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Sign in

Welcome to G Suite. Start by signing in to your account.

1. Go to www.google.com and in the top-right corner, click Sign in.

2. Enter your G Suite email address (example: joe@company.com) and 

password.

3. Click          Sign in         .

Now that you’re in your G Suite account, here are a few key features that work the 

same way across several products:

http://www.google.com/


Tools that your entire school can use, together

 for Education Core Services





My Account
Control, protect, and secure your account, all in one place

● Sign-in & Security
● Personal Info & Privacy
● Account Preferences



Gmail
Get a fresh start to email that has less spam.

● Getting Started/Settings
● Composing, Editing and Sending
● Organizing With Labels
● Filters and Automations
● Searching
● Hangouts



Gmail
Get a fresh start to email that has less spam.

Assignment

● Create an email signature
● Send an email to your neighbor
● Create a label for one of the emails you receive



Hangouts
HD Video, voice or text conversations across your devices.

● Starting a Chat
● Starting a Video Conference
● Making a Call
● Using the App



Calendar
Organize your schedule and share events with friends.

● Getting Started/Settings
● Creating an Event
● Creating Appointment Slots
● Working with Calendars
● Sharing and Delegating



Calendar
Organize your schedule and share events with friends.

Assignment

● Create an Event and add your neighbor as a Guest
● Create a new calendar and share it with your neighbor allowing 

them to Make changes to events
● Add a block of Appointment Slots and email me the link



Drive and Apps
With Google Drive, you can create, share and keep all your stuff in one place.

● Getting Started/Settings
● Creating a Doc
● Creating a Sheet
● Creating a Form
● Creating a Slide
● Sharing and Collaborating
● Uploading and Converting
● Add Ons



Drive and Apps
With Google Drive, you can create, share and keep all your stuff in one place.

Assignment

● Create a Doc, add your favorite quote and share it with your 
neighbor

● Add your favorite quote to the Doc that was shared with you
● Create a folder, share it with me and add your Doc to it
● Create a Form with at least one question and send it to the 

group email masbo@rossrandall.com (Groups are up next)

mailto:masbo@rossrandall.com


Groups
Create mailing lists and discussion groups.

● Getting Started
● Creating a Group
● Joining a Group
● Posting Group Messages



Sites
Create, share and publish websites.

● Creating a Site
● Inserting Elements
● Creating Pages
● Changing the Look
● Adding Editors
● Publishing



https://gsuite.google.com/learning-center/

Training
Chrome Extension

https://gsuite.google.com/learning-center/
https://gsuite.google.com/learning-center/
https://chrome.google.com/webstore/detail/g-suite-training/idkloemkmldbemijiamdiolojbffnjlh

