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Important Directions for this Course

While working on this course, please read the lessons to
learn new information and then complete each activity to
practice what you learned in each lesson. You may also try
some of the examples in the lessons if you would like the

extra practice. Examples will be shown first, followed by a
practice activity.

Basic Google Features and Searching Online

Lesson 1: Internet Browsers and Online Basics

Internet Browsers

Browsers are used to go on the Internet.
Here are some Internet Browsers:

P

3 N

Google Chrome

Microsoft Edge

Click on your Windows button to see them.

We will be using Google Chrome to do our searches in this

resource.

&

Clicking on the browser icon takes you to the Internet.
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Internet Basics
When you click on Google Chrome you will go to the Google homepage
(www.google.ca).

A home page is where you start on the Internet.
Google is a search engine.
Search engines help you find (search for) information on the Internet.

The address bar is used for searching online. Google Chrome’s address bar is
called an Omnibox. It is called this because it is an address bar and a search
bar. As you type your address into the Omnibox, a suggested sites screen will
show below the address bar. The screen makes search suggestions for you. If
you see the site or information you are searching for appear in the
suggestion box, you can click on it to save yourself time typing.

www.he

o

www.he - Google Search
www.heartandstroke.ca lottery/claim prize

www.henry's.ca

FOR e B © B o

www.hellofresh/login

& Google x

& C O | & Secle

https://www.google.ca

o

Click in this box to type a web address. It is at the top of the screen.

Click in the box to highlight the address then G Google x
type over it with your new web address. €  C O @ Sere

Basic Google features and Searching Online 2



Search Engines

Search engines help you find websites online.

Google is a search engine used by many people.

There are other search engines as well, like bing.com and msn.com.
In this course, we will be using Google.

To search for something on Google, use your mouse and left click into the
search box.

Type what you want to find and click your Enter key on your keyboard.

Google

o

internet tips

intarnat ting

You will get a list of websites that match your search.

-] o x

Go g|e ntemet tips 4« # 0 o

for using the internet | Digital Unite
i, desiusingntarr e top

en top tips f
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The Cursor and the Internet

To find the mouse on the screen look for the arrow.

[

If you move right, the arrow will move right. If you move left, the arrow will

The arrow cursor looks like this:

move left.

Put your hand on the mouse and move the mouse how you want it to move
on the screen. For example: move the mouse left if you want the cursor to go
left.

The Hand Cursor (Link)

The hand cursor looks like this: ,;‘[I‘_I‘:I

The hand shows you where you can click to open something on the page.
You can click on many things from drop down menus to links.

A link is something you can click on to go to a new place on the Internet. It is
blue.

Going Back and Forward

G Google X

< &= = {t | & Secure | https;//www.google.ca/webhp?hl=en&sa=X8&ved=0ahUKEwjuquvQ2MncAhWEGOMKHZWyAKc(
\

You can go back and forward on the Internet. It is like turning pagesin a
book.

If you do not close your screen, you can use the arrows to go back to where
you were before.

Basic Google features and Searching Online 4
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Click the back arrow at the top, left corner of the screen to go back.

It will take you back one page.

If you would like to go to the page, you were on after these pages then

9

click the forward arrow at the top left corner of your screen.

Drop Down Menu

A drop-down menu is a screen with options that appears below a heading

when you click on it.

Many sites have drop down menus where you are asked to choose one

option from a list.

A drop-down menu looks like this:

There are currently 32938 jobs available from Canadian employers.

All of Canada

Alberta

British Columbia

Manitoba

New Brunswick
Newfoundland and Labradaor
Nova Scotia

Naorthwest Territories
Ontario

Prince Edward Island
Quebec
Saskatchewan
‘ukon Territory

To select something from a drop down menu, click on the downward arrow

beside the address box.

DT ST IO TS T T O T TegIoT T T o LT

Category

Select yvour Job Category:
All occupations

Basic Google features and Searching Online



Then move the cursor over the selection you want to choose.
*You may have to scroll down to see all the options.

Lesson 2: Google Accounts

Google.ca is where you can set up your free Google account.

Google is an American company that is most known as a search engine.

Although the company started out using its company name for a search
engine. It made enough money through advertising to keep growing. It
created an Internet browser, and its own software and hardware. Google has
added many features since its search engine days. This course will discuss
these features and provide activities on how to use them.

Google is so popular that its name has become a part of regular speech. The
verb ‘to Google’ is now recognized by the Merriam Webster dictionary.

google verh

goo-gle ( 'gl-golw

variants or Google

googled or Googled; googling | 'gu-g(s-)lin«) | or Googling; googles or Googles
transitive verb

: to use the Google search engine to obtain information about (someone or
something) on the World Wide Web

If you already have a Google account, simply Sign In instead of choosing to
create an account in the first activity.

Activity 1: Create a Google Account
1. Open your browser.

2. Type Google.ca in the address bar at the top of the screen.

Basic Google features and Searching Online 6



3. Click on Sign In on the right.

Gmail Images  :i:

4. Click on Create Account.

Google
Signin

Use your Google Account

[ Email or phone

Forgot email?

Not your computer? Use Guest mode to sign in privately.
Learn more

Create account

5. Choose the For My Personal Use option.

6. Fill in your information.

You may have to try a few times to find an email
address that has not been used.

7. Create a password.

Basic Google features and Searching Online
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For my personal use

For my child

For work or my business

Create account
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Password

symbols

Sign in instead

Confirm

[] show password

Use 8 or more characters with a mix of letters, numbers &

Note: If you do not have a
password in mind, you can use this
helpful task below to decide on one
that you can remember.

List one or two things in each part and use them to make a secure password

that you can remember. Your password should be 8 or more characters long.

A character is a number, symbol, or letter. Two examples have been provided

for you.

*Do not use private information in your password (birthdate, anniversary,

names of family, etc.)

Favourite Favourite | Favourite | Favourite | Favourite | Symbol | Final
Song/Singer | book Food colour Number Password
character
Lasagna blue 14 S Lasagnablue145
Bowie Red 8 * BowieRed8*
Harry Pizza 2 ! Potterpizza2!
Potter
Basic Google features and Searching Online 8




Password Confirm

Lasagnal4$ Lasagnal4$

Use & or more characters with a mix of letters, numbers &
symbols

Show password

Sign in instead m

9. Google has a 2-step verification security

8. You can click on the box beside Show
Password to make sure the passwords
match before clicking Next.

Google

Successful, welcome to Google

feature. If you sign in from a new device or @ successiulskils2022@gmail.com

location, it may require you to add a code o s o

sent to your phone or recovery email.

10. You will need to enter a phone number

I« ~ 6135550579

Google will use this number only for account security. Your
number won't be visible to others. You can choose |ater whether to
use it for other purposes.

or back up email in case this happens.

When you have filled out all the information, click Next.

11. You will get a text message or an email message with a m
code to prove this is really you. Click Send.

— Emter verification code

G- 519878

Standard rates apply

Type the code in and click Verify.

Basic Google features and Searching Online



12. Click on Skip to go to the next screen instead of Google
clicking on Yes, I am. Clicking Yes mean getting Get more from your number
Google updates and ads’ If you like, you can add your phone number to your
account for use across Google services. Learn more
For example, your number will be used to
13. Read the Google terms, scroll down and click on | .
Receive video calls & messages
agree.
Make Google services, including ads, more
relevant to you
14. You will see your Google account now on the optiens
Google.ca page. You now have an icon (picture) in
the top right corner for your Google icon. It will be
the first initial of your first name. e

You can click on the Google account icon (the
Gmail Images 33 o letter in the circle) to see your new email
address.

Lesson 3: The Google Waffle Icon and App Launcher

LE &
[T

Google uses an apps launcher on its main page. FET

You can click on the waffle icon to see the Google apps available online.
Applications are programs on a computer designed to do a specific job.
You can access all the Google apps through your Google account.

To do this, just click on the Google waffle icon (picture with 9 dots).

Basic Google features and Searching Online 10



, You can click on the waffle icon to see a
Gmail Images a
drop-down menu with all the icons for the
-~ Apps available with your Google account.
© & 9
Account Search Maps
YouTube Play News
Gmail Meet Chat
® .
s & B
Contacts Drive Calendar
L
B D .

Introduction to Google Apps

The table on the next page, shows the most popular Google apps with some
information about what each one does. After looking at the information in
this table, you will be working on activities for some of these Google apps.

Basic Google features and Searching Online 11



Google App

Information

©

Account

You can see your Google Account information by clicking on
the waffle icon and then the first circle. This circle has the
initial of your first name. You can click on this App to see
your activity online and set privacy and security options.

~
<J

Search

Clicking on the Google Search App will take you to the
Google.ca search page. This is where you can search for
information online. You can return to the Google search
screen from any other Google App by clicking the waffle
button and this icon.

9

Maps

Google Maps is a free online map from Google. You can use
it on your computer or as an app for your mobile device. The
App gives you directions, estimates length of travel and
options to either take highways or stay off them. You can
select directions for driving, biking, or walking. You can find
businesses, houses, or event sites on Google Maps.

YouTube

YouTube is a free video sharing website. You can click on this
icon to watch online videos on just about any subject
imaginable. Your Google Account will also give you a
YouTube account under your Google name. You can like
videos, subscribe to video channels that you like, even
create, and upload your own videos to share with others.

Basic Google features and Searching Online 12
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MNews

Clicking Google News will take you to a news page. As you
use your Google account more, the page will suggest news
stories for you based on your interests.

M

Your Google Account comes with an email account. Gmail is
a free Google email system. You can go to this account by
clicking the app or by typing gmail.com on your computer

Contacts

Gmail and entering your Google account name and password.
You can add people to your Google contacts. This allows you
; to keep track of your contacts’ email addresses and phone

numbers. Adding people to your contacts also makes
connecting to others through email, videos and chats much
quicker.

C

Drive

Google Drive is a way to save information online. It does not
take up space on your device and can be accessed from
anywhere you can go online. You can save pictures and
documents, create folders, and share information with
others all through Google Drive.

E

Calendar

Your Google Calendar is a place to store dates and event
information. You can set reminders as well. It is a great
organizational tool.

Basic Google features and Searching Online 13




Google Duo is Google’s video and audio calling application. It
can be used on the computer or phones to call and chat with
c others. You will need a microphone or a device with a
microphone built in to use the audio calling. You will need a
webcam or a device with a camera, as well as a microphone
to use the video calling.

Duo

You can click on this app to translate words or phrases from
&( one language to another.

Translate

Google Account Information

You can click the waffle button and then the Google Account e

icon to see account options and information. nccount

Note: Your icon will have the first letter or your first name in the circle.

@ Home

You can check your personal information, set
r:._.E-, Personal info

your privacy and security, and see your web
C® Data & privacy
@ Security

[*) ]

2 people & sharing The menu will appear on the left side of the

activity.

F Peyments & subscriptions Account screen after clicking on the Account

icon.

Basic Google features and Searching Online 14



Activity 1: Google Account Information

1. Click on the Account App. e

Account

2. Click on Data and Privacy.

History settings

mendations, and more

@ Web & App Activity Q On
® Location History o Paused
3 YouTube History Q On

See and delete your history anytime

YO My Activity © Maps Timeline B YouTube watch & search history

Choose whether to save the things you do and places you go to get more relevant results, personalized maps, recom-

3. Scroll down to the History Settings. In the History Setting you can see your
online Google activity, such as what sites you have visited, what apps you
have used and even what you have watched on YouTube.

4. Click on Web & App Activity.

Manage all Web & App Activity

5. Scroll down and look over your online Google Account history.

G Search

Searched for what is youtube
11:02 AM - Details
k] Image Search

Searched for google apps information

10:36 AM -+ @ - Details

X

Basic Google features and Searching Online
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6. To Delete this activity, go to the Delete button under Search your activity
on the same page.

Q, Search your activity :
= Filter by date & product
7. Click Delete.

8. Choose what time frame you would like or choose to set up automatic
deletions (it will then delete information on its own).

9. Close the window (click the X in the right corner).

Activity 2: Google Security Tips

1. Go to the Google App Launcher (Click the waffle button).

2. Select Account.

3. Choose Security from the menu on the left.

@ Home

22| Personal info

® Data & privacy

@ Security

2 People & sharing

Basic Google features and Searching Online 16



4. Review the Security Tips listed at the top of the screen.

You have security tips

Security tips found in the Security Checkup

Review security tips

5. If you have any security tips, you can click on Learn More to explore them.
This where Google will give you suggestions on how to make your account
more secure.

o Safe Browsing ~

Turn on Enhanced Safe Browsing for your
account

Get faster, more proactive protection against
dangerous websites, downloads, and extensions when w
you're signed in. Help imprave securj
everyone on the web. Learn more

6. Click on the back arrow at the top left of your screen, to go back to the
main account screen.

Exploring Google Maps

Click on the Google App Launcher (waffle button) to find Google 7
Maps. Maps
Click on Maps.

Basic Google features and Searching Online 17



To find a location you will type an address in the search box. If the program

can tell what you are typing, it will fill the information in for you. You will just

need to click on the correct suggestion.

— Q

Click the magnifying glass (search icon) to search for the location.

You will see a picture of what that location looks like, as well where it is on

the map.

= CN Tower, Bremner Boulevard,

CN Tower

4.6 55,574 reviews e

Tourist attraction 5
&

Y4 Restaurants Y [0 Hotels U () Things to do @ Transit P Parking J =

' CN/Tower

If you require directions to that location, click on Directions.

©

Directions

Type the starting location address in the top bar. Press the

Enter key on your keyboard.

When the directions appear you can choose
the type of directions you would like to know,
for example: by car, by foot, by bicycle or by
airplane.

Basic Google features and Searching Online
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You can click on Options.

Options

Route options

Avoid

[] Highways

Close

Distance units

@ Automatic

[ Tolis (O miles
[] Ferries O km
4 hr 16 min (414 km) H < &

You can decide if you want to
avoid motorways, tolls, or
ferries.

via Hwy 7/Trans-Canada Hwy and ON-401 W

Fastest route now due to traffic conditions

Parliament Hill

Wellington St, Ottawa, ON K1A 0A9

> Geton Trans-Canada Hwy/ON-417 W

7 min (1.9 km)

»  Continue to Hwy 7/Trans-Canada Hwy/ON-7. Take
exit 145 from Trans-Canada Hwy/ON-417 W

19 min (28.5 km)
»  Geton ON-401 W in Belleville

2 hr 14 min (196 km)

Scroll down to see times for the trip.

Google Maps will tell you step-by-step
directions and the length of the trip based on
the time of day.

Activity 3: Using Google Maps

1. Click on the Google App Launcher (waffle icon).

2. Click on Maps.

3. Search your home address on Maps.

4. Click on Directions.

Basic Google features and Searching Online
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5. Search for your local grocery store (by name and town).
6. Click on the by foot option.

7. Scroll down to see the directions and length of time it would take to walk
from your address to the store.

If you would like to learn more about Google Maps, you can click
or copy the following link into the Google Omnibox to find out

more.

https://www.digitallearn.org/courses/introduction-to-google-maps

Click on Start to try each tutorial.

Basic Google features and Searching Online 20



YouTube

Your Google Account also gives you your own YouTube el i §
account. You can go to YouTube by clicking on the waffle
P
icon. e :,
You can also go to it online using your browser. The web >
address is www.youtube.com.
. M A

YouTube is a site where you can watch videos that other people have posted.

o" H 124 H H
You can “subscribe” to videos you want to find later. You
can like or dislike videos.

You use the search bar to look for videos on YouTube.

O YouTube X (=] - x

< C ) | @ Secure | https//www.youtube.com a ¥

D YouTube Search a 0

YouTube will show you videos that match your search.

& > C 0 & Secure | https//www.youtube.com/results?search_query=internet+safety+tips

D YouTube internet safety tips Q

Home TE FILTER

-

Trending

Subscriptions g cm
LA

Safe Web Surfing: Top Tips for Kids and Teens Online
watchwe ears ago

LIBRARY

Most Smartphones and tablets come with the YouTube App.

Activity 4: Finding and Watching a YouTube Video
1. Click on the Google App Launcher (waffle icon).

2. Click on YouTube.

3. Type How to Use Google Duo on PC in the search bar.

Basic Google features and Searching Online 21
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how to use google duo on PC x Q

4. Find a video that explains Google Duo and personal computers.

5. Try this: Give the video a thumbs up or thumbs down depending on how
helpful you felt that it was.

p| o) o001/204 e

Huo #google #duo

TO USE GOOGLE DUO ON PC?

mrhackio
123
31.5K subscribers @ Iﬁ 9] F

Google Calendar

You can create a schedule using Google Calendar. With Google Calendar, you
can quickly schedule meetings and events and get reminders about
upcoming activities, so you always know what's next. Google’s calendar is the
calendar app with the best ratings.

You can open Calendar from the Google App Launcher.

You can click on Create, to create an event or task.

I— Create -

Event

Task

When adding an event, you can click to add a title.

Click on the date to choose a new day.

Basic Google features and Searching Online 22



Use the arrows to move back and forth to set the date. Click on the date you
need for the event.

You can click on the starting and ending times to change them.

Use the scroll bar to scroll down to the time you need. Once you find the
right time, click on it.

Add title Monday, Novemnber 21 9:00pm = 10:00pm
G00pm = 10:00pm
Evert Task  Reminder  Appointment schedule (CTL
‘ R November 2022 £ »
(§  Wednesday, Movember 23 %00pm - 0000 5 M T T e
[0 Anday Timezone 20 3 1 2 3 4 5 5:45pm
Doas nol fepaat = & S Ll 10 n 12
Fir L E] 14 15 il 17 18 13 ﬁDme
=2 Ju 20 o 22 23 24 23 -] 51 5|:IITI
-] 7 B 9 10 ~3Upm
o) k 6230
l‘"] Iz i

You can add guests to the event from your Contacts in Google. This course
will discuss Contacts a bit later in the lesson.

You can set a location. Then Save.

It will be added to your calendar.
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When using tasks, you add a title and then choose a time for your task.

Does not repeat
Add title

Daily
Event Task Reminder Appointment schedule (ED

Weekly on Monday
® Mov 23,2022  9:00pm
Does not repeat

Monthly on the third Monday

Add description
Annually on November 21

Every weekday (Monday to Friday)

My Tasks ~

Custom...

You can choose a time.

Clara's Birthday party

(©  Wednesday, November 23  4:30pm - 6:30pm
[J Anday Time zone

Pick up balloons

Does not repeat ~

&, Add guests

0 successful skills
Organizer

Guest permissions
Invite others - See guest list

Add Google Meet video conferencing

Lone Star Texas Grill, 2880 Gibford Dr, Ottawa, ON K.

Wednesday, November 23
@ 1:00pm

Get balloons for party

My Tasks

® B
il

B I U = = & ¥

Remember to bring balloons

e options (||

If this is a routine task, you can set your calendar to mark it daily or weekly
by clicking on Does Not Repeat and changing it to a different option.

Then, you can click Save to add it to your calendar for more than one day.

Basic Google features and Searching Online 24



After you save the dates for events and tasks they will show up on your
Google Calendar.

November 2022 You can also create Reminders on your

@ 2 ’3 ” calendar. Click on Create.

Click on Event or Task. Click on Reminder

& Pick up balloons, 1}

and set up a reminder.

Clara's Birthday party
4:30 - 6:30pm
Lone Star Texas Grill

Activity 5: Google Calendar
1. Go to the Google App Launcher. I 31

2. Click on Calendar now.

Calendar
3. Create a Task.
4. Set the Task for 4pm on the Thursday later in this week.
5. Note this task as: Remember how great my course was
6. Save your task.

7. Set a reminder for this task.

If you would like to learn even more about Google calendar, please type:

https://www.youtube.com/watch?v=6dyCOXNLp8U | °"*

into your address bar, or open YouTube from your [INSIDER
Google App Launcher and search ‘How to Use Google How To Use
Calendar Tech Insider’ in the YouTube search bar. Google Calendar

o= & ¥ O
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Gmail and Google Contacts
Joining Google also gives you your own personal email account.

Google has free email called Gmail.

To access your email, click on the Gmail app in your Google App Launcher
(click the waffle button).

If it is your first-time using Google account, you can click on the X to close the
startup screen. All these options are in Settings and can be explored later.

Get started with Gmail X

Customize your Change profile mport contacts Get Gmail for
& ® = O

inbox mage and mai mobile

Sending Email and the @ Sign

All email addresses have an “at” sign @. You are writing to someone at
his/her email site.
You type this in the person’s email address for it to send.

To send an email you will compose (write) it.

Then Click Send to send it to others.
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Tips: Writing an Email
To: JuniperBurnaby@mail.ca

Dear Mr. Burnaby,

Message This is Hannah Myers. Your office assistant called me
and asked me to email about our interview on August
12, | can come to the interview at 2pm on 22 Main
Street East.

Interview on August 12th

(State who
you are.
Write what
you want
the person
to know)

Closing Sincerely,

Thank you for your time.

Your Name Hannah Myers

To send an email click the Compose button or pencil icon.

Z Compose

Ed Inbox

New Message 2 X |

To | s Cc Bee
. |
Subject

You will see this:
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Click on To: and type in the email address of the person you are emailing.

Click on Subject and say what your email is about.

] iron.tonystark@avengers.com

Hello from Angela

Click in the big, white box to write your email.

Read it over to make sure it is ok.

iron.tonystark@avengers.com
' Hello from Angela

Hello,
Just wanted to say hi. Hope you are doing well. How is the team? How is Pepper?
Send me an email when you have time.
Thanks.
Angela

Message

Click Send

Your sent folder keeps all the emails you write.

You click on it to see if your email sent.

Gmail ~ 5 C More ~
COMPOSE To: iron.tonystark (2) Inbox  Hello from Angela - Hello, Just wanted to say hi. Hope you are doing well. i
Inbox (2)

0 GB (0%) of 15 GB used Terms - Privacy, - Program Policies
Manage
Drafts
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Activity 6: Sending Email

1. Ask someone for her/his email (friend, classmate, or teacher).
2. Send that person an email (Compose).
3. Click Send.

4. Check your sent folder to see that your email sent.

Checking Your Emails
Click on the sender’s name in your inbox.

It will open your email.

Starred Angela Williams-Lake Classes next week - Hi Student, Monday is a holiday so there will be no classes and the school will be closed. See yo

Sent Mail Angela Williams-Lake Glad you have email now - Hi Student, | am happy to see that you are online and sending email. | look forward to get

Drafts
Test, welcome to your new Google Account - Hi Test, Thank you for creating a Google Account. Here is some advic

1:37 pm

1:31 pm

Aug 6

Read your email.
You can reply (write back) to this email by clicking Reply.

The Reply option will show up under the message that you have received in
the email.

Hi Student,
Monday is a holiday so there will be no classes and the school will be closed. See you Tuesday.

Thank you,
Angelica

be
B
=X
<

Write your reply in the box that shows up.

Read it over carefully.

A
Click Send. m ]
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Gmail will keep all emails with this person in one email so you can see what

you have said. They will all show up as one back and forth conversation (in

the same email thread) with the newest message on the top and the oldest

on the bottom.

You can forward an email. Forward means you send the email to someone

who did not send it to you.

Click Forward. It is under the email beside reply.

Hi Student,
Monday is a holiday so there will be no classes and the school will be closed. See you Tuesday.

Thank you,
Angelica

Type in the email address and click Send.

- = ~ To classmate.joe@gmail.com

*Note: You can type a message in the box before you forward if you want.

Activity 7: Reply to Email
1. Give someone your email.

2. Ask them to email you.
3. Reply to that email.
Adding New Contacts

@

® Go to the waffle icon (Google App Launcher)
at the top right of the screen. Click on it and
pick Contacts.

Contacts

Basic Google features and Searching Online
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Click on Create Contact.

v Q@
X §{0

I— Create contact
Play Grail

Be sure to fill out the first name, last name, and email. You

3

™~
8

can add other details if you want. Drive Calendar
Look it over to make sure it is right. ‘L 3

Photos Shopping
Save.

Click on the plus sign again to add more contacts if you want.
Click on the waffle icon to go back to Gmail.
Click on Compose to send an email.

Click on To in the compose screen.

New Message - & X

To Crc Bee

Click the left box beside the person you want to mail.

e Select contacts Q, Search for contacts x

O selectall Manage labels My contacts

MY CONTACTS (3)

1. Test Student studenttest123@gmail.com

Click Insert.
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Your contact is now in the email.

If you want to send the email to more than one contact, click more than one

box.

Then click Insert.

Write the email to your contact.

Add a subject.

Send your email.

Settings in Gmail

€3

The icon for Settings in your Google Apps looks like a bolt — it is
usually referred to as a cog icon. You can click it to change settings
in your Gmail account.

In the first setting screen, you can scroll down to see basic Google settings.

You can set a theme for your Gmail and

choose how your emails will show up in your Quick settings

inbox. You can click on See all settings and
General to make other choices, such as which
font you want to use in your emails and if you

See all settings

want your spell check on or off.
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Activity 8: Gmail Settings ® ®

1. Click the cog icon in your Gmail to see your Settings.

Quick settings

See all settings

2. Scroll down to themes and choose a theme for your
email account by clicking on View all.

Apps in Gmail

Chat and Meet

Customize

Theme View all - Density
® Default =]

o Moes ~

ol \ ‘ y \ & A O comfortable

| 54 .
o g—> I . @ MY
= = O Compact

Theme View all

3. Pick your theme.
Note how the background of your Gmail changes.
4. Click on Settings once again and then click on See all settings.

5. Scroll down and choose a Large default text style.

General Labels Inbox Accountsand impol dresses Forwardin|

Offline Themes Normal
Send and Archive: -:::::- 5I‘10w Send & v Large
Learn more @ Hide "Send &

Huge

Default text style:
(Use the ‘Remove formatting’ button

on the toolbar to reset the default

SansSerif ~+ T+ A~ R

This is what your body text will look like.

text style)

6. To save this text size, scroll to bottom and click Save all changes.

7. Click your inbox on the left to return to your

Want to learn more about email?

Please type these websites into your address bar to learn more about
email including attachments, forwarding, and replying to all:

https://edu.gcfglobal.org/en/gmail/

"

~
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Google Search Tips

There are many ways to make your online search easier.

Gofgle puppies

Q Al ) Images [ Videos < Shopping & News i More
9 1/
About 738,000,000 results (0.68 seconds) & Maps
: M Books
Videos
X Flights

»» Finance

@ Personal |

e |

G Facebook - Google Search b4 +

< cC 0 @ google.ca/search?q=Facebook

Gn‘ﬁgle Facebook

Google has tools to help you find information more quickly.

These are the tools: All, Images, Videos, Shopping, News, Maps, Books,
Flights, Finance and Personal.

If you are looking for a picture, online click on the Image tool. If you are

looking for a video online click on the Video tool. News articles that contain
your subject can be found more easily by clicking the News tool.
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Activity 9: Using Google Tools

S N T your Google search

- bar, type in Teamwork and
Geese, then click the
Video tab.

2. Choose a video on this
subject from your search
results and watch it.

3. In your Google search bar, type in Facebook, then click on News.
4. Choose a news article about Facebook.

5. Now use your back arrow to return to your search and choose e
another news article about Facebook.

6. In your Google search bar, type in kittens.

G kittens - Google Search x +

7. Use the Image tab to search for pictures of kittens. | . . & 4 o ogecarcnc

8. Click on one of the images of a kitten to enlarge it. Gofgle  «itens

Using Quotation Marks in a Google Search
If you want to search for exact words in a certain order, then using
“quotation marks” can help with a better search.

For example: If you search for Rock and Roll Socks, a Google search will look
for any sites with those words (you may get just rocks or just rock and roll or
just socks) but if you want to find a specific item then searching “Rock and
Roll Socks” with quotes at the start and the end of what you wish to find will
make your search much easier.
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G "rock and roll socks" - Google S¢ X +
< C (O @& googleca/search?biw=1707&bih=813&sxsrf=ACYBGNQIApXVcRcR8hushqr
GOﬁg'e "rock and roll socks" 4 Q
2 Al [Eimages <2 Shopping  [] Videos & News i More Settings ~ Tools

Activity 10: Fun with Google

Type Google.ca into your address bar.

Type Google Gravity into the search box and then be sure to click I’m Feeling
Lucky.

GERGLE -

e u

google gravity U

See what happens!

Return to Google.ca. Type Barrel roll into the search box and then be sure to
click I'm Feeling Lucky.

This is another fun Google trick.

Google Drive
You can open your Google Drive from the Google App Launcher. L

.. . . . Drive
This is an online drive for all your files.
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About Google Drive:

e |tis an online drive for your files, pictures, and folders, so if one of your
devices ever ‘crashes’ it will not affect the files in this Drive.

e You can access these files whenever you are online.

e You can create folders and share files with your Google Drive.

e The changes you make in Google Drive are shared automatically.

If this is your first-time using Google Drive, you will see this screen:

Move a file with Ctrl+X then Ctrl+V

a file, either cut the file with Ctrl+X or copy with Ctrl+C, then
paste the file in its new location with Ctrl+V

Read the tips in the bright white box in the centre. Click on the blue Next box
to watch the next tip in the series.

Click on New (on the right side) to create Documents, Slides
or Spreadsheets in your Google Drive, or to upload files to

[+ Nw

your Drive or to create a folder.

Today, as an introduction to Google Drive, you will be making a Google
document.

Click on New to create this document.
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Drive Q
[ 43

£

New folder

x|

[@) File upload Click on Google Docs.
&) Folderupload
8
L]

Google Docs _

Poveeln Syt

You will see this screen:

E Uriteddocument ﬁm_p» Click into the top of the document where it
S oEA T e e - owa - -y gays, ‘Untitled document.

N Type the title: First Doc

OUTLINE [Type @ to insert R

e - On the white document page, type Test
:;;s;?i{:u add to the document will

document.
B First Doc - Google Docs x | Close the file using the Tab at the top of the

.com/document/d,/1CF3WvdehPiSC40) page. Click the X to close.

You will see the Google Doc in your Google Drive.
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Drive.

B FirstDoc

Here, you can Remove (Delete) or Share this document with others.

%> Openwith
O+  Share

(<]

Bl FirstDoc [3 showfile location

{4  Add shortcut to Drive
Move to
¢ Addto Starred

Z. Rename

|_D Make a copy

&, Download

[ Remove

You can select whether you want the person
you have shared with to be able to just see
(View) or make changes to (Edit) your
document.

You can also include a message before
clicking on the Send button.

The person that you are sharing with will get

- Click on Share.

account address.

Files You can right click on this file to see options.

Right clicking shows menu options.

double click on it to open it.
To share this document:

- Right click on the document.

E You can right click to see the options in your Google

If you want to edit the document, you can just

- Choose the person you are sharing with
from your Contacts or type in their Gmail

¢  Share "First Doc"

© Great Learner X

@ =

Editor «

Notify people

Message
Here is my first document

Viewer

Comme

+ Editor

G2 Copy link

an email telling them that it has been shared with them.
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Note: When someone has shared files or folders with you through Google

Drive, you can get to them quickly by clicking on Shared with me from the

menu on the left of the screen.

I— New
b @ My Drive

» [0 Computers

2 shared with me

You can also create folders in your Google Drive.

New folder

Click on New and then click Folder from
the top of the menu.

Practice]

Name the folder Practice and click Create.

Cancel

Create

Folders

BB Fractice

B FirstDoc
Files

You can hold down the left mouse button on files
you have created in your Google Drive and drag
them into the folders that you create.

If you wish to upload something onto your Google Drive from your device,

you can select New and the File Upload or Folder Upload from the menu.
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& Open
. You will then select the item that you wish to
— v 4 Bl s ThisPC » Desktop »
omnie = Newfold move to your Drive. Double click it to upload
rganize = W Tolder
+ o ~ < Today (1) it (send a copy of it to) your Google Drive.
[ Desktop
4 Downloads
=| Documents __ """
first day — EI
i=] Pictures © E:g::rtship—

Activity 11: Google Drive Basics
1. Go to your Google App Launcher and click on Google Drive.

2. Create a Google Doc.

3. Give your Google Doc the title: My Learning.

4. Type two to three sentences about learning in the Google Doc.
5. Close the document.

6. Create a folder and name it Google Apps.

7. Drag the file My Learning into the Google Apps folder by holding the left
mouse button down and moving your mouse towards the folder.

8. Right click on that folder and share the folder with your instructor, a
classmate or a friend who has a Google Account. In the message box, please
write: This is for my digital course.

9. Click Send.

Google Translate
If you need to know what something you hear or see means in your &

own language — Google has an app for that. Translate
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You can click on your Google App Launcher to go to the Translate app.
You may have to scroll down to see it.

Click to open the app.

= Google Translate i °|

A, Text B Documents @ Websites

DETECT LANGUAGE ENGLISH SPANISH FRENCH v g ENGLISH SPANISH ARABIC v

Winter holiday X Vacaciones de invierno 2. W

o o = o 4 B e <

-

You can select the language of the word or phrase in the first box.
You can then select the language to which you would like to see it translated.

You can click on the speaker icon to hear how that word or phrase should be
said properly.

Lesson 4: Google Shortcuts
Using Google Search in Chrome

Google will remember websites that you have visited in the past. If you use
Google Chrome to access the Google page.

Google

Q, Search Google or type a URL

(-

- (£ o4 a M

Signinte Out... Facebook Qutlook - fre... Amazon.ca Inbox (692)
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You will see these sites in circles on the Google search page. They are located
under the search bar. Click on any of the icons to go back to one of these
sites. Google does this to save you time when visiting your favourite
websites.

Customizing Google

Click to open Google Chrome.

/' Customise Chrome Click on Customize Chrome to personalize your page.

21 Background

You can choose the background, colour or theme. After you

& Shortcuts

have chosen the changes that you would like to make, click

@ Colour and theme

on Done.

You can change how your Google search
screen appears as many times as you
would like.
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Rearranging Apps in a Google Account

Now that you know so much about Google

9 ; G programs, you can decide which ones you like the
fecomnt - comaets S hest and will use most often. You can hold down

h 7 3 | theleft mouse button to drag the icons for each
Gmail Iaps voutube | gpp to where you would like them to be in the App

Launcher. This will make it faster for you to get to
P & youtog

the apps that you use most often.

Activity 1: Customize Google
1. Click on Customize Chrome.

2. Click Background.
3. Choose a new background for your Google home page.
4. Open your App Launcher (click waffle icon).

5. Arrange your Google Apps in the way that works best for you.

Final Tasks: Practicing What You Have Learned about Google Apps

Practice the following set of small tasks to review what you have learned in
this course. You can go back to refer to the lessons in the course any time
during these activities if needed.

1. Go to your Google App Launcher.

2. Go to YouTube.
3. Search for an Introduction to Google Chromebooks.
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4. Find a helpful video on this topic. You may watch this video if it
interests you.

1. Go to your Google Calendar.
2. Choose today’s date and the time you are reading this and set a task
that says: Completed my course.

1. Click on the Translate app.

2. In English, type: | have learned so much from this course.
3. Translate this sentence into French.

4. Click the sound icon to listen to the French translation.

1. Open the Google Search app.
2. Search for restaurant reviews in the town or city that you live in.
3. Find a good review and share it with your instructor, a classmate, or a

friend.

1. Click on your Google Drive.

2. Click into the Practice Folder and delete the file inside of it.

3. Stay clicked into the Practice Folder.

3. Create a new Google doc titled: | did it!

4. In the text area write a note congratulating yourself on your hard work.
5. Close the document.

6. Make sure that it has saved in the Practice folder.
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Suggestions for further practice
If you are completing this course in a classroom, talk to your
-O- instructor about choosing one or more of the ideas below for further
~ practice.
e Share a Google Doc with your instructor
e |nvite your instructor to a meeting using Google Calendar
e Find a YouTube video that discusses Google Meet or Google
Classroom and email the link to your instructor.

0 Congratulations you have finished this course!

AL
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