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Why Google Groups?

Google Groups can be used to seamlessly share documents,

post discussions, and create web pages (without having to know html coding)
with colleagues and friends in a collaborative online workspace.

What is Google Groups?
Google Groups is a free user-owned web-based service that allows groups of people to
communicate, manage and archive documents, email discussions and web pages.

How does Google Groups work?
Groups are created in a three step process:
1. create an account
2. setup your group
3. invite people
Access to a group can be set to public, announcement-only or restricted by invitation only.
Users can create a personal profile and upload documents.

Google Groups can be used to
e create a collaborative online workspace
* provide a centralized workspace for documents
» create, store and share assignments
* organize meetings or social events
» find people with similar interests or backgrounds

Google Group members can
» create a profile (Members)
» have discussions on topics of interest
e create a web-based document page
* download files

Google Groups storage space
e agroup is limited to 100 MB to store photos, documents and more; each file is limited to
10 MB
* to view the amount of storage space the group is using, click on the
Files link in the right side of group’s homepage; scroll to bottom of Files page

Customize Google Groups Appearance
* Add alogo or picture to the GG homepage
» Select an appearance to customize colors or styles for your group’s background,
headers, sidebar and text (Group settings > Appearance)
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Process for Creating a Google Group

Sciences Library NANOS 2010
Mail more v * Go to http://www.google.com
— Google Account 0= |« Sign in to your Google Account
i [l e o Translate o If you do not have Google Account, create one
S ——— St » From the more pull down menu select Groups
. Blogs
¥ Stay signed in YouTube
Calendar
Can't access your account? ;:Zﬁjems ° Create a Group
- Reader o Name your group
Don't have a Google Account? - Sites (0] Emall addreSS fI”S aUtOmatlca”y
Create an account now

g 0 Write a group description

0 Choose an Access level
= Public
Google groups crestesgrou * Announcement only
= Restricted

o Click Create my group
pomegumenteires * Type encryption; click Create my group

Group web address: http //groups google com/group/nanos-2010

Write a group description

111

[This Google Group contains the handouts for the NANOS 2010 optional symposiumon =]

u « On the Create a group page

e i 202 0 Enter email address to invitees

R e e e e o Write an invitation message

B — o Click Invite members or

Skip this step
* Your group is created; you have a homepage,
group email and link to

Google groups Giestea s Visit your new group

Invite members by email | Add members directly

Enter email addresses of people to invite

nancy lombardo@utah edu
jeanne leber@utah e

Each person will receive an invitation to your group and must accept before they can receive mess:

Write an invitation message

[Please accept this invitation to join the NANOS 2010 Google Groups | ° Ad d f | I eS
o Click Files

Google Groups will automatically include the groups name, description, and address in the email

14

view: List, Grid
Pages - + Upload file

- Files

Click “I'm done uploading files”

Use Rename & delete files; files can be
sorted by clicking on Filename, Uploaded
by, etc.

Siip s stp o Click Upload file
o Click Browse
, o Navigate to the file

Home . NANOS 2010 o Click Open o

Discussions o File is added to the GG files list

Members o Continue Upload files process
o}
o}
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All pages listed here

-r sl

* CreateaPage
o Click Pages
o Click Add new page
0 Enter New page name:
o0 Enter text using the wysiwyg space
o Click Save & Publish

View: Topiclist, Topic summary

Google groups
NANOS 2010 s
New page ame: oot
:'vewf: s I == ~/Nomal ~[E| = = [Nomal
e e ST 0 Yo n g s b n s e v
. : .
* CreateaDiscussion
Home .
o - o Click New post
Iscussions .
= Enter Subject
Members . E M
Pages n_ter essage
Files Google groups = Click Post message
NANOS 2010 0 Click on the message to read it
o Click Reply to respond; this results

in athreaded discussion for the

This group has no topics. Click here to post the first message! t Opl C

Bt o Click Forward to send to someone
ese

o Click Back to Discussion to start a

New post for anew topic

Home * Members/ Management tasks

Discussions o Click on Members; use Add or

‘ Members invite new members,
Ef:ues o Click Edit member list and
les

About this group
Edit my membership
Group settings

Management tasks
Invite members

Members: 2

Group categories: Mot
categorized

add a category

More group info »

Navigation M Advanced

Primary language [English 2

Fixed-widin font [ Use 3 fixed width font to display messages
Example: This text is in a fixed width font

Delete your Group | Dalete Group

WARMING! Group deletion is permanent. You will be asked to confirm deletion.

—

Group settings
General Access Appearance

-

nagement tasks >

member permissionsto do so
0 Use Management tasksto set
membership type

= Regular

=  Manager

= Owner

= Unsubscribe or Ban

0 Use Set delivery type for email
options
* Deletea Group
o0 Click Group settings
o Click Advanced
o Click Delete Group
0 Enter Reason and click
Removethis Group




