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Google Account Access 
and 

Google Apps Use



Directions 

Log On to Computer 

Open Google Chrome 

Browse to: www.Google.com 

Click "Sign In" on the Upper Right Corner 



Logging In – Part 1

• In Chrome, browse to:
www.google.com

• Click Sign In
• Username = id#@sausd.us

Password = mmddyyyy
• Example:

id#: 024095
birthday: October 5, 1996 =

Username:  024095@sausd.us
Password:   10051996



Logging In – Part 2 

Type	
  the	
  word	
  you	
  see	
  and	
  click	
  “I	
  accept”	
  



Sites

To	
  create	
  a	
  new	
  
website	
  

List	
  of	
  your	
  websites	
  



Drive

List	
  of	
  your	
  Documents

To	
  create	
  a	
  new	
  
document;	
  like	
  Word,	
  
Excel,	
  or	
  PowerPoint	
  

To	
  upload	
  a	
  document
you	
  already	
  have	
  
saved	
  on	
  a	
  flash	
  drive	
  
or	
  in	
  your	
  email.	
  



Types of Documents

List	
  of	
  different	
  
types	
  of	
  
documents  



Documents on Google Drive 

Similar	
  look	
  and	
  
feel	
  as	
  MicrosoY
word.	
  



Making a Copy of a Document on
Google Drive - Part 1

Open	
  the	
  document	
  you	
  wish	
  to	
  make	
  a	
  copy	
  
of.	
  



Click	
  on	
  "File"	
  

Select	
  "make	
  a	
  copy"	
  and	
  you're	
  done.	
  The	
  
copy	
  will	
  be	
  placed	
  on	
  your	
  Google	
  drive.	
  

Making a Copy of a Document on
Google Drive - Part 2



Presentations - Part 1

	
  	
  	
  	
  	
  	
  	
  	
  	
  Step	
  1

	
  	
  Click	
  



Similar to microsoft powerpoint. Add images, videos, 
transitions, and animations to your slides.  

auto-­‐save	
  

Presentations - Part 2



Spreadsheet on Google Drive	
  

Like	
  MicrosoF	
  Excel	
  
Input	
  data,	
  calculate	
  formulas,	
  
create	
  graphs,	
  etc	
  



Forms on Google Drive - Part 1 

Select	
  a	
  theme.	
  
Choose	
  from	
  
various	
  styles.	
  

Add	
  items	
  to	
  your	
  
survey	
  such	
  as	
  
mul[ple	
  choice	
  
ques[ons,drop	
  
down	
  lists,	
  check	
  
boxes,	
  page	
  	
  
breaks	
  etc.	
  



Give	
  your	
  form	
  a	
  [tle.

Select	
  the	
  trash	
  bin	
  to	
  delete	
  a	
  
ques[on/item.	
  

Select	
  the	
  pencil	
  to	
  edit	
  a	
  
ques[on/item.	
  

Click	
  save	
  when
finished.	
  

Click	
  here	
  once	
  you're	
  done	
  
edi[ng.	
  

Forms on Google Drive - Part 2 



Similar	
  to	
  MicrosoY	
  
Publisher.	
  Use	
  for	
  flyers,	
  
brochures,	
  newslecers,	
  etc.	
  
Add	
  text,	
  images,	
  shapes,	
  and	
  
lines.	
  

Drawing on Google Drive 



1st	
  click	
  blue	
  Share	
  
bucon.	
  

Add	
  names	
  (teacher,	
  
group	
  members,	
  etc).
Choose	
  view	
  or	
  edit.	
  

Sharing



Create >	
  
Folder	
  

Create Folders



Name	
  it.	
  

English	
  9	
  
Biology	
  
World	
  History	
  

Naming Folders



Select	
  documents

Click	
  the	
  folder	
  
icon	
  to	
  add	
  to	
  
folder	
  

Managing Folders
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