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Google Docs

» Office Suites Freeware by Google

» Web Application

» Offer services through web browser

» https://docs.google.com/




Application in Google Docs

é Documents
Spreadsheet

Presentation

‘




Advantages of Google Docs

» Web Application

» No extra installation required

» Collaboration

» Allow multiple people to edit your documents

» Access Control

» Choose who can edit/view your documents

» Offline Mode

» Support other Office Suites Files

» Documents Downloadable in Multiple formats



Supported Files

» Documents: .doc, .docx, .html, plain
text (.txt), .rtf

» Spreadsheets: .xls, .xIsx, .ods, .csv,
tsv, .txt, .tab

» Presentations: .ppt, .pps, .pptx

» Drawings: .wmf, .svg



Google Account

» Access to Google Docs required Google (Gmail)
account.

» If you don’t have a Google Account, you'll need to create
one.

» Register for Google Account
» 2Ways
I. Registering for Gmail account

2. Using existing (hon Gmail) e-mail account for Google
account

»  Possibly limited Service



» Go to URL http://www.google.com

I. You might need to change language, bottom of the
SC reen |Gncgle.c0.th offered in: mm*lw_||

2. Click at [EI at top right corner

+You Gmail Images &ii m 2

Thailand

Google

{=

Google Search I'm Feeling Lucky

]_ Google.co.th offered in: aminy




Creating a Google Account (2)

» At Google Sign in page, Google
click Create an account at One account. All of Google.
the bOttom Of the Page. Sign in with your Google Account

Dracciymrd
rFassworg

v Stay signed in Meed help?

> Create an account

This should take you to Create Your Google B g
8 o !
Account page.



Creating a Google Account (3)

Mobile phone

Google
Your current email address
For Password Recovery b

Prove you're not a robot

Name

rirst Last

Skip this venfication (phone verification
may be required)

Choose your username

@gmail.com Tllen A !\ i ! 57
| prefer to use my current email address

Create a password Type the text:

Then niodeXd c o B

Confirm your password Location

Thailand [Twe)

4k

Birthday
\/ | agree to the Google Terms of Service
Month 2l O = and Privacy Policy
Gender
faar- - Leam more about why we a \ s

formation



Creating a Google Account (4)

Verify your account [T

You're almost donel We just need to verify your account before you can start using it.

Phone number ex: 02 123 4587

-
_ « Google will only use this number for account security.

« Standard text messaging rates may apply.

How should we send you codes?
® Text message (SMS)
Voice Call

Continue

\
Important: Google will n Receive Ve riﬁca_tiOn rketing purposes.

L Code

Verify your account

Enter verificafion code

= i)

. o=l




Creating a Google Account (9)

Create your public Google+ profile

Help make Google better for everyone by contributing restaurant reviews,
ideos on YouTube, and ratinegs for anns b

deos on YouTube, and ratings for apps, books, and movies in the Play Store
To share public content like this, you'll need a public Google+ profile.

» Choose your profile
Photo

@
- » Click Create your profile
I



Creating a Google Account (6)

Google - 5o s (@
nd edit



Getting to Google Drive

+Hrakarm mai mages _. are
»  Two ways to access T ' e @
Google Drive

. Go to www.google.com g A4

+Prakam Search YouTube
I. Select App lcon at top 1 0. T M
right corner O 8 C == P
Thailand IMaps Play Gmail
2. Select Drive
‘ 3
3. Select Account to use - -
earch I'm Feeling Lucky nve alenaar
Wlth Google Drlve = | https://drive.google.com/accounts?continuel

4.  Click Continue

GOUS[(’I

Choose an account to use with Google Drive:

s s
< @ cmu.somchai@gmail.com
\

Sign in to another account




Getting to Google Drive (2)

2.Go to http://drive.google.com

I. Select Account to use with Google Drive
2. Click Continue

€« C' | & httpsy//drive.google.com/accounts?continuel)
Google

Choose an account to use with Google Drive:

@ cmu.samchai@gmail com




Google Drive Page

» Create Button
» Create new document

» Upload Button
» Upload files and folders to Google Drive

» Setting Button
» Change Google Drive’s configuration



Language Setting

|. Click on the Setting lcon 2. Select languages you

and select Settings want and click Save
= o -

Display Density:

Comfortable GO 3[6
v" Cozy

Compact Settings

General Editing

Experience the new Drive

Settings HL“H““QE: English (United States) v

Upload settings 4
Manage apps
Keyboard shortcuts

Help



Google Form

» Fast creation for online survey/quiz
» Quick online collection of data

» Applications

Event Registration/Planning
Feedback

Paperless Form

Polling

Reservation

vV Vv Vv Vv Vv VY9

Survey



Step in Creating Online Survey

» Creating a Survey
» Adding/Editing Questions
» Selecting a Theme
» Adding Layout Obijects
» Distributing the Survey
» Distribution medium (URL, Facebook, etc..)
» Response Destination
» Viewing the Responses
» Spreadsheet

» Summary



@ Create

Google Docs

= Add question ~

My First Form

There is 50 much | can do with this.

Question Title  What is your Gender?

2

Online Survey with

Google Form

Distribute

Help Text

Question Type Choosefrom alist -
1. Male x

2. Female x

Make this a required g

My First Form \

There is so much you can do with this.

* Required

What is your Gender? *

Male -

Powered by Google Docs

Terms of Service - Additional Terms

0 1 2 3 4 5 8

it Insent  Tools Form
................................... v 123~ 10pt~ B Abe
Experimental: Response Summary A B
What is your
Inthe response summary, you can see a sum Timestamp Gender?
Try it out, and then give us feedback 3 10/6/2008 21-21:51 | Male
3 | 10/6/2008 21:21:53 | Male
4 | 10/6/2008 21:21:55 Male
1 0 5 | 10/6/2008 212157 Male
responses 6 | 10/6/2008 21:21:58 Male
7 | 10/6/2008 21:21:59 Male
8 | 10/6/2008 21:22:02 Female
9 | 10/6/2008 21:22:04 Female
Summary See complete responses 10 | 10/6/2008 21:22:07 Female
11 | 10/6/2008 21:22:09 | Female
12
What is your Gender?
Male 6 G60%
Male -
Female 4 40%
Female -




204100 September 12th, 2014 Lab Visiting Log

Welcome to 204100 Lab!

* Required

Basic Questions Go to http://goo.gl/VWkadVa

Let's get start!

Mame *

Please enter your first name and last name

Student ID *

Please enter your Student ID

Section *

Which section are you in?
O 007

D TN

@ Other|

00 |
Continue »

50% completed



Step 1: Creating Online Survey

» In Google Docs, a questionnaire (or other documents)
can be created two ways:
I. For Blank Document
2. From Existing Template

You can view and choose Template at
http://drive.google.com/templates

» Now we will create a questionnaire from a blank
document.



Creating Google Form Document

| » Create a Google From in Google

Drive by clicking on Create button,
then select From icon.

By Documen » A window will appear where you
can fill out title/ pick theme.

M Presentation

e Choose title and theme

E i WS Buniitied Fo
Theme: Default
ﬁ Drawing p— r A |
Connect more apps - ’ ‘




Google Form Document

= Untitled form ) i il b } CIiCk tO Edlt

Edit View Insert Responses (0) Tools Help All changes saved in Drive m

hange theme [ View responses g View live form

Form’s Name

Edit questions

—» From Description

' D & @
» Question Menu
Question Go to pa¥¢ based on answer

Qs Multiple choice ~ | Ed it

Question

Title Untitled Question

Help Text

Come back to this by clicking on Edit 2. Duplicate
Questions tab 3. Delete

Add ltem

» Undo/Redo
buttons

Advant
m Required question

Add item ~

.



Google Form Theme

Uﬂ!‘ftl’&'d form . fortmanpung@gmail.com «

File Edit View Insert Responses(0) Tools Help Allchanges saved in Drive } Choose a. Theme

¥~ ~w Edit questions Change theme More - Change theme b °
Y

Copy a theme } Selecting Change

: from another form
d

EEEE 11 A7 e Theme Tab.

» Choose the Theme

Untitled form e you want.

Untitled Question

Option 1

Never submit passwords through Google Forms

Sample Form




Creating Questions

» Components of a
Question

Cuestion Title

Help Text
—— = . » Question Title
Paragraph text Keep this short
Thewanswer """"" Multiple choice N Help Text
""""""""""""" Checkboxes .
» Data validation O ) Quesﬂon Type

| oone | scale » Click at the question to

Grid o o
resume editing
Add item - baie

Time



Form Input

» What type of input a question will take

» Text : S
» Paragraph Text asc Text ws Scale
Longer Text I Paragraph text § Grid
» Multiple Choice ® Muitiple choice @) Date
One choice only v Checkboxes @ Time
» Checkboxes » Choose from a list

User can choose more than one choice ( 2 0)
» Choose from a List

Pick from premade list of answers



Form Input (2)

» Scale

Answer question in scale (1-5, for example)

» Grid

Answer a set of questions with the same set of answers

Duckling Kitten Puppy

Cat
Dog
Duck
» Date
Choose date (and time) out of the calendar
» Time

Choose time or duration



Creating Questions (2)

Question Title Student ID
Help Text Please enter your Student ID
Question Type Text =

' Their answer

: Hold click and drag\

ﬂ v Required guestion

» Check Required question as needed.

-

the top part of the
question to reorder
it

/

» After you have filled out the question, pick question type,

and filled the answer, click Done.



Creating Questions (3)

File Edit View Insert Responses(1) Tools

» You can add images or

M o ™ N Edit ques BASIC u
videos by using Insert e
menu, i1 Paragraph text

® Multiple choice

» or Add Item button. v Checkboxes

» Choose from a list

Add item  w ADVANCEL
BASIC ADVANCED LAYOUT i
asc Text wa - Scale TZ Section header B Grid
' Paragraph text B Grid -] Page break @ Date
e [ultiple choice E Date @ Time
¥ Checkboxes 2 Time LAYOUT
v Choose from a list 2 Section header
T T nn e mnm—m—m {1 Page break

Image

a Video




Form Layout

» You can also add

File Edit View Insert Responses (1) Tools

. e Edit ques BASIC =
» Section header to divide ac Text
questions into section fl Paragraph text

¢ Multiple choice

» Page break to start a new o

questlonnalre page » Choose from a list

ADVAMNCELD
Add item -

wa  Scale
BASIC ADVAMNCED =
ast Text wii - Scale TE Section header & Grid
' Paragraph text B Grid ! Page break G] Date
e Multiple choice @ Date [aa] Image @ Time
v" Checkboxes 2 Time B Video LAYOQUT
+ Choose from a list [Tﬁ Section I"IEEI.‘IE:‘J
I nn R mrnr mnnm—m—" {4 Page break
laal Image
& Video



Viewing Online Survey

» You can view the online questionnaire by clicking at the
View Live Form button

e Edit questions Change theme E\I’iewrespmﬁea Eﬂew live form

» You can fill out and submit Live Form.



Step 2: Distributing the Survey

» When you finish the questionnaire, at the bottom of the
form, there’s a confirmation page, which checkboxes for
sending options.

—onfirmation Page

Thank you for adding to the visiting log!

v Show link to submit another response
Publish and show a public link to form results ?
Allow responders to edit responses after submitting

» After you check the desired options, click Send form
button.




Step 2: Distributing the Survey (2)

» The Send form windows
with appear, with

. Send form
» URL link to the ——
queStion nai I"e hitps:/idocs.google com/forms/d/10IPIBaLr8Qda Embed
. . . Share link via ..
» Option to share link via NED

Social Media Send form via email
“'EHEET_P!'!_'E'E efmar adaresses. O goups..

» Option to send form via
email

» Option to add
collaborator(s)

Looking to invite other editors to this form? Add collaborators.

» After you have selected
the options, click Done.



Response Destination

» Next, a Choose response destination window will appear
» Select where to save the response for the questionnaire

» There are two ways to collect the response
» Keep responses only in Forms
» Store responses in Spreadsheet

» For this form, we will choose New Spreadsheet

Change response destination

e MNew spreadsheet

204100 September 12th, 2014 Lab Visitin E

New sheet in an existing spreadsheet. .. Modify. re-arrange. and analyze without

affecting original form responses

v Always create a new spreadsheet ?

E Cancel Learn More



Response Destination (2)

» Saving responses in Spreadsheet
» A spreadsheet will be create to store data
» Can only store 400,000 records

» Keep responses only in Forms
» Can store more data

» To use data, need to download data into text file,in CSV
(Comma Separated Value) format



Accepting/Not Accepting Responses

» If you want to stop Insert  Responses (3) Tools Help Allcha
accepting responses, click
Accepting responses under
Responses menu

ions  C 4 Accepting responses |

Summary of responses |

] . H View responses
» The menu item will )
h . Not A ¢i Change response destination
change Into Not Accepting o
Response
. . . Get pre-filled URL
» Click it again to resume S |
. |
acceptlng responses Delete all responses



Step 3: Viewing the Responses

Insert | Responses (3) Tools Help Alcha ) We can see number of

ions | C 1%} Accepting responses | responses from Response
Summary of responses i menu
5 View responses . » You can view it as
Change response destination ~ Summary of Response, or
Unlink form the response spreadsheet
itself.

Get pre-filled URL
. » You can also change

Response destination
here.

Delete all responses



Summary of Responses

» Responses summarized in chart form with percentage of

answers, if possible

Section
007 1  33%
701 1 33%
Other 1 33%




Responses Spreadsheet

» Beside using the menu, you can view response
spreadsheet by clicking the View responses button on the
top of the form.

o~ | [Em—] Crange e

» The spreadsheet will have the same name as the form,
plus ‘(Responses)’ at the end.



Response Spreadsheet (2)

» Each question will be saved in a column of the
spreadsheet

» The timestamp is also recorded

204100 September 12th, 2014 Lab Visiting Log (Responses) i

File FEdit View Inset Format Data Tools Form Add-ons Help Last edit was made 4 minutes age by anonymous

a5 e 2P 5 0 0_ .00 123 - Arial . 9w - B I 5 A @ . B E-1-5 oo
Timestamp
A = c D E F G H
1 {Timestamp lName Student ID Section Satisfaction Animal Parent-Child [Cat] Parent-Child [Doq]
2 9/11/2014 22:00:59 Niranam Raisakul 555555555 0 1 Duckling Kitten
3 9/12/2014 0:43:17 John Smith 123456789 7
4 9/12/2014 (:45:33 Art Baker 515478226 701 4 Alpaca. Jumping Spider Kitten Puppy



Downloading Responses from Spreadsheet

Share

New

Open
Rename
Make a copy
Move to folder
Move to trash

Import.

See revision history

Spreadsheest settings

Download as
Publish to the web...

Email collaborators...

Email as attachment...

= Print

Ctri+O

Ctri+Al+Shift+G

Ctri+P

Arial

c D

swdent D sectio]  » At the spreadsheet page,

155555555
123456789
115478226

70|

o

» You can download the

response spreadsheet from
File menu, in many formats

select
I. File
2. Download as

Then select the format you
want.

9

Microsoft Excel (_xIsx)

OpenDocument format (.ods)

PDF document (.pdf)

Comma-separated values (.csv, current sheet)

Tab-separated values ( tsv, current sheet)

Web page (.zip)



Google Docs
Creating a Google Account
Google Form

Creating a Survey
» Response Destination

» Viewing the form online
» Distributing a Survey
» Accepting/Not Accepting Responses

» Viewing the Response
» Spreadsheet

» Summary



