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EFFECITVETLY USING GOOGLE FOR PROJECT MANAGEMENT

Training Module Lesson 1: Google Communication Tools

Lesson Preparation
Time: Please allow 1 hour to complete this training module and assessment

Materials: Computer with internet access
Introduction

Objective: Upon completion of this lesson, Training Module Lesson 1, the learner will have
created a G-mail account that can be used to login to all Google applications. Leaner will be
able to send and receive e-mails, create calendar items and share them with other Google users,
as well as initiate a Google Hangouts online meeting. Upon completion of Lesson 1, learner will
be ready to advance to Lesson 2: Introduction to Google Collaboration Tools.

Training Module Set:

M Training Module Lesson 1: Google Communication Tools
What you will learn in this module:

- Creating a Gmail account & Gmail account basics

- Uploading Project Dates to Google Calendar

- Holding a Google Hangout Meeting

E Training Module Lesson 2: Google Collaboration Tools
What you will learn in this module:
- Creating Documents Using Google Docs, Sheets & Slides
- Editing the Documents as a Team

'.' Training Module Lesson 3: Google Storage Tools
What you will learn in this module:
- Using Google Drive
- Creating Folders & Sub Folders
- Folder organization
- Sharing Folders
- Google Drive Mobile Application




V ad
EFFECITVETLY USING GOOGLE FOR PROJECT MANAGEMENT J

Pedagogy: This tutorial is based upon mastery learning, allowing the learner to work at their
own pace through the tutorial, and then re take the assessment at the end of the tutorial until
they have received a 90% or better.

Instructional Outline:
e Create a G-mail account, send and receive e-mails
e Create calendar items and upload project deadlines to Google Calendar
e Use Google Hangouts

Review

Evaluation: Following the training module the learner will be able to take an assessment,
covering all of the concepts they were exposed to in order to text their knowledge. The
assessment will be a learning object using scenario based learning, following with a formative
assessment. The learner will be quizzed on what Google application to use when, and quizzed
about the features of those applications. The learner must receive a grade of 90% or above on
the formative assessment to advance to the next training module.

Instruction: The | will be instructed to do the following

Task What You Need to Know Steps
Creating a Gmail Once a Gmail account is 1. Go to google.com
account created, you will have access 2. Click on Gmail at the top
to all Google applications right of the screen.
using that account login.
& c https://www.google.com Q -
=

Google
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Task What You Need to Know
Logging into your You may login to your new
new Gmail account Gmail account from any

computer or mobile device.

~
7

. Click on Create Account and

answer the corresponding
questions, you will be
creating your unique
username here. Then click
next step.

. You will now be prompted to

complete your Google
profile. Answer the questions
to complete your Gmail
account creation.

Steps

. Go to google.com
. Click on Gmail at the top

right of the screen.

. Login to your account using

your new username and
password.
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Sending and
Receiving E-mails

New Message
-

To

Subject

All of your e-mails will be
conveniently located in your
inbox and sent folder, you
may also organize your e-
mails, and search for specific
e-mails in your Gmail.

. Click on Compose on the left

side menu on your screen.

. A new window will open up

towards the bottom right of
your screen.

. After you begin typing an e-

mail it will automatically be
saved to your draft folder,
just in case you do not
complete the e-mail.

. You now have the option to

add attachments to your e-
mail and adjust font colors
and sizes.

. When finished, click Send.

- W X

Cc Bec
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6. The sent message will now
appear in your sent mail

folder.
Task What You Need to Know Steps
Setting up your With Google Calendar you 1. Go to calendar.google.com
Google Calendar &  can schedule meetings, events, 2. Click Create
Creating an event or project due dates, and get
due date reminders for them. You can
also share your calendar with
others.
Calendar < > Jun19-252016 Day Week Month  4Days  Agenda More = -
| Sun 819 Mon 620 Tue 621 Wed 6122 Thu 623 Fri 624 Sal625
P

18[20]21 22 23 24 25

26 27 28 29 30

~ My calendars
Amanda Carpenter
Birthdays

Reminders
« Other calendars ! ipm

Holidays in United St.

3. You will now need to specify
the details. Input the title of
the event.

4. For a project, you can enter
something such as project due
for the event title, then
specify all day to remove
any specific time associated
with the event.

5. You do not need to enter
anything else unless you
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would like to add a location,
or description.

“ m Discard
Project Due

6/20/2016 to 6/20/2016

« All day Repeat..

Event details

I Where I Guests

Video call Add video call

Calendar | Amanda Carpenter ¥

— Guests can
Description

modify event
¥ invite others
4 « see guest list
wiag=neiap s
Eventcolor [ | [l [ | | |
Notifications | Notification ¥ 1|days ¥ | before at 11:30pm
Email v 1|days ¥ | before at 4:30pm
Add a notification
Show me as ® Available Busy
Visibility ® Calendar default Public Private

By defautt this event will follow the sharing settings of this calendar: event details will be visible to anyone who
can see details of other events in this calendar. Learn more

Enter guest email addresse

Add

Task What You Need to Know

Steps

Sharing your Google You have to options to choose

1. (lick on the down arrow next to your

Calendar who you would like to share calendar name.
your calendar with, and what 2. (lick Share this Calendar
parts of your calendar that
you would like to share.
Calendar &y Jun 19 - 25, 2016 Day Week Month 4 Days Agenda ‘ More = | f o 24
Sun 619 Mon 6/20 Tue 612 Wed 622 Thu 6/23 Fri6i24 Sat6/25
~ June 2016 < Gura
SMTWTFS Gam
03 1 23 4
56 7 8 9101 Fam
12 13 14 15 16 17 18
19[20]21 22 23 24 25 S
26 27 28 29 30
~ My calendars ] @
| Amanda Csrpenter
Birthdays Display cnly this Calendar
Reminders Calendar settings

View Trash

Create event on this calendar

Share this Calendar

Edit notifications

~ Other calendars

Holidays in United St

EEEEN
|
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3. Enter the person’s e-mail
address that you would like
to share your calendar with,
the choose the proper
permission settings for which
permissions you would like
them to have. Then click Add

Person.
Amanda Carpenter Details
Calendar Details  Share this Calendar Edit notifications Trash
« Back to calendar| Save || Cancel
Make this calendar public Learn more
This calendar will appear in public Google search results
Share only my free/busy information (Hide details)
Share with specific people
Person Permission Settings Learn more Remove
| 52 all event details v § Add Person I
Make changes AND manage sharing
amandathecarpenter@gmail.com Make changes to events
See all event details
See only ree/busy (hide details)
Tip: Sharing with coworkers? : I
Companies can move to Google Calendar to make sharing easier. Learn how
« Back to calendar | Save || Cancel
®©2016 Google - Terms of Service - Privacy Policy
Task What You Need to Know Steps
Using Google With Google Hangouts make 1. Go to hangouts.google.com
Hangouts for Project video calls, and send 2. Then click on which type of
Meetings messages to multiple people. hangout you would like to
This is an ideal tool for project initiate. Your options are
meetings. video call, phone call, or
messdage.

3. You will then be prompted to
select which contacts from
your contact list that you
would like to invite to your
hangout.




EFFECITVETLY USING GOOGLE FOR PROJECT MANAGEMENT

c

Task

What You Need to Know

. If the person is not already

listed, click the search box
and search for the person.

. Once the person is selected

click either message or
video call.

Steps

Use the Features in
Google Hangouts

During a Google Hangouts
session, you can easily share
you screen with other people in
the  Hangout to  easily
collaborate on a project. You
can also send messages during
a video call, and add more
people.

. During the Hangout click on

either the screen share icon,
or the message icon
displayed on the left and
side of the screen to activate
the features.

. To add a person to your

hangout, click the invite
person icon at the top of the
screen.

. Enter the persons G-mail

address then click invite.

. When finished with a video

call in hangouts, click the red
phone at the top of the
screen to hang up. When
finished with a Hangout chat,
just exit the dialog box, and
your chat will remain stored
on your Hangouts
dashboard.



