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Today’s Agenda

● Your Google Account

● Google Drive

● Google Docs

● Google Forms

● YouTube for gSuite

● Google Translate

● More from G Suite 

Marketplace

● Add-ons for Google Tools



Google Search Tricks

A. Calculator
1. In the search box, type a calculation and press enter.
2. You'll see the answer in the results window.
3. In some cases, it will also pop up an advanced calculator.

B. Conversion Tool
1. Type a phrase such as "1 mile in feet" and it will convert it.
2. Make sure you use the word "in" in the phrase.

C. Dictionary - type the word and it will define it
D. Weather - type the word "weather" and a city and/or state and it will 

show the forecast for the next five days



Did you know you can search for PowerPoints already created for you?

1. Go to www.google.com
2. Click the "Settings" option.
3. Click on "Advanced Search".
4. Towards the bottom you will 
see

"File Type".  Select Microsoft
PowerPoint from the list.  

5. You can actually select many 
types of files.

6. The files can be opened and 
edited for your convenience.



Your Google Account

● Every teacher and student has FREE access to Google Classroom

● There are going to be sessions on using Google Classroom over the next 

few days

● Your Google Classroom login will be your email address and your  initial 

password will be “monroe17” but you will be required to change it

● As part of your Google tools, you have access to Google Drive which you 

can store any file and there is no limits within reason

● Google Classroom and other Google tools will be used to deliver and 

share information

● I have created a Google Classroom for “MCS Google Classroom Central” 

to form a community of resources.  The class code is...sq3db8.



Google Drive

● In any form of Google, once you have logged in, 

in the top right you will see…

● By clicking on the “tic-tac-toe” board, you will get 

to all of your various tools.

● The first one we are going to look at is Google 

Drive, you “cloud” storage site.

● It is “unlimited storage”, and it does not have to 

be Google files to be stored there.  

● Google Drive allows for ease of sharing in many 

ways

● As you move from class to class or year to year, 

you can also make a copy to edit and keep your 

original file

● As Google Drive is cloud-based, you will need to 

download the file to your desktop if you wish to 

edit and keep a local copy



Uploading Existing Files to Google Drive

The following steps only work in Google Chrome!!!

1. When you are ready to add a folder of documents from 

your desktop, click the                     button in the top left 

corner of your Google Drive.

2. Select “Folder Upload” from the menu.  

3. A menu box will pop up allowing you to select the folder 

you wish to upload to your Drive.

4. Click on the folder and then select “Upload” at the 

bottom.

5. A box will appear at the top telling you how many files will 

be uploaded.  Allow the upload.

6. A progress box will appear in the bottom right of your 

screen.  Once all the files are uploaded, a green circle 

with a check-mark will appear.

7. You are done at this point!

8. You can create a folder and then upload files individually 

but….why work harder?



Sharing a Folder/File in Google Drive

• Once a folder is in Google Drive, sharing the folder is easy.  

• Click on the folder you want to share.

• The menu (pictured at left) will appear in the top of the your 

Drive.

• Click the person with the + sign.

• A box like the one below will appear.  Enter the email addresses 

of the person(s) you wish to share with.

• Make sure to read the instructions for admin privileges below.

• Folders and files behave differently when you click the 

pencil.

• If it is a folder, the options are “Can add, organize, and 

edit” or “can view only”.

• If you are sharing an individual file, the options will be 

“can edit”, “can comment” or “can view”.

• Make sure you change this option if you do not wish 

your original document to be changed!



Google Docs

• You can get to Google Docs several ways.

• By clicking on the tic-tac-toe tools icon or by clicking “New” in your Google Drive and selecting Google 

Docs

• Once in the program, Google Docs acts a lot like Microsoft Word.

• All changes are saved in your drive automatically.

• Make sure to click the words “Untitled Document” in the top left corner and change the name.  If not, 

you will have numerous documents with that name.

• There is no “Save” or “Save as” function on your menu bar.  To save, click on “File” and then select 

“Download as” from the menu.  You can then save as a Word document on your desktop, USB, etc.

• Make sure to explore the “Add-ons” feature.  Find the ones you need/like and install them.  They will 

travel with your Google account.  They are not tied to that machine!



Tools You Can Use NOW

Spelling Checks Your Spelling

After you have been typing  for a while, Google will 

make suggestions on how to fix material.

Explore allows you to do research within the document.  

You don’t have to go out to search the web.

Voice Typing allows you to dictate your typing.

Translate document translates the Google Doc into 

hundreds of languages.



Voice Typing

❖ Open Google Docs

❖ Start a new blank document

❖ Under Tools, click on Voice Typing

❖ You must have a microphone

❖ You will see the image to the right

❖ Click and begin speaking

❖ You must dictate punctuation, etc.

❖ Will not always get every word correct due 

to accents, usage, etc.



EXPLORE

❖ Allows you to research a topic without having to exit the document and go to 

the web

❖ Click on the TOOLS button and select “Explore”

❖ You can search by web, image, etc.

❖ You can also click on the quotation marks beside an entry and it will all you to 

cite the image, passage, etc., as a footnote

❖ Can change citation format



Templates

❖ Templates allow you to create a document from a pre-designed source

❖ Click on “File” then scroll down to “New” and then “From Template”

❖ You may see Monroe City School Board as a choice.  To get to all templates, 

select “general”.

❖ Select the type of document you wish to create and it will open a new tab with 

the template you selected.

❖ Simply begin typing and editing to meet your needs.



Revision History or Version History

❖ Allows you to see all of the changes you have made to a document in nice, 

organized list

❖ To see the version history, with the document open, click on “File” then scroll 

down to “Version History” - in some cases it may say “Revision History”

❖ To view the version of the document, click on the day/version you choose

❖ It will open in a new window and the type will be in green to delineate that it is 

a revision you are looking at

❖ If a version is able to be restored, you will have the option to restore it.



Translate Documents

❖ Allows you to translate a document to a large number of languages

❖ Open the document you wish to translate and under the “Tools” tab select 

“Translate”

❖ It will open a copy of the document translated into the select language.  It will 

not delete the original version.

❖ This feature does not translate the menus or anything else on the screen… 

just the document

❖ Remember… SMART translates, but it changes everything on the board and 

it is difficult to get back



Add-Ons

❖ Add-ons are located in the store

❖ They are easy to install

❖ They do things that the basic features of Google Docs will not do

❖ You do not have to have a technician come to install your add-ons.

❖ Once you select an add-on, it will be in your Google Docs wherever you log 

on to Google Docs.  They are not installed on the machine, but in your 

account.

❖ Open the Add-On store and scroll through.  When you click on an Add-On, it 

will give  you a basic description and the cost (most of which are free).

❖ To install, click the Free button.  It will ask you to verify your account and then 

allow access.  Once you do this, it will install and be available in your Add-

Ons list.







How are responses gathered?

Within the actual Google Form, which
became the assignment, you have 
many
options to view student responses.

The summary shows automatically.

You can view individual student
responses by clicking on “individual”
and the student’s name.

The green “Sheets” logo will take you 
to
your Drive where the assignment
automatically created a file for you.



Important MIS People and Numbers

● Darren Ducote (MIS Director) – ext. 3048

● Martha Johnson (Help Desk) – ext. 3330

● Lisa Coleman (JPAMS) – ext. 3053

● Aletha Alston (Administrative Assistant) – ext. 3049

All emails within the district are firstname.lastname

You do not have to put the “@mcschools.net” if you are on 

some form of MCS email!




