciatore benjamin@solarmora.com Can edit - e

Is owner
v Can edit @
Invite people: Can comment
Enter names, email addresses, or groups... Can view

Editors will be allowed to add pecple and change the permissions. [Changa]

Can edit: Collaborators can add and edit content in your document, or add comments.
Can comment: Collaborators can add comments, but they can't edit the content.
Can view: People can view your document, but they can't edit it or add comments.

2. Do you want to send people you added an email containing a link to the document? If so, check Notify
people via email to send a standard notification. Click Add message if you want to add your own
note.

3. Click Share & save.

See who has access

To see who has access to your document, including their permission levels, click the Share button. Notice that
you can also change permission levels here.

Sharing settings

Who has access

& Private - Only the pecple listed below can

Change...
access

Cassy Smith (you) cassy@solarmora.com Is owner

ﬂ Benito Cacciatore benjamin@solarmora.com Can edit - %
Murthy Desdai mdesdai@solarmora.com m b4
8 Conview 3]
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Change the document owner

You can change the owner of the document to any individual in your organization who has access. You might
want to do this when someone leaves the company or changes projects. Just click the drop-down arrow by
their permission level and select Is owner:

ﬂ Benito Cacciatore benjamin@solarmora.com Can edit - W

s owner
{p

+"  Can edit
Invite people: Can comment
Enter names, email addresses, or groups... Can view

You'll still have edit access to the document, but keep in the mind that the new owner can revoke that.

Collaborate on a document
With Docs, Sheets, and Slides, it's easy to collaborate on a document.
After you share a document, you can work on it with people all over the world, in real time, just as you would if

you were sitting together. Depending on the permissions you grant, other people can update the document,
use comments beside the document to discuss it, or discuss changes with chat.

Collaborate with simultaneous edits
Anyone with edit permission can make direct changes to a document.
If other people make changes at the same time as you, you can see the changes happen as they're made.

Each person’s changes are marked by a cursor with a different color. In the example below, someone else is
updating the name of a project member:

Project Member Role

Ted Wallace Team Lead

Ashl Project Coordinator
Sam Sterling Sout

If you want to know who is making this change, just hover over the cursor:
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Project Member Role
Ted Wallace Team Lead
Casay Smit
Ashl Project Coordinator
Sam Sterling Sout

Note: When multiple people edit a spreadsheet, only one person can edit a cell at a time.
Collaborate with chat

Now you can get feedback from your collaborators without ever leaving the document. Just click the ® icon
to open a group chat with everyone in the document. (You can't chat with just one collaborator.)

cassy@solarmora.com -
=l m u Present Comments O Share

Theme... Transition...

(2) Alice Abernathy,

B
v :
el arymora

me 2:00 PM
Hey guys.
Alice Abernathy 2:00 PM

? ﬂ Hi Cass.
’6olmrmom

Which lege do you
prefer for SolarFlair?

You can identify who is viewing your document by mousing over their picture. (Collaborators whose pictures
are slightly grayed out have the document open, but aren’t actively looking at it). If your document is public or
shared outside of your domain, you may see anonymous animals or letters. If your document has more
collaborators than can fit in the header, you can view a list by clicking the down arrow next to the chat icon.

Collaborate using comments

If you can't collaborate together in real time, you can leave comments for your team members to look at when
they open the document.
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To comment on the document:

1. Select a section of text that you want to comment on.
2. Click Insert > Comment (or use the right-click menu).
3. Add your notes and click the Comment button.

System Requirements

In order to use the Solarmora SunScreener application, your computer should meet .
) L e cmy smlth
the following requirements: ﬁ
Please check with Paul about the
e 250 MB of RAM minimum final name. Paul can also give you
trademark attribution guidelines.
e Broadband or wireless connection to the Internet

m canm'

Supported Operating Systems

® Microsoft Windows XP

4. Comments appear in the area to the right of your document. You can click a comment to verify which
section of text it refers to, or to contribute to the discussion. You can also edit or delete your own
comments.

To choose when you're notified (via email) about comments to a document, click Comments
- > Notifications in the upper-right corner of the page:

A Notifications

v Al
B2 Cassy Smith
& Selected text: Replies to you
L SunScreener N
one

Please check with

If a comment is important for a specific collaborator, add their email to the comment. Just type + and then their
email address and they will receive a notification in their Inbox. (Remember to share the document with them
as well. Otherwise they'll receive a notification, but won't be able to view, comment, or edit the document,
depending on their permission settings.)
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m Cassy Smith

+md|

"Murthy Desdai" <mdesdai @solarmora.com=
"Mary Dorma" =mdorma@solarmora.com=

To resolve a comment and hide it:

1. When you're done with a discussion, select the comment and click Resolve:

Cassy Smith Resolve
5:35 PM Today L3
Let's check with Paul about the final
name. | believe this will change. Paul
can also give you trademark
attribution guidelines.

Benito Cacciatore

5:47 PM Taday
Thanks Cassy! | added the final name
and appropriate attributions.

Edit Delete

Reply to this comment...

The comment is marked as resolved and removed from the right column.

Note: The comment doesn’t go away completely unless the person who started the discussion deletes
it. You can see resolved comments by clicking Comments. You can then re-open a comment if you
think it needs more discussion.

Email a copy of your document

The easiest way to share a Google Doc is just by clicking the Share button. But, if you need to share your
Google document in another format, such as Microsoft Word or PDF, you can email it as an attachment, right
from your Docs editor.

Note: This sends a copy of the document instead of sharing the original.

To email your document, click File > Email as attachment, choose a document format, and compose your
message:
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Email as attachment

Attach as

HTML ~

To (required)

"Sondar Jenkins" <sondra@solarmora.com=>,

Subject
Project specs

Message

Here are the project specs you requested. This is the latest version and has been approved by
Sappho Knox. We're still working on a new section about the risks and back-up plans, and Il
send you an update as soon as that's finalized.

-Cassy

Send a copy to myself

Publish as a web page

In addition to sharing a document, you can publish it as a web page. The published version is given a unique
address (URL) and is a separate web page, so it isn't affected by the visibility option you choose when you
share the original document. Only users to whom you've shared the document can view or edit the original
version, but anyone with the link to the published version can view that content.

So, why publish a document instead of just sharing it? Publishing lets you:

Create an HTML version of a document that you can embed in blogs, Google Sites, and more.
Show your document to large web audiences.

Publish a one-time snapshot of a living document.

Publish individual sheets or cell selections in a Google Sheet.

To publish a document:

1. Click File > Publish to the Web. You'll see this:
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Publish to the web

Control publishing

v
+ Automatically republish when changes are made

Start publishing

Mote: Publishing a doc does not affect its visibility option. Learn more

Close

If you want to create a one-time snapshot of your document, deselect Automatically republish
when changes are made. Keep this option selected if you want your published content to always
match the latest version.

Click Start publishing. You'll see the links to access it:

Publish to the web

Control publishing
W
+ Automatically republish when changes are made
Stop publishing

MNote: Publishing a doc does not affect its visibility option. Learn more

Get a link to the published document
Document link
https://docs.google.com/a/solarmora.com/document/d/1P97aaAigY gUAKr__hl

Embed code

<iframe
src="https://docs.google.com/a/sclarmera.com/document/d/ 1P97aaAigy gUA

Kr _hlLg-DJT3LgBfkzMbBbwwebCnrCeo/pub?embedded=true"=></iframe= P

Close
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Once you've published your document, you can stop publishing it or get its links at any time.
Just click File > Publish to the Web again.

11/27/2013 DN:GA-DSAC_102.00
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Google Docs: Access, create, edit, and print

There are several kinds of Google documents: Docs, Sheets, Slides, Drawings, and Forms. We'll use a basic
Google Doc to show you how to get started with various types of Google documents. Most of these steps also
work for other document types, so learn these tasks and you're on your way to creating presentations,
spreadsheets, forms, and drawings, too.

Access your documents
You can access your Google documents from any computer, anywhere in the world.
To view a list of documents you own or have access to, or to create a document:

e Visit Google Drive at https://drive.google.com.

e Orvisit from another Google Apps product

When you're using a Google Apps product like Gmail or Calendar, you'll see other Apps products
listed across the top of the page. Click Drive to get started!

Search Images Mail Dﬂ“\h Calendar Sites Groups Contacts

Or, if you have the new Google One Bar, click the === at the top of the page and select Drive.

cassy(@solarmora.com ! Share m

Bl E

+Cassy Search Mail
[as ]
Drive Calendar Sites
More
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In Google Drive you'll see all of the Google documents you have access to, including Docs, Sheets, Slides,
Forms, Drawings, and other Google document apps. You might also see other types of files.

Create a document

From Google Drive, click Create and then select Document.

| I Folder

é Document @

;1 Presentation

A new Google Doc appears in your browser—now you're ready to edit.

Rename your document

Click Untitled document to name your doc. (You can rename your doc at any time by clicking the title.)

« Untitled doc 4l ent
Fi m 2

Edit and format your document

There are many ways to edit your document with the edit toolbar.

File Edit View Insert Format Tools Table Help

ﬁlr\ﬂ-l—‘ Normal text - | Arial -l11 - B £ U A - .| co

I
1]
1]
1]
i
¢

i
0
i
i
e

You could stick to entering plain text, but why? Take advantage of the full range of features in Google Docs to
make your documents stand out from the rest.

Here are some ideas to get you started:

Insert images

1. Click Insert > Image.
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Insert Format Tools Table Help

™ Image... @ |
oo Link.. 3K

Tr" Equation...

Choose an image and click Select. You can upload an image from your computer, choose one from
Drive or your photos, find one on the web, or even take a new snapshot. Once your image is added,

you can remove or resize it at any time.

To remove an image, select it, right-click (or click Edit), and choose Cut:

¥ cut %X
[} Copy ®C
Iﬁ Paste £ AY

‘B Comment 8 M
&9 Link... BK

Select all matching text

In line | Wrap text

Ty Clear formatting 38\

To resize an image, select it and then pull one selection handle. Use a corner handle to proportionally
resize in all dimensions:

Use a top, bottom, or side handle to resize in only one dimension:
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Google~ Apps for Business

In line | Wrap text

Add a table

Tables are a great way to organize information in your document.

1. Click Table > Insert table and point at the number of rows and columns you want:

Table Help

Insert table » I A -

2x 4

2. Then format and fill out your table:
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Project Member Role

Ted Wallace Team Lead

Ashley Smith Project Coordinator
Sam Sterling Sout

Add a link
It's super easy to add links in Google Docs.

1.

Select the text (or an image) where you want the link.

Google~ Apps for Business

To add color to cells (like the top row above), select the text in one or more cells, click Table
> Table properties, and then set the cell background color.

To celebrate the start of summer, all of the above options are currently available at discounted
rates. Please see our website to learn more.

2.

A-RA. eoH

3. Type the URL and click Apply.

Click the link icon in the toolbar, or type Control + k.

start of summer, all of the above options are currently available at di

e our website to learn more.

Text website

Link solarmora. com/SuUmmer-promo

Set margins, page size, orientation, and background color
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To set these options, click File > Page setup. Once you have the perfect settings, you can click OK to apply
them just to the current document, or click Save as default to have these page settings for all future
documents.

»

Page setup
Orientation Margins (inches)

® Portrait Landscape Top 0.5
Pamr size Bottam 0.5

Letter (B.5" x 11"} = Left 0.75
Page color Right  0.75

. L4
“ Cancel Set as default&
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Print

To print your document, click File > Print, or click the printer icon: ™ . A PDF version of your document will appear
with these print options:

Print Google-pps
Total: 5 sheets of paper (10 pages)
[ Ganel |
— Calendar: Scheduling, invitations, attachments, and printing
T Lﬁ syncom-color
el paron Your calendar view
| Change... | Siggn in 1o Google Calendar. You'll see your calendar weekly view. Here's an example:
s SourenGa El e @ o [
Pages 'i" All Calandar € 3 Beibem oy L L e -
c=x fR— T S— Tuss rosan
—
e.g. 1-5, 8, 11-13 vt R
33348871 .
o oW ERL —
LR EEIL LR - o) 1
FERE TR R
Hh e I e [FEE
Copies 1 + - el il Ll
Loy
B ST m
e BEsE
Color = Color i
Ditwr cobaraiary -
-
| Black and white -
laT
Margins Default -
Ta change your calendar view, dick the tabs in the upper-right comer af the view.
o canyy fimoiaers, dl + Sham n-
Options ¥ Two-sided
: Ce==m) o
|| Background colors and
Images Tad Q18 Thu @ns Frigao
. . . _ 1
Print using system dialog... ("C3P) 1572013 DAGA-CALE 10400

You can scroll through your document on the right, and if you need more advanced options, or if system print
settings override your Google Docs print settings, click Print using system dialog.

Share and collaborate

Many people say the best thing about Google documents is how easy it is to share them and work on them
with other people in real time. Check out Sharing and Collaboration to get started!
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==] Google Sheets: Spreadsheet basics

Once you know the basics on how to access, create, and edit Google Docs, read here to learn the basics that
apply specifically to Google Sheets.

Create a spreadsheet

From Google Drive, click the Create button and select Spreadsheet.

d

Presentation
Spreadsheet @
Form

Drawing

& 0 P

Connect more apps

Click Untitled spreadsheet to name your spreadsheet. (You can rename your spreadsheet at any time by
clicking the title.)

Format data in your spreadsheet

To enter text or data in your spreadsheet, just click a cell and start typing. By default, data is entered in
“Normal” format, which means no special formats are used—what you type is what you get.

Use the menus and toolbar to format the selected cells in your spreadsheet.
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File Edit View Insert Format

= o~ T s % 123

You can format your data as currency, percentages, dates, times, plain text (where numbers are treated as
text instead of numerical values to be interpreted), or other formatting options:

Data

Arial

Tools

-

Help

mvBI—S—i-é’a

% % 123 - Arlal - | 10 - B T

Mormal
1,000 Rounded

—
1,000.12 2 Decimals
Custom Decimals...
{1,000} Financial rounded
(1,000.12) Financial
1.01E+03 Scientific
&1,000 Currency
£1,000.12 Currency
More currencies .
1085 Parcent rounded
10.12%% Percent
0/28/2008 Date
15:58:00 Time
9/26/2008 15:59:00  Date time
24:01:00 Hours
More formats >

[ Plain text i

Work with rows, columns, and sheets

Gouogle~ Apps for Business

-|-

The building blocks of a spreadsheet are rows and columns of cells filled with data. Each grid of rows and

columns is an individual sheet.

Add a row or column
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1. Select any cell that should be next to the new row or column.
2. Onthe menu bar, click Insert and then choose where to add your row or column.

Insert  Format Data

Row abowve
Row below

Column left
Column right

Tip: To add multiple rows or columns at one time, first select the number of rows or columns you want
to add. The Insert menu will then give you the option to add that many rows or columns. For example, if
you select a block of 2 columns by 3 rows, the Insert menu shows these options:

Insert Format Data Tools Help All changes save
Row above we A .M .-
Row below
3 Rows above D
3 Rows below Due Date
Column left ] 40672012
Column right

g 4/9/2012
2 Columns left
team i.-'ElI]fEEHE_

2 Columns right
{rj aul 51572012

Delete a row or column

1. Select one or more cells in the row or column you want to delete. If you select multiple cells, you can
delete multiple rows or columns at a time.

2. Onthe menu bar, click Edit and then choose which rows or columns to delete. For example, if you
selected rows 4, 5, and 6 in column C, you'll see these options:

11/27/2013 DN:GA-GDSB_103.01



Edit WView Insert Format

- Undo

~w Hedo

x Cut
[} Copy
|_‘|j Paste

Paste special
L] Web clipboard

Find and replace...

Delete values
Delete rows 4 - 6 @

Delete column C

Data Tools Help All

®Z| .0 - B
A
38X
#8C

Owner

Julian

Alyssa

andana and team

w2 H | Shiane and Paul

Sharon

Gouogle~ Apps for Business

If you only want to delete the data in the cells (but still keep all the existing rows and
columns), select Delete values.

Move a row or column

You can use Copy and Paste (on the Edit or right-click) menu to move cells, but here's a quicker way:

1.
2.

3.

Select the cell or block of cells that you want to move.
Move your cursor to the edge of the selected cells, until you see the cursor change into a hand:

| §590.37]
§304.13
$268.35
$143.12

$35.78
$447 25

$1,789.00

W o o~ M th b R =

— —
ey

T

33%
17%
15%
8%
2%
25%

100%

Hold down the mouse button and drag the cells to their new location.
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Tw 559037
A B C

1 $590.37 33%
2 5304 13 17%
3 $26835 5% ________.
4 314312, 8% i
5 $35.?8: 2% :
6 3447 .25, 25% |
T | |
& §1789.00 100% |
9 . I
10 | L I

| |
1 | i
12 | !
s 1 & ]
14

4. Release the mouse button to drop the cells in their new location.

Keep header rows and columns in place

Your first rows or columns might be headers that you want to always keep at the top or left as you scroll
through your spreadsheet. In that case, you'll want to freeze the first rows and columns so they stay put. You
can freeze up to 10 rows and 5 columns.

Just click View > Freeze rows (or View > Freeze columns), and then select the number of rows to freeze.

In the example below, the top 2 rows are frozen. You can tell by the thicker line beneath Row 2:

A B c D E F
1 Area * Milestone Owner Due Date Status Notes
i
3 Send tienng proposal
Support policy to management Julian 41612012 Complete Approved
4 Assign specialists for
Support each area Alyssa 4/9/2012 Complete
5 Help content final
Documentation review Vandana 442002012 In progress
& Need to identify
Training Finalize cumiculum | Shiane and Paul 5M15/2012 Mot started additional trainer
7 Estimate support
Support impact Sharon 4/13/2012 Complete
&

You can also drag and drop the blue line sections to quickly change the number of frozen
= rows or columns.
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Once frozen, your headers will stay in place as you move about your spreadsheet, and they won't be sorted if
you sort a column.

Add a new sheet

You might have multiple spreadsheets for a given project. For example, a travel company planning a tour might
create separate spreadsheets for tour dates, customers, transportation, hotels, excursions, and so on.

Instead of creating multiple spreadsheets, you can add sheets to an existing one and jump back and forth
between the related sheets, similar to how you might use tabs in a browser to jump between different web
sites.

To add a new sheet:
1. Click the plus sign at the bottom left of your spreadsheet:

19
20

Add Sheet

+ = Sheet! -

2. By default, sheets are named Sheet1, Sheet2, Sheet3 and so on, so you'll probably want to rename the
new sheet. Select the tab for the new sheet, click the drop-down arrow, and select Rename:

Delata
Duplicate

Copy to

Rename. . {b

FProtect sheet

Hide sheat

Move |eft

Sheeth -

The quickest way to re-order sheets is to drag and drop the tabs.



Gouogle~ Apps for Business

Get started with functions

Functions make calculations easy and automatic. Access functions from the summation sign on the Edit toolbar
(alternatively, click Insert > Functions from the menu toolbar). You'll have immediate access to some of the
most common formulas like Sum and Average. To learn about these functions, plus all the additional formulas
that you can use, click More functions.

= I
SUM
AVERAGE
COUNT
MAX

MIN

More functions {b

To use the data from other cells in your functions, refer to the cells by column number followed by row number
(A6, C2, and so on). For example, here's how to use the SUM function to add the cells directly above it:

1. Select the cell to contain the sum.
2. Click the function button (the summation sign) and select SUM.
3. The SUM function is inserted in the cell:

23
87

132

54
=sumMp |

4. Select the range of cells you want to add. The cell range (D2 to D5 in this example) is added to your
SUM function:

D
S 23
| 87,
I ]32I
I i
| P —— §4J
[=sUm(D2:D5) |

5. Press Enter or Tab to see your result:



23
87
132
54

296

Share and collaborate

Gouogle~ Apps for Business

Take advantage of the collaborative features of Google Sheets by sharing your spreadsheet with others.
Multiple people will be able to edit the same spreadsheet at the same time—you'll always have the most

up-to-date version at your fingertips.

To get started sharing a spreadsheet, click the Share button at the top right of the page. See Sharing and

Collaboration to learn more about sharing settings.

Collaborating in Sheets is slightly different than in Docs: only one person can edit a cell at any given time, and
comments are stored with individual cells.

Collaborate with joint edits

A cell that you've selected is outlined in blue, but when someone else is editing your spreadsheet, a cell
they've selected has a different color border. If you want to see who has selected a cell, just move your mouse

there:

Owner

Julian

Alyssa

Vandana and team

Shiane and Paul

Sharon

D

Due Date

4/6/2012

419/2012|

4/20/2012

5/15/2012
4/13/2012

[

Complete
Complete
In progress

Mot started
Complete

Approved

3

Meed to identify
additional trainer

With Google Sheets, you don't have to worry about overriding edits made by someone else. A cell will be
greyed out while it's being modified by someone else:


http://goo.gl/rLAKb
http://goo.gl/rLAKb
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Help content final review | Vandana and team

Finalize curriculum Shiane and Faul
Estimate support impact | Sharon

If you try to edit a greyed out cell, your changes won't stick.

Collaborate with comments

If you can edit a spreadsheet, you can add comments to individual cells:

1. Select the cell you want to comment on.
2. Click Insert > Comment (or use the right-click menu).
3. Type your comment. It will automatically be “signed” with your name and date:

. Meed to identify
m Cassy Smith additional trainer

4. Click into another cell. You'll see that the cell you commented on now has an orange triangle in the
upper-right corner to indicate comments:

additional trainer

Meed to identify D ‘

5. To see comments, just hover over the cell:

. Meed to identify
m Casny Smith additional trainer
6:21 PM Today |
Murthy might be available
Show less

E Alice Abernathy
6:23 PM Today

| checked with Murthy, and he's
not available.

6. If you want to modify your comment, click the cell and select Edit or Delete. To reply to someone’s
comment, just type your response in the Reply to this comment field that shows up when you click
the cell. When you're done with comments for a cell and want to remove them, click the cell and select
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Resolve to remove the thread of comments.

'&-" Cassy Smith Resolve N Meed to identify

6:21 PM Today
Murthy might be available
Show less
Edit Delete

b ladditional trainer

Lh‘l:rk as resolved and hide discussion
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Google Slides: Presentation basics

Once you know the basics on how to access, create, and edit Google Docs, read here to learn the basics that
apply specifically to Google Slides.

Before we start...

You're probably already good to go, but let's take a brief moment to make sure you're using a supported
browser. Google Slides takes advantage of the latest browser technology, such as HTMLS5. For this reason,
Slides is only supported in_.modern browsers. For the best experience, we recommend Google Chrome, which
supports all the latest features in Slides.

Create a presentation

From Google Drive, click the Create button and select Presentation.

- Folder

é Document

1 Presentation @

Spreadsheet

Connect more apps

When you first create a presentation, you can choose a theme. Themes give all your slides the same
background and fonts. They give your presentation extra pizazz and a consistent look and feel, (but you can
override the background and fonts for a specific slide if you want to). You can switch the theme later if you
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change your mind.

Choose a theme

Simple Light Simple Dark Light Gradient Dark Gradient

Swiss
& Modern
|
Khaki o Spotlight Paper Plane

n Cancel " Show for new presentations

An untitled presentation will appear in your browser—now you're ready to edit!
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cassy E@aolarmora com v

« Untitled Jr:.!re.e*senra.!‘ﬁ:.u'éa N, T —— | (P —
File | Sli Formal  Arange Tools Table Help All changes saved in Drive
n Falls a EI’I s | q -~ - T background.. Layout- Theme.. Transition...

1

Click to add title

Click to add subtitle

Click to add notes

Don't forget to rename your presentation. Just click Untitled presentation to edit your
= title.

Edit your presentation

Use the edit toolbar to customize your presentation.

File Edit View Insert Slide Format Arrange Tools Table Help All changes saved in Drive

I
4

—
i
4

1
i
il

hﬂ'r' Q@ KRTMG-\N- ®-F£-=.5- ana -2 -/B 7 UA-RA.cecoH

Note: If you're not currently editing text, you won't see all these items on the toolbar. Select a text area in your
presentation to activate the text-related options.
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If you have a set of legacy Slides, you can make changes to them by creating a new
presentation, and importing the old slides (Insert > Import slides). Just make sure you

have the ﬂ button in your toolbar.

Click the Insert menu to see additional features you can add (text boxes, images, videos,
shapes, arrows, equations, callouts, and more):

Insert  Slide Format Amange Table Help All changes saved
[T] Text box
Image
i Video._.
A Word Art
. Line .
Ci Shape - — .
[] Shape mls]nlalelainlals,
Table "o Armows -
£ calots  » QADOOOOECROOE
GCOAdOlrFrFhbraooadil
New slide Ctisp | T Equation  » @@AFJEONECD
Duplicate Ctri+D O0<eoO0Oodgooayu
Import slides DDGQ@@{%%&?GD
1 Qe oo
[ Flowchart: Collate l

Format your presentation

Once you insert an image or shape, Slides helps you to keep your images consistent and line them up with
each other using red, gray, and blue guidelines.

Resize an object Align your objects
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I T When you resize Logos f':”;s':'larFlaW When you move
_' : an image, grab a [ ‘ 1 an image, you
“ ’ corner or side of - [ can line it up with
FL mori an image and l'r 'E’ the edges or
| [ ] | drag. Blue lines o 6 ) center of nearby
- - - '__ appear to help line elaryora | objects by using
| A | up the edges of u N u the red lines to
| ] . . .
| 6FIRJ‘ aré | the image with b guide you.
u u u surrounding '
[ | objects, like text 6

I | boxes, shapes, or ol 'merai

other images.

Add a new slide

There are several ways to add a slide to your presentation:

® C(lickthe n button in the edit toolbar. Click the down-arrow to the right of this if you want to specify a
new layout for the slide:

Title

Title and Body

Title and Two Columns
Title Only @
Caption

Blank

The layout determines the placement of text boxes on your slide. You can always move, delete, or
re-size the text boxes, though, or add new ones.

If you don't use the down-arrow to specify a new layout, the default layout is used. For slide 1, the
default layout is Title. For slide 2, the default is Title and Body. After that, the default is the layout of

the previous slide.

® C(Click Slide > New slide or Slide > Duplicate slide. You can also right-click on an existing slide to see
these options.

® C(Click Insert > Import slides to add slides from other Google Slides or PowerPoint presentations (.ppt
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or .pptx format, up to 10MB in size).

Arrange your slides

It's easy to rearrange your slides. Select a slide in the left pane and click the Slide menu for options to move it
up, down, or to the top or bottom of your presentation.

Or, you can drag and drop the slide to a new position. Just click a slide in the left pane, hold the mouse button
down, and drag the slide to a new location.

Do you want to move several slides at once? No problem! Use Shift-Click to select a sequence of slides, or
Ctrl-Click to select multiple, non-sequential slides.Then use the Slide menu options or drag and drop to move
all the selected slides at the same time.

Change your presentation style

You can change the theme for your slides at any time, or use a different background for one or more slides
instead.

® To select a new theme, click Slide > Change theme. This will change the theme for all your slides.

® To choose a background image or color for the current slide (or all slides), click Slide > Background.

Background

Color D - ,

Image Choose...

Reset to theme Reset

If you select a new background color, you can choose from a palette of standard colors, custom colors,
colors that match or coordinate with your current theme, or a transparent background.
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If you prefer a background image, you can upload one from your computer, choose one from Drive or
your photos, find one on the web, or even take a new snapshot.

Add speaker notes

Use speaker notes to keep track of your talking points for each slide. In the presentation editor, they are
displayed in the text area beneath the current slide. When you first add a new slide, this area shows Click to

add notes.

If you don't see the speaker notes, click the View menu and make sure Show speaker notes is checked.

Untitled presentation
File Edit Wiew Inset Slide Format Amrange Tools Table Help All changes saved in Drive

+ - a

Customer S
Survoy 1

aa

Tha s sewn

Cowpreer it whaciie

Present

Animations

50%
100%

200%

Zooam in

Zoom out
Snap to
HTML wiaw

Show speliing suggestions

cassySsolarmora.com -

uPrmnt - Commenis m

%F5 B | mackground.. | Layout | Theme.. | Transtion..
B OB &
V.
yd news “Dotsrmorn
B
RO

" er satisfaction is up!

oy S are likely to recommend Solarmora this year than last.

il: 83% (up from 75% in 2011)

Show speaker notes @

l 74% (up from 62%)
%

Compact controls

Full screen

[Dest:ribe how customer satisfaction is calculated. ]

When you present your slides, your speaker notes are displayed in a separate window. (This window also has
controls to advance or pause your slideshow.)

Share and collaborate
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Take advantage of the collaborative features of Slides by sharing your presentation with others. Multiple

people will be able to edit the same presentation at the same time—you'll always have the most up-to-date
version at your fingertips.

To get started sharing a presentation, click the Share button at the top right of the page. See Sharing and
Collaboration to learn more about sharing settings.

Preview or present your slides

When you're ready to preview or present your slides, click the Present button at the top right of the page. Click
the down-arrow for additional options:

quscnl E| Comments

1
Present from beginning {Eﬂ

|‘|

Present with speaker notes

Present in new window

When you move the mouse on your slideshow, a bar temporarily appears with controls to display another

slide, pause or resume the slideshow, and toggle to and from full-screen mode. Click the gear icon in this bar to
see more options:
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Customer Satisfaction
Survey results

Q1 2013

Open spaaker notes
DOpan aditor
Print

Download ss PDF

Downlond as PPTX

Learn more

So now you've mastered the fundamentals for creating Google Slides. If you still have questions or you'd like
to learn more ways to enhance your presentations, (such as how to bring more life to your presentations with
animations and slide transitions), check out the Google Slides Help Center.



http://support.google.com/docs/topic/2811776

