How to use Google Drive and Google Contacts.

Accessing the account:

Go to www.google.com.

You should see a sign in button in the upper right corner.

Click on it and you will be taken to this page:

Google

N
Signin
s Email
‘. .!- ‘_ :'.:' n o ‘ M stphapresidentscouncil
Password

One password. All of Google.

Want to enjoy the best of Google? Just stay signed in. One username and
password is all you need to unlock more features from senvices you use
every day, like Gmail, Maps, Google+, and YouTube. Stay signed in

Can't access your account?

Enter the Presidents Council Gmail address and the password.
The address is stphapresidentscouncil@gmail.com.

The password 1s dtmwicd108.

Click sign in.

You are now signed in to the Presidents Council account.

Using the account:
Once you log in you are taken to the standard Google page.

Look at the black bar of links at the top. _

+Presidents Search Images Maps Play YouTube News Gmail Drive Calendar More ~

Presidents Council n + Share > /sma

The link at the very left takes you to the Goo;le + page.
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+Presidents
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Other links take you to the named service.

. Gmail Drive Calendar


mailto:stphapresidentscouncil@gmail.com
http://www.google.com/

Click on Drive to access Google Drive.

You will be taken to this page.

Drive sort -

Meet your Drive 5 Then, go for a spin
+ My Drive My Drive is the home for all your files. ‘ - -

Explore the left hand navigation.

Shared with me With Google Drive for your PC, you can « Create Google Docs and more.
Starred sync files from your computer to My
Recent Drive. * See files at a glance with the new grid view.

More - + Get the Google Drive mobile app.

Download Drive for PC

My Drive
TITLE OWMNER LAST MODIFIED
dropbox tutorial.doc me 2:05 pm me
P! P
b adding to company file doc me 2:07 pm me
q g9 pany P
W gb backups.doc me 2:09 pm me
W QB reports.doc me 2:10 pm me

These links are for creating a new document or uploading one from your computer.

LAV
Click on any listed document to view it.
TITLE OWMNER LAST MODIFIED
E\\S W dropbox tutorial.doc me 2:05 pm me

You will get these options:

dropbox tutorial.doc
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To just view a document, click on open.

} Google Drive Viewer

The document will open.

<
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Upleading to Dropbex
e —
This tutorial will show you how to upload a copy of your Quiccbooks backup to Dropbozx
Y ou will need @ Dropbox account to upload the the Presidents Council folder
3 Signing up for Dropbox

Type woarw dropbox com in the address bar of whatever browser you are using

. s

You will see this page

<« Dropbox B

—
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Click on the thumbnails at the side or scroll down to view the other pages.
Click on the Gmail link in the top bar to access email and contacts.

This is the main inbox.

GOJS[C “ Presidents Counmln + Share lems | ~

Gmail - - C More - o B
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ETTTIEE Mo new mail

0% full ©2013 Google - Terms & Privacy
Inbox =l Using 0 GB of your 10.1 GB Last account activity: 1 hour ago
Starred Details

Important
Sent Mail
Drafts
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Toiget to contacts click on the arrow next to Gmail above the compose button.

L

[+ Gmail ~

COMPOSE

Gmail v,\ﬂ_n}

You will get this menu:

Gmail
Contacts
| Tasks

L e

Click on contacts and that page will open.

Contacts ~ = -t More ~ Aaron-Yu < b3 Q-
m Aaron Smothers aaron.smothers@stpha.... Computer team
Alisia Watkins bigdivad2@gmail.com 651-528-2953 Dunedin hi-rise Imported 1...  Resident C...

| - may Eontacts§12- Anita (Peaches) Smith AnitaSmith057@gmail.c... 612.462.3583 Edgerton Hi-Ri... Pre.. Resi. Resi.
gz$:uli:rty$u Annie Watson anniewegee@yahoo.com  651-493-3935 Neill hi-rise imported 1...  Resident C...
Compter tea... Bob Knutson zemarg@hotmail.com 651-222-7656 Ravoux hi-rise  Impor.. Resi. Secr..

Fifth Officers (3) Bonnie Reynolds boelre58@yahoo.com 651-641-0148 Seal Hi-Rise... ResidentC... \ice Presi..

' = ——— Carmen Rivera Alberto TeB4@gmail.com  651-808-1529 Wilson hi-rise  Impor.. Resi.. Secr..
E e ¢~ B Cassandra Amesley keshelspurhawk@aol.com  651.645.2526 Hamline Hi-...  Fifth Officers  Resident C...

Hover your mouse over the My Contacts link to expand the list of groups.



This is most of the groups that have been set up. (There are a few others that aren't shown in this

| + My Contacts (12... &
Community Bu...
Computer Ad---
Computer tea---
Fifth Officers (3)
Imported 12/9/...
Presidents (23)
Resident Coun---
Hesident Coun---
Secretaries (30)
Starred in And...
Treasurers (23)
Vice President---

picture. There are groups for all officers, computer team, and computer administrators.

To email a certain group:

Go to Contacts and click on the group you want.

Aaron Smothers aaron.smothers@stpha... My Contacts  Computer t...
Greg Lavelle gt.lavelle@gmail.com (+1)  612-991-0173 My mp._ e
Jonathan Murray Obsidian.Blade@hotmai... My i po | [Trel
Kevin Jumper tyreek3@gmail.com 612.270.5634 Dunedin Hi-Ris... My.. Com.. Resi.
Melissa Pappas *girl 30@gmail.com (+1) 651-647-6365 My: | Com. | Sec.
Robert Wood zerque@q.com Montreal Hi-Rise My.. Com.. Com..
Troy Parkinson troy.parkinson@stpha.org My Contacts  Computer t...

Here we have the Computer Team.

Click the box by each person you want to send an email to.
Click the envelope icon.

This will open a blank email message to all those contacts.

To add a contact, click the New Contact button.

HEW CONTACT

This page will open:



Add a picture

Home

Phone

Horme

Birthday

Connected profiles

Tom Helin
tom_helin2@gmail «

Tom Helin

My Contacts  Computer team  +

tom_helin2@gmail.com A S

Add email
=8

Montreal Hi-Rise

Add address

Enter the pertinent information. Changes will be saved automatically.

To add the contact to a group, click on the icon with three people on it.
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Choose the group you want from the drop down list.



