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Welcome to Your Digital Journey with Google Drive and Google Docs!

Here you can learn how to use Google Drive and Google Docs at Reed in Partnership offices. Whether you're just starting out in the digital world

or looking to enhance your existing skills, this guide is designed to make the process simple and enjoyable. Google Docs

In this guide, you'll learn how to:

* Create and manage your Google Drive and Google Docs
* Perform everyday tasks like downloading documents and attaching them to emails Google Drive
* Use Google Docs to write your CV, cover letter, and personal statements

Our goal is to empower you with the knowledge and skills to navigate the digital landscape with ease and confidence. For more detailed
instructions, please refer to the specific guides linked below.
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1. Google Docs

Google Docs is a versatile online word processing tool that allows you to create, edit, and collaborate on documents in real -time from any device with internet access.
This means that when you add or update a document on the Reed in Partnership PCs, you will see these changes when you log onto your Google Docs on another PC,

such as at home or at the library. Google Docs
To access Google Docs, you need to be logged into your Gmail account. If you don't have a Gmail account, please refer to the guide 'How to Create and Use Gmail.
Once you're logged into your Gmail account, you have two options to access Google Docs:
Option 1: Option 2: B o _
From your Gmail account, click on the Google Apps menu in the top From your Participant Hub home page, after logging into your Gmail
right corner. A dropdown menu will appear, where you can find and account, simply click on the Google Docs icon.
click on the Google Docs icon.
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Your screen will look like this:

G M () https://docs.google.com/document/u/0/ PN #¢ w, /7 3 m <= ® - o
Main Menu, which will display
) C = Search i Google Docs
the following options in a I___l a Lo A, tease o 9
dropdown menu: stort g . emolote calery
art a new documen emplate gallery
Template Gallery: Google Docs
Google Docs = N . offers a template gallery with
= = = k ‘ - various templates to help you start
B oos l— = = proven i”" o a new document.
E Sheets 2 s
Slides y |
® Blank dogument Resume Resume Letter Project proposal Brochure
E Forms T Serif Coral Spearmint Tropic Geometric
QB Settings R
Recent documents Owned by anyone ~ B Az O
(?) Help & Feedback
L Drive — Your Name ..
Starting a new
Your Recent Documents: You documentis very
can easily access the simple; just click
CV Updated_Jan2024 Resume 1
documents you have recently B operesszam  § | [ openeasarav on "Blank
used. document."
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Once you click on "Blank document,” a new Google Docs window will open in your browser, allowing you to start creating a new document.

Below, you can see a few basic features:

Tools: Click on "Tools" to open a dropdown menu with several important
options to help with your document, such as Spelling and Punctuation,
Translation, Dictionary, and Accessibility.

Rename your
document here.

3 https;//docs.google.com/document/d/1tPBSuVFFP7KBRNPImdt4fzTemsnmgaBFuxwPknAT9e8/edit?tab=t.0 Ay wr [ ]
e *me 3
Flle' A drodeWn a File Edit View Insert Format Tools Extensions Help O E C
mgnuw!llappear Q & e & A 100%-|Nmmalmxt -~ | Arial - —[E]+ B I UA 2 o B E~1= o=~~~ E E K I—
with options like
X nflnnnSZnnnllnasnéonnlonninnnloasndnnallons Hnnnllnnn Annnflnnn®eonSonnnfnnn I
downloading the ¢
document or sending
|t by emaiL Document tabs +
Bl Tab1 B Meeting notes &, Email draft @ More

Insert: A dropdown
menu will appear
with options like
inserting an image, ]
table, or emoji.

Headings you add fo the document
will appear here.

!

Your Doc: The area where
you write your text and see

Your document will be automatically saved to your how your document looks.

Google Drive and Google Docs.
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Formatbar:

Customise your text

—@ by changing the size,
font, alignment,
colour, and more.

Google Docs

Share: An easy way
to share your
document with
others, such as your
EA, sothey can
review and help you
with it. Just
remember to set the
appropriate access
level: Viewer,
Commenter, or
Editor.




2. Google Drive

Google Drive is a cloud storage service that allows you to store, access, and share files securely from any device with inter net access.

Google Drive

To access Google Drive, the process is quite like accessing Google Docs. First, ensure you're logged into your Gmail account. If you don't have a Gmail

account, please refer to the guide 'How to Create and Use Gmail'

Once you're logged in, you have two options to access Google Docs:

Option1:

From your Gmail account, click on the Google Apps menu in the top

right corner. A dropdown menu will appear, where you can find and

click on the Google Docs icon.

= M Gmail Q Search mail 3
2 compes o- ¢
Q Primary g Promotions @ED 2 Social

O inbox " b
& Stared Reed.co.uk Added today: new ‘Product Manager' Jobs | London Jobs & Vacancie
® snoozed TalentSource Jobs New Product Manager Jobs in London - Hi Andressa Here a
B Sent

Reed.co.uk Added today: new 'Product Manager' Jobs | London Jobs & Vacancie:
O Drafts

M O ¢ TalentScurce Jobs New Product Manager Jobs in Lendon - Hi, Andressa Here o

v More

Reed.co.uk Added today: new 'Product Manag lobs | London Jobs & Vaca:
Labels +

. ’,
= Pl )= Product

Reed in Partnership A imoin

o3 s @

.

® G 9
Account Search Maps
‘fouTube News Gmail
() lF. &
»

Meet Chat Contacts
i
Calendar Play

Reed Company Confidential

Option 2:
From your Participant Hub home page, after logging into your Gmail
account, simply click on the Google Drive icon.

Look for jobs here:
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Now you have access to all your files and the files shared with you, providing an easy way to store and share files. Your screen will look like this:

New — A drop-down
menu will appear on
your screen,
allowing you to

C wm &

L Drive

upload afile, create _|—+ +

https://drive.google.com/drive/quota

Q,  Search in Drive

& W M oY @ %W

@ @ =

New Storage Backups (@
a folder to organize __ . __
your files, or start a @ Home _Tvpe - | Modfied - |
new Google Doc. '@ My Drive 4 KB
l [T Computers of 15 GB used
-
New folder AltsC then F &l‘ Shared with me . Google Drive
@ File upload HlGthent ® Recent [ (D Getmorestorage | Clean up space
[0 Folder upload Alt+C then | - -
¥r Starred
B Google Docs » i . . g
Google Sheets R ® spam Files using Drive storage Storage use
Google Slides »
B Google Forms N W Trash B Resume 4KB
More »
& storage B CVupdated Nov.2024 2% 1KB
6 KB of 15 GB used
) § B CVUpdated_Jan2024 1KB
{/ Get more storage |
Main Menu - Where
you can keep your
files organised, and Your Files Storage -
access shared files This section displays
allyour files and
documents.
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3. Download Files From Your Email

Once you are familiar with Google Drive and Google Docs, you can download files received via email (Gmail) and upload files from Google Drive to your email to Google Drive

send them.

This process is simple; you just need to follow a few steps.:

Downloading:
1. When you receive an email with an attachment, simply hover your mouse

2. Open your Google Drive to view or edit your document. To access Google
Drive, click on the Google apps menu near your name initial at the top right,

over the attachment. You'll see the Drive icon appear; click on it to th lect 'Drive’ from the dropd
download the file to Google Drive. en setect Drive fromthe dropdown menu.
[ORECHE N - ) o . .
3. When Drive is open, find your file and
€ B @ . ; .
@ 06 Then double-click on your file to openitin
& .
Undated CV Q < 7 Google Docs in your browser, where you
are Inbox = .
P AcCOliot IR Search Maps can edit and keep your CV updated.
Andressa Reed -andressareed1@gmail.com=
o ome w ° é M l
YouTube News Gmail
. u u ; L Drive ® & °
One attachment - Scanned by Gmail © 5 o Welcome to Drive o B
Meet Chat Contacts
CV 1.0 Template (1) A Home Q, Searchin Drive
Calendar Play 2, me X tselected & & B EH ® i 2
—e ° F—— & —
L Y su
' B.. » - o & W@ Cv1.0Template () (7).docx QO @ myD i
@ ™ B CVupdated Nov.2024 u (1] B myr
P " - o o B CVUpdated_Jan2024 - Nov 18, 2024 O~ @ my
|: & Reply :| |: ~ Forward :I | @l e @ cv10Template (1) docx () @ my
- y - L B Resume o 8wy
REMEMBER: To use the CV you created on Online Career Centre, just email it to yourself and save it on
—~ Google Drive to edit and keep it updated
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4. Upload Files To Your Email

A) To upload a document from your Google Drive into an email you are —

writing, click on the Google Drive icon in your email.

Draft saved
Recipients
My CV

Please se= attached my

Google Drive

B) An "Insert files using Google Drive" box will appear on your screen.

Simply choose the filg, select it, and click on "Add as attachment".
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& Insert files using Google Drive Q. Search in Drive or past§ URL fr3 X
Recent My Drive Shared with me Upload
My Drive =
Files MName
Your Name
[ cv 1.0 Template (1)... B cVupdated Nov.202.. B CvUpdated_Janzoz.. B FResume

®  1selected Add as attachment




C) Your file is now attached to your email and ready to be sent: Google Drive

Draft saved -
Recipients

My CV
t
Please see attached my

CV 1.0 Template (1).docx (27K) ®

Mic-n@@lz&.?i' )
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For further technical guidance
on how to use the Digijtal Hub,
please contact your Digijtal
Hub Champion or a member of

staff.
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If you have any suggestions
and/or ideas on how to
improve the Digital Hub, please
contact your Digital Hub
Champion.
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To watch avideo on how to use
the Digital Hub, please use the
link below or contact your
Digital Hub Champion or a
member of staff.

https://www.phrinp.co.uk/
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