A FEW BASIC GOOGLE TOOLS

I. Open a Google Account: Go to http://www.google.com. At the top right, click on Sign In. When the sign-in box open, click on Don't have a Google Account? Create an account now . The rest is easy. NOTE: With your account, you automatically have GMail, which makes it easy to communicate with all of your students - have them all sign on!

====================
II. Start a Calendar: at the top of the Google Home page, click the arrow if you need, and select “Calendar” from the drop-down menu.

For students: Have students open an account.

Organize your schedule and share events with friends 
• Seeing the big picture
With Google Calendar, you can see your friends' and family's schedules right next to your own; quickly add events mentioned in Gmail conversations or saved in other calendar applications; and add other interesting events that you find online.
• Sharing events and calendars
You decide who can see your calendar and which details they can view. Planning an event? You can create invitations, send reminders and keep track of RSVPs right inside Google Calendar. Organizations can promote events, too.
• Staying on schedule
You can set up automatic event reminders, including mobile phone notifications, and instantly bring up anything on your calendar with the built-in search tool.
• New! Google Calendar gallery
Now you can find fun content to add to your schedule. Browse through a gallery of publicly available calendars like sports schedules, concert listings, and much more. Try it out.
For students: Have them create a calendar showing any events that you assign: Holidays, Family BDays, Special Events, Goals and Objectives for Learning; and more.

====================

III. Share Documents: at the top of the Google Home page, click the arrow if you need, and select “Documents” from the drop-down menu.

If you've ever struggled to keep track of different versions of spreadsheet or word processor files sent over email, Google Docs & Spreadsheets may be right for you. Google Docs & Spreadsheets is a free web-based word processing and spreadsheet program that keeps documents current and lets the people you choose update files from their own computers. You can, for example, coordinate your student group's homework assignments, access your family to-do list from work or home, or collaborate with remote colleagues on a new business plan. 
• Get started quickly. 
Import your existing documents and spreadsheets, or create new ones from scratch. 
• Edit your documents and spreadsheets from anywhere. 
All you need is a Web browser - your documents and spreadsheets are stored securely online. 
• Share changes in real-time. 
Invite people to your documents/spreadsheets and make changes together, at the same time. 
• And it's free. 
Take the door and learn a lot more!

For students: Create a document. Have students edit it or complete it.

Examples: 
In Word, have students correct specific mistakes in areas covered for the week.
In Word, have students complete missing parts of a phrase, sentence, paragraph or essay.
In Excel, have student correct or complete calculations.
====================

IV. Share Photos: at the top of the Google Home page, click the arrow if you need, and select “Photos” from the drop-down menu.

The photos section requires that you download Picasa to view your photos. Once you download Picasa, click on Open Picasa. You may see all photos on your computer listed as thumbnails. You need to tell Picasa which photos to show and update as you go along, if that is what you want.8/1/20078/1/2007

 Folder Management, and(Go to TOOLS (top menu bar)  select the folders that you want Picasa to work with. If all of your picture folders are listed, simply click on them and delete them from Picasa (not your computer!). If you want to play, I suggest that you back up your picture folders first, but you are not likely to be able to do any damage.

For students: Upload an image or more. Have students open the folder and examine the image (s); then they can comment on them as you assign: essays, sentences, and more. For lower level ELLs, have them simply describe the images or predict next actions, or add images of their own for others to comment upon.

NOTE: You may click on the Images link and write in a topic. When you click enter, you will see hundreds of images throughout the Web that match that topic. Of course, they are copyrighted, but you can use them to set up student activities of all types!
====================

V. Set up a Group: at the top of the Google Home page, click the arrow if you need, and select “Groups” from the drop-down menu.

You may want to create group with friends or students. The process is easy as you follow the instructions. In a group, everyone sees what everyone else writes. Groups work like online lists. They make wonderful discussion forums on topics that you suggest.

For students: Set up a student group. Post a prompt for discussion. Set up the “etiquette” that you want followed in the discussion, and enjoy!

Prompt Example: Do you think people in the United States are always in a hurry? Discuss your opinions.

VI. Set up Your Own iGoogle: Once you sign up of an account, look at the right-top of the Google Home page. You will see an iGoogle link. That is a link to your own Google Home page if you want. 

Once you click, you will see a page that you can format to suit your needs. It becomes your Google Home whenever you go to Google. I have it set as my Internet Home page. You can add all sorts of gadgets and weblinks there. Fun!

For students: Have students set up their iGoogle page and play with the gadgets they see. Have them go to their Group Discussion, and let others know what they added and why.
====================

VII. Maps and More: Google offers many other tools. Please explore them with your students (use a projector if you want). The Map section is outstanding. If you want to have a great activity, select your program’s center on the map. Zoom into it until you have the specific address. Then go to the top right of the map itself, and click on satellite. Enjoy seeing your center from a satellite view, which also lets you zoom in until you can see the wrinkles! https://www.blogger.com/start INCLUDEPICTURE "http://moodle.fourcornerslearning.org/theme/CRGreenChecks/pix/s/wink.gif" \* MERGEFORMATINET 



====================

VIII. Start a Blog: at the top of the Google Home page, click the arrow if you need, and select “Blogger” from the drop-down menu. That link will take you to  , which is Google’s Blog site.

Think of a blog as an online journal, to which you can add photos, links, and much more. It is an increasingly popular tool, which allow people to interact with your thoughts if you so desire.

Take a tour and get started with your own blog.

For students: blogging allows students to enter their thoughts about things that you assign or just things they want to write about. Check out the July 2007 TechBeat issue for more on blogging.

