
 

 

Google Apps for Education 101 
 

 
Your Humble ISD Google Apps Account 

 

 Logging in to your Google Apps for Education Account 
o From ANY Humble ISD webpage, click on the Employees Tab at the top. 
o Click on Google Apps for Education Teacher Login. 

 
 
 
 
Click on either the link or the picture to go to 
the actual login page. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
That will take you to the actual login screen. 

 
 
 

You can also go directly to the login page by entering http://www.humbleisd.net/GAFE.  Remember, your 
username is the part of your email address BEFORE the @ (harry.potter) and your password is your Munis 
ID # with zeros at the beginning if needed to make it six digits (001234). 
 
 
 
 

http://www.humbleisd.net/GAFE


 

After you log in, you will see a landing page that will show your name and the applications that you have 
access to. 
 

 
 
 
 
 
 
 
 
 

Google Docs is a free, Web-based word processor, spreadsheet, presentation, form, and data 
storage service offered by Google 
 
Uploading documents to Google 

 
 
 
Click on the Upload button 
 
Choose Files. 
 
Browse to where the file is stored on your computer. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
 
Make sure “Convert documents…to the corresponding    
Google Docs format” is checked. This will allow you to you’re your documents once they are uploaded. 
 
Click the Start upload button. 
 
 
 

 Creating a new Google document 
 

 
 
Click on the Create button. 
 
Select the file type you want to create.   
 
Document=word processor 
Presentation=slide show (like PowerPoint) 
Spreadsheet=like Excel 
Form=data collection 
Drawing=drawing 
Collection=folders to organize files 
 
 
 
 
 
 
 
 
 

 

 Google Docs Quick Start Guide 
https://docs.google.com/document/d/1r_G7zrNXVSU6oXb0Y7JCy06pUf1a36m60ZRkNUbsqrw/edit
?hl=en&authkey=CKKR3ZcD#  

 Google Docs Video Tutorial http://youtu.be/lMqdex3KDQM  
 

 

https://docs.google.com/document/d/1r_G7zrNXVSU6oXb0Y7JCy06pUf1a36m60ZRkNUbsqrw/edit?hl=en&authkey=CKKR3ZcD
https://docs.google.com/document/d/1r_G7zrNXVSU6oXb0Y7JCy06pUf1a36m60ZRkNUbsqrw/edit?hl=en&authkey=CKKR3ZcD
http://youtu.be/lMqdex3KDQM


 Sharing documents through Google 
Right click on the 
document you 
want to share. 
 
Float your mouse 
over the word 
Share in the pop-
up menu. 
 
Choose your 
sharing method. 
 
 

o https://docs.google.com/document/d/1waM2uL6RmuGkwpAherfLRSFSgGxxe5trr5z8mO894
RE/edit?hl=en_US&pli=1# 

 
 
Using Google Forms 

 

 Creating Google forms 
 

 
 

 

 Getting data from your forms 
o When you create a form, Google Docs automatically creates a spreadsheet in your list of 

documents with the same title that you gave your form.  The form data will go into that 
spreadsheet. 

 
 
 
 
 
 
 

Add more 
questions/fields to your 

form. 

Require humblek12 
sign-in, to restrict your 
form to in-district users. 

Type a description or 
directions. 

Give your Question a title, 
and any helpful hints you 

want to add.  Then select the 
item type.  Choices are text, 

paragraph text, multiple 
choice, checkboxes, choose 

from a list, scale and grid. 

Click the Done button to 
add the item to your 

form. 

Copy the form URL to 

share with your users. 

Give your form a title that 

explains what it is about. 

Select a theme if you want 

to make your form pretty. 

Use the pencil to edit, the 
boxes to duplicate, or the 

trash can to delete an item. 

https://docs.google.com/document/d/1waM2uL6RmuGkwpAherfLRSFSgGxxe5trr5z8mO894RE/edit?hl=en_US&pli=1
https://docs.google.com/document/d/1waM2uL6RmuGkwpAherfLRSFSgGxxe5trr5z8mO894RE/edit?hl=en_US&pli=1


o When you open that spreadsheet, you will see all the submission data. 

 
o To go back to your form, open the Spreadsheet, go to the Form menu, and select Edit Form. 

 
 

 Handout about Using Google Forms 
o http://teacherlink.ed.usu.edu/tlresources/training2/google/googleforms.pdf 

 
 

Sharing/Distributing Forms to Collect Data 

 

 Putting Google forms on a Schoolwires website (Embed Simple Content) 

1. Copy the Web Address (URL) of the page you wish to embed. 

2. Position your cursor in the Editor where you wish to embed the content. 

3. From the Toobox drop-down, select Embed Simple Content. The Embed Simple Content 
window displays. 

4. Paste the Web Address you copied.  Delete the prefix. 

5. Click Insert. A code similar to [$x=http://source web address$] displays. 

6. Click Save. Check the end-user website of the page to ensure the content is displaying 

correctly. 

 

 Sharing the link to a Google form in a GroupWise email 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://teacherlink.ed.usu.edu/tlresources/training2/google/googleforms.pdf


 
Google Sites is a free and easy way to create and share webpages. 

Use Sites to 
 Plan club meetings and team activities 
 Share info on a secure intranet 
 Collaborate on a project 

Create A New Site 

1. Click on Create.  

 

2. Select “Blank Template” 

 

3. (Google will confirm the name is available) 

a. It is a good idea to have students use part of their name in the site name as well. Example: yvonneh-

sciencefair2012 

 

4. Choose a theme (you can change it later). 

 

5. Click (your site is now being created, it should launch to your sites homepage) 

 

 
 
 
 

 
Edit Page        New Page      More Actions   Share 
 
 
 
 
 
 
 

Sample Project: Fashion Fur a Cause 
Student ePortfolio: High School Student 

 

https://sites.google.com/a/brvgs.k12.va.us/rachelinternship/Home
https://sites.google.com/a/brvgs.k12.va.us/perkinsinternship/Home


 

Editing your site 

To edit your site, click the Edit Page button in the upper right hand corner of the screen. 

The edit toolbar will provide you with the tools necessary to edit your site. 

 

Here's what each option does: 

Undo and redo changes 

You can undo and redo changes by clicking the arrow buttons in the toolbar. You can also use these 
keyboard shortcuts: 

 Undo (Ctrl-z)  
 Redo (Ctrl-y or Shift-Ctrl-z)  

Change the font type and size 

You can select the font type and size using the two drop-down menus. 

Edit text 

Add boldface type and italics, underline text, and change the color of your text or text background:  

 B adds boldface type  
 I allows you to italicize 
 U underlines text 
 A changes text color 
 The marker changes the text background color  

Create a link      

Highlight the text that you want to turn into a link, and click the Link button. A window appears with these 

options for creating your link:  

 Existing page  
 Web address  
 Create a new page and link to it  

 



Create a list     

Click the Numbered list button or the Bulleted list button, depending on the type of list you need to add to 

the site. Then type the first item, and press Enter. The next number or bullet point appears. 

The Tab key can help you indent your bullet points, while the Enter key will move back your indentation.  

Indent or move your list    

Click the two buttons next to the bulleted list to indent or move back the starting point when adding a 
bulleted or numbered list. Click twice to move each item two spaces, and so forth. 

Align your text     

Use these buttons for your page alignment. You have the option to align the text on your page to the left, 
center, or right side of the page. 

Remove formatting and edit HTML    

You can remove the formatting from any part of your page by highlighting the relevant text and clicking this 

icon.  

Click the HTML button to edit the HTML on your site. Please keep in mind that we do limit the amount of 

editing that can be done. Some advanced coding won't work.  

 

Create a New Page     

When you create a new page for your Google Site, you can choose from among a number of different page 
types, depending on what type of content will be on that page. Below is some information about each page 

type and how you might use it. 

 Web page 
A web page is the simplest kind of page; you can write content, embed gadgets, and 
arrange it however you like. The web page has standard formatting controls like bold, italic, 
and underline, bullets, and more. You can attach documents from your hard drive to the 
bottom of the page, and you can let other site collaborators comment on your pages. 
Google Sites periodically saves versions of your page as you make edits, so it’s easy to go 
back to earlier versions of the page to make comparisons or undo changes. 
 

 Announcements 
Much like a blog, announcement pages display posts you make to the page in 
chronological order, starting with the most recent. For example, an announcement page 



would be great for keeping a record of weekly meeting notes, while providing quick access 
to the most recent meeting info. 
 

 File cabinet 

File cabinet pages let you store and organize files from your computer’s hard drive, making 
it an easy way to share files with other users of your site. Anyone subscribed to the page 
will be notified when files are added, changed, or removed. 
 

 List page 
List pages let you make and organize lists of information. Items on the list are easy to add, 
edit, and remove, and viewers of the list can sort it by any column. Like the file cabinet 
page, subscribers are notified when items are added, changed, or removed. 
 

 Start page (Google Apps Premier users only) 

A start page is a page that can be customized by each of its viewers (a little bit like an 
iGoogle page for your site!) to show a personalized set of gadgets. Site collaborators can 
still add content that all viewers see, but that section remains separate from the section that 
can be personalized. 

 
 

Sharing Your Site    

Now that you've created your Google site, you can share it with your friends, family, coworkers, or make it 
public. Just choose Share  

Note: Share this site lets you choose who views, edits, and owns content on your site. Even with these 

controls, use care when you publish sensitive personal information on the web, since people who may or 
may not have permission may still be able to access and use this information in unauthorized ways.. 

Users set to "Can view" can: 

 View pages  

Users set to "Can edit" can: 

 Create, edit, delete pages  
 Move pages  
 Add attachments  
 Add comments  
 Subscribe to site and page changes  

Users set to "Is owner" can: 

 Do everything that users set to "Can edit" can do  
 Set other people as "Can view," "Can edit," and "Is owner"  
 Change site themes and layout  
 Change the site name  
 Delete the site  

http://sites.google.com/support/bin/answer.py?answer=90597
http://www.google.com/ig


 

 

Organize schedules and share events and calendars with others 

Create an Event:    

 Click the Create event button in the left-hand column 
 Enter a name for the event in the Click to add a title field, choose a date and time for the 

event, and fill in a location and other details 

 

Since this meeting happens every  week, you want to set it up to repeat on a weekly basis: 

 Click the checkbox next to Repeat... 
 In the popup, make sure the following options are chosen:  

 Repeats: Weekly 
 Repeat every: 1 weeks 
 The meeting always happens on a Monday, so leave the first M checkbox selected 

next to Repeat on: 

 And since you intend to keep this meeting throughout this semester, you can select 
an end date of December 21, 2012. 

Click Done! 

Get a reminder for the event via email or pop-up. 



Finally, your friend might appreciate having the event on their calendar, too, so you go ahead and 
invite them to the event: 

Start typing the name of the person you want to share the event with. If they are a Humble ISD 
employee and/or student there name will populate in the list. 

 
Click Save. You’re all done! 

 

Create a Calendar  

Under the My calendars section on the left, click the drop down arrow and select Create New 
Calendar 

 



 

 Fill in the Calendar Name and any other details 

 

Share Your Calendar:  

 Select Public, Everyone in Humble ISD, or Share with Specific People 
 Share with specific people (Enter the person’s name and/or email address) 
 In the Permission Settings drop-down menu, select the level of permission desired. 

 

When you're all done, click Create Calendar. 



If you’ve created multiple calendars or have had other people share calendars with you, you might 
be seeing a lot of them showing up in the My calendars and Other calendars sections on the 

left.  

To help distinguish among them, you can assign each a different color by clicking the down 
arrow next to the calendar and choosing from the colored boxes. 

 

To view certain calendars or hide others from view, just click the calendar names to select or 

deselect them. Here's a side-by-side comparison showing the 'Monthly bills' calendar selected for 
viewing on the left and deselected on the right. 

 

If you're really into getting things done, you might also want to use Tasks. To activate Tasks 
within Google Calendar, just click the Tasks calendar under the My calendars menu. You can 

learn more about using Tasks here. 

 

 
 

http://www.google.com/support/calendar/bin/answer.py?answer=146986

