
Be Productive with GOOGLE APPS 



In Today’s Session, we discuss: 

  

About GOOGLE apps 

An introduction to Google 
Apps for Work and how it can 
help your business. 

Learn about Google Docs and  
Google Drive, including some 
tips and tricks. 

Create Communicate 

Learn about using Gmail and 
Hangouts, including some 
tips to up your productivity. 

Want to learn more? We’ll 
show you some great 
resources to help. 

Resources 



About Google Apps for work 



1 in 3 
Work regularly outside the office 

3 in 4 
Chose their work smartphone 

3 in 4 
Prefer tech at home to office 

Source: Forrester Employee Workforce Survey, 2012 

Work Happens Everywhere 



The average knowledge worker uses 3 devices.  

IN a multi-device world 
 



BUT HOW CAN YOU ACCESS All YOUR FILES, FROM ANYWHERE? 
(And share with co-workers, clients, and vendors?) 

 
 



Store  
all files in one  

place - always available  
and backed-up 

Share  
with others to work 

together - inside and 
outside the company 

Do more  
with your files - edit 

documents and automate 
workflows 

Access  
from any device - 

whenever and  
wherever you need it 

Use Google Apps for Work 



There are tWo options 



How They compare 

Apps Unlimited Apps for Work 

Maximum number of users Unlimited Unlimited 

Email, document, and image 
storage per user Unlimited* 30 GB 

99.9% uptime guarantee ✔ ✔ 

24/7 phone support ✔ ✔ 

Priority email support ✔ ✔ 
Custom email address: 

@yoursite.com vs. @gmail.com ✔ ✔ 

Price Per User $10/month, plus tax 
Or, $120/year, plus tax 

$5/month, plus tax 
Or, $50/year, plus tax 

* Apps Unlimited accounts with fewer than 5 users get 1 TB per user. 



The unlimited Plan also includes: 

•  Advanced admin controls for Drive 

•  Audit and reporting insights for Drive content and sharing 

•  Google Vault for eDiscovery for emails, chats, docs and files 

•  Archive all emails sent by your company; set message retention policies 

•  Place and enforce litigation holds on inboxes 

Increased security 
•  SSAE 16 / ISAE 3402 Type II, SOC 2-audit, ISO 27001 certification 

•  Adherence to the Safe Harbor Privacy Principles 

•  Support for industry-specific requirements like HIPAA 



Create 



In this section, we discuss: 

1.  Google Docs 

2.  Productivity tips 



What is google docs?   

A suite of productivity apps that lets 
you create online documents and work 
on them in real time with other people. 
 

•  Includes word processing, 
spreadsheets, presentations, forms, 
drawings, and web pages. 

•  Changes are saved automatically. 

•  Works with all popular file types. 

 



Collaborate with a suite of integrated products 

With Apps for Work you can: 
 
1.  Create a presentation with Slides. 

2.  Ask for feedback on a  
Google doc. 

3.  Create a survey form with Forms and 
collect the data on Sheets. 

4.  Publish the results on a web page 
made with Sites. 



Create new Documents in docs 



Upload and Manage everything in Drive 

With Google Drive, you 
can store all your files—
Google and other 
formats—in one place. 

 



Productivity Tips 



File names matter 

•  People usually search 
for files rather than 
search folders. 

•  Name—or rename—
files to make them 
easier to find. 

Under File,  
select  
“Rename.” 



No need to name for Version control 

•  No longer need to 
name for version 
control: v1, v2, v3, 
etc. 

•  Revert back to 
previous versions 
from Revision 
History. 



Ask for Suggestions 

•  Try the “Redlining” 
capability. 

•  Allows people to 
comment on 
documents without 
making changes. 

Set access level 
to “Can comment.” 



TYPE WITH YOUR VOICE 

•  Using Google Chrome, 
access under 
Tools > Voice typing. 

•  Click and speak your 
text. 

•  Speak clearly, at a 
normal volume and 
pace, noting 
punctuation and 
spacing.  



Communicate 



In this section, we discuss: 

1.  Gmail 

2.  Google Hangouts 

3.  Power tips 



Communicate with a suite of integrated products 

With Apps for Work you can: 
•  Schedule a meeting with 

Google Calendar 

•  Send meeting invitations 
via Gmail 

•  Set up a Google Hangout 
for the meeting. 

•  Attach documents stored 
in Google Drive 



In Case You Didn’t Know… 

•  Gmail is Google’s 
web-based email 
program. 

•  With Apps for Work, 
you can use Gmail, 
with your own 
domain name. 

your.name@gmail.com 
Vs 

your.name@yourwebsite.com 
 



What are Google Hangouts? 

•  HD video meetings for up to 
15 people within or outside 
your organization. 

•  Video and audio is encrypted 
and secure. 

•  Built-in screen sharing. 

•  No time limit. 

 
You can start 
a Hangout 
from Gmail. 



power tips 



Send Huge Attachments 

Gmail allows attachments 
up to 25MB.  
 

Is your file bigger? 

•  Save your file in Drive. 

•  Compose your email. 

•  Click the Drive icon to find 
and attach your file. 



Use search operators to find mail 

Complete list at: https://support.google.com/mail/answer/7190 

  

Operator Definition Examples 

From: Specify the sender •  Example: from:whitney 
•  Meaning: Messages from Whitney 

To: Specify the recipient •  Example: to:whitney 
•  Meaning: Messages to Whitney 

Subject: Search for words in subject line 
•  Example: subject:Apps 
•  Meaning: Messages that have the word ”Apps" 

in the subject 

OR Search for messages matching term A or 
term B. “OR” must be in all caps. 

•  Example: from:whitney OR from:emily 
•  Meaning: Messages from Whitney or from Emily 



Use Labels to organize your mail 

Click the label icon 
create labels, manage 
labels, and access 
existing labels. 

Click this 
label icon. 



Now, see groups of email by label 

Click labels to 
see associated 
messages. 



Use Gmail Offline 

•  Search, archive, read 
and respond to email, 
when you’re offline. 

•  Automatically 
synchronizes with 
Chrome and an 
Internet connection.  

•  Requires Chrome 
plugin. 



Try InBox, the Mobile App 

•  A new approach to Gmail, designed for mobile. 

•  Organizes email 

•  Shows “highlights.” 

•  Set reminders or file for later. 

•  Save some typing with “Smart Reply.” 

•  Available for Android and iOS. 



How To Share and Present your screen in a hangout 

•  Click the green 
screenshare icon in a 
Hangout. 
 

•  Select the screen 
you’d like to share. 

•  Click “Present to 
everyone” to show to 
the group. 

Present to 
everyone. 



Resources 



Google Apps For Work 

www.google.com/apps 
 



Support and documentation 

http://support.googleapps.com     



Google Apps MarketPlace 

www.google.com/enterprise/marketplace 
 



YouTube 

www.youtube.com/user/GoogleApps 



Thank you 


