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Objectives

To understand the use of Google Groups as a collaborative
ICT tool.

dTo create a Google Group for communication and
resource sharing.

JTo learn how to manage group members and settings.
dTo use Google Groups for educational discussions and
Information exchange.




Materials and Tools Used

» Computer/Laptop/Smartphone with Internet access

»Google Account (Gmail ID)
»Projector & Smart Board (for demonstrating the process

to students)
» Camcorder (to record the session for future ICT-based

material)



ABOUT GOOGLE GROUPS

You can use Google Groups ta:

» Host discussions and meke plans with a team organization, or social group.

» Meet people with similar habbies, interests, or backgrounds

» Learm about a topic and jain discussions on that topic.

» Create a GSA forumfar any topic, such as baking, health, or atask at work

» Organize meetings, conferences, and social events.

» Note: By jaining Google Groups, you acknowledge that Cloud Print sends your
docuents to Google. Google keeps these documents until the print job is
conplete. Google may store data about the print job.
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Oreating the Google Group




STEP-01

Open the Google Groups website. Goto in your conputer's
web browser. This will open the Google Groups creation page.

about:blank > -1
[

& https://grou ps.gcogle‘comf'



https://groups.google.com/







STEP-03

Click CREATEGROLP. It's a red button in the upper-left side of the page. Doing so

opens a new group farm

Google
Groups

My groups
Home
Starred

~ Favorites
Click on a group’s star

icon to add it to your
favorites

Privacy - Terms of Service

Search for groups or messages

CREATE GROUP

B ‘ My groups

All of your discussions in one place
Organize with favorites and folders, choose to follow alo

Express yourself
Use rich-text editing to customize your posts with fonts,

People power discussions
Use photos, nicknames, and automatic transliations to s



Search for groups or messages

- IR

Cancel

Group name coffeepeople

Group email address coffeepeople

https://groups.google.com/d/forum/coffeepeople

Group description

Group’s primary language English (United States) —

This is the language emails from the

Google groups service will be sent in.

For example: digest emails, email

footers, etlc. wilci

Enter a group name. Qlick the "Group name" text box near the top of the page, thentypein

whatever you want to name your group.




Search for groups or messages

Group name coffeepeople

Group email address coffeepeople

Group description

Group’'s primary language

This is the language emails from the

Google groups service will be sent in.
i P=Yeat=11}

English (United States)







STEP-06
Enter a description for your group. Qlick the "Group description” text box, then type in a brief
sentence or two about the pupase of the group.

Sroup name

Sroup email address

Group description

Sroup's primary language
This is the language emails from the
Google growups serdices will e saml ins
For example: dipest emails, email
EoGers, ebo

Group type

Cancel

coffespeople

coffeepecple @ googlegroups. corm
https:/fgroups. . goodgle.comfdiforumfcoffeepeosple

Coffee drinkers around the wcr-l-d]l

English {(Unitcd States) -

Group fypes are pre-configured saettings for vour Google group and make configuring yvour group a little
easiern You can always change the specific settings and enable additional features to match your needs.
Select a type o get more information.

Select a group twpe Emaillist -

An emall list allows users to post from the web or through emall. This s a mailing list group.




STEP-07
Select a primary language. In the "Group's primary language” section, click the
cutent language box to pronmt a drop-down meny, then scrall toand click the
language you want to use in the drop-down menu
. Skip this step if your Google Group is already using the language you want
touse

EEoEisles s Coffee drinkers arcound the world!]

Sroup’s primary language English (United States) -
This is the language emailils from the

Soogle groups service will be sent imn.

For example: digest emails, ermail

footers, etc.

Sroup type Group types are pre-configured settings for your Googl
easier. Wou can always changese the specific settings andg
Select a twpe to get more imnforrmation.

Select a group tyvpe Ermail list —

Ao ermail list allows users to post from the web or thro







Group’'s primary language
This is the language emails from the

Google groups service will be sent in.

For example: digest emails, email
footers, etc.

Group type

Basic permissions

English (United States) =

Group types are pre-configured settings for your Google group 3
easier. You can always change the specific settings and enable
Select a type to get more information.

Select a group type Emailli

Email list

An email list allows or through ema
Web forum
Q&A forum

Collaborative inbox
View Topics

These users can view itopics in this group.

Post Select groups of users v All mg

These users can post messages to this group.



Group’'s primary language
This is the language emails from the

Google groups service will be sent in.

For exampie: digest emails, email
foolers. etc.

Group type

Basic permissions

STEP-09

267 chara

English (United States) -

Group types are pre-configured settings for your Google group and make configuring your grd
easier. You can always change the specific settings and enable additional features to match
Select a type to get more information.

Select a group type Emaillist «
An email list allows users to post from the web or through email. This is a mailing list group
View Topics Select groups of users v~ All members of the group

These users can view topics in this group.

Post Select groups of users v~ All members of the group

These users can post messages to this group.

Join the Group Select who can join ~ v~ Anyone can ask

wrilks:






STEP-10
Qlick CREAIE It's a red button at the top of the page.

Go g'e Search for groups or messages

Groups E=a -

My groups

Group name
Home P

Starred

coffeepeople

Group email address coffeepeople

~ Favorites https://groups.goog

Click on a group’s star

icon to add it to your Group description

< Coffee drinkers
favorites

Privacy - Terms of Service




STEP-11
Confirmthat you're human When asked, check the "I'mnat a robat” box inthe
middle of the promypt window; then click Continue at the bottomof the window:

I''m not a robot

reCAaPTCHA
Privacy - Terms




STEP-12
Qlick Okay when prompted. Doing so confirmns that youve created your Google
Group.

coffeepeoplie group created >

Congratulations! Your Google Group has been created.
Get started with your new group:
= |nvite people to join the group

e Customize your group’'s settings
= Add a topic and start posting




Google profile
Link to my Google profile and show my photo on posts
Display name

@ Use the full name from my Google profile

Use this nickname:

How will | look to others?

Stevesky Bolingerus

Other members of this group can find your email address and could discover your Google profile.

Keep my original settings

coffeepeople sShared privately
O of O topics

T his group does not have a welcome message.




PARTZ2

Inviting Menbers




STEP-O1
Qlick the Mermbers tah. It's in the upper-right side of your group's page.

T -

Manage Members About )




STEP-02
Click Manage. Youlll see this green button at the top of the page

GO gle Search for members

Groups

coffeepeople shared privately
My groups e '

Home
Starred Sorted by name Sort by join date

~ Favorites B

Click on a group’s star

icon to add it to your me (Stevesky
favorites Bolingerus change)

joined Oct 21, 2018
(Owner)
¥ Recently viewed

coffeepeople




STEP-03
Qlick Invite mermbers. It's on the left side of the page. Doing so gpens the invitation

coffeepeople
Display name a
Stevesky Bolingerus
Members
Al memibers

Invite members
LINrecl aaaa (1. ..
Outstanding i...

Join requests

Messages
Settings

Permissions




STEP-04
Enter email addresses. In the "Enter email addresses' text bax, type in the email
address of a person whomyou want to invite to your group, type a conmmg, and
repeat with the email address of each additional person you want to add

GO i gle Search for members

Sroups -

coffeepeople o = e = o avite

wikihowstephanie@gmail.com

~ e _ = bn to your grq
~ Meoember= | Stephanie Amanda”™ =swikihowstephanie@gmail.com=

All members

Invite members
Direct add m...
Outstanding i-..

Join requests
» Messages

> Settings The group’'s name, description. and address will automatically be included in the email.

» Permissions




STEP-05
Enter an invitation message. CQlick the text bax belowthe email addresses, then
type in the message you want to include in the invitation

Groups s

coffeepeople 1 Enter email addresses of people to invite

"sStephanie Amanda"” <wikihowstephanieggmail .com>,

Membars an invitation maessage

I am inwviting wou to Join our new group coffeepeaple]

All members

Invite mambers
Direct add m. ..
COutstanding i...

Join requests

Messages

T I T o Pl [y [ | P e Wt [ et | T P peapera [ | PRI S P PO g [ | P

Setting=s
FPermissions
Roles

Information




STEP-06
Qlick Send invites. This blue button is at the top of the page. Apop-up pronpt will

GO ':--gle
Groups

coffeepeople

- Members

All members

Invite members
Direct add m...
Outstanding i.-.

Join requests

» Messages

| Search for members

Enter email addresses of people to invite

“"Stephanie Amanda"” <wikihowstephanie@gmail.co

Separate email addresses with commas. Each person will receive an
Write an invitation message

Hi! I am inviting you to join our new group c<cd




STEP-07
Check the "'mnat a robat™ box. Youlll see this checkbox in the middle of the pop-up
pronpt.

I''mm not a robot




STEP-08
Qlick Continue. It's at the battomof the pronpt. Doing so sends your invitations to
the spedified pegple.

\.-/ I'm not a robot




STEP-09
Have the invited peaple accept their invitations. To accept an invitation, the people
you invited sinply need to gpen the invitation email and click the blue Accept this
invitation button

About this group

Coffee drinkers around the world!

Soogle Groups allows vou to create and participate in online forums and email-based groups
rich community experience. You can also use yvour Group to share documents, pictures, cale
invitations, and other resources. Learn more.

If wou do not wish to be a member of this group or believe this group may contain sparm, you
report the group for abuse. For additional information see our help center.

Accept this invitation

If wvou do not wish to be added to Google Groups in the Tuture you can opt out here.

Sitart a new group. Wisit the help center.




Observations

v'Google Groups allowed easy communication between
all members.

v'Messages were automatically sent to members’ email
Inboxes.

v"Useful for academic discussions, announcements, and
sharing learning resources.

v'Recording the demonstration ensures future batches
can learn the process.



Conclusion

This practicum provided hands-on experience In
creating and managing Google Groups. It
highlighted the importance of ICT iIn collaborative
learning. Google Groups can be a powerful
educational tool for sharing Information,
encouraging discussions, and building an
academic community.
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RESOURCES

1.http://www.slideshare.com
2.http://www.wikihow.com
3.http://www.clker.com






