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Google Drive Handout
ServeOhio Conference 2016

Group activity: 
What questions would you like to ask your AmeriCorps Members / Volunteers in the beginning of their service?  What questions would you like to ask them at the end of their time with you?  (Questions in the right box should relate to questions in the left box)Before service or in the beginning of service	               Near end or upon completion of service











List a few ways you can use Google Drive to help you manage your program or volunteers.










[bookmark: _GoBack]
· Steps to create Google Drive account:
· Visit www.google.com
· Click ‘Sign In’ at the top right of the page
· Click ‘Create Account’ at the bottom
· [image: ]Fill in each line of information to complete the sign up process
· Click the Waffle (      ) at the top right to access your Google Drive (and many other Google features)
· Note: You can re-arrange each of the icons in any order you like
· Four ways to Share documents for viewing or collaborating (be sure to select ‘Can View’ or ‘Can Edit’ in the drop down menu when sharing the folder or document):
· [image: ]In your Google Drive home page, left click any document or folder (do not Open the document or folder).  With the document/folder highlighted, click the Get Sharable Link icon 
(       ) at the top right of the screen. Copy the entire link URL (beginning with https://drive.google.com) and paste into an email, then send to the intended recipient. 
· [image: ]In your Google Drive home page, left click any document or folder (do not Open the document or folder).  With the document/folder highlighted, click the ‘Share Item’ icon          (       ).  Enter the intended recipient’s email address, and click ‘Done.’
· [image: ][image: ]In your Google Drive home page, right click any document or folder. Click either the Get Sharable Link (       ) OR the Share Item (       ) icon and follow the remaining steps listed above. 
· In your Google Drive home page, double click any document or folder (Open the document or folder). Click the ‘Share’ button at the top right. Enter the email addresses of your intended recipients and click Done.
· How to create a survey using Google Forms:
· In your Google Drive home page, click ‘New’ at the top left
· Click ‘More’  then click ‘Google Forms’
· Enter your survey Title, and add your questions
· Be sure to click ‘Required’ at the bottom of each question unless it is optional
· [image: ][image: ]Once your survey is complete, you can ‘Preview’ (        ) or ‘Send’ 
· We recommend getting a sharable link (      ) and sending via email
· Click ‘Responses’ to start viewing and analyzing your data!
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