GOOGLE SUITE

Easy communication and sharing with
learning groups (“Groupe UP”’)

SCi ences Po DSI - service formation aux usages numeriques




WHAT IS A LEARNING GROUP ON GOOGLE?

At the start of each semester, the Head of IT creates learning groups for each course

in the Google environment. These groups let you email your students or even share
documents on Google Drive with them easily.

HOW DO | EMAIL MY STUDENTS?

= Compose a new email in Gmail

» In the “To” field, fill in your course’s number (UP), your last name or even the
course title, then select your course:

New Message

To 18231

* s 2019-20 Automne 18231 AUGE GUILLAUME OUTI
“*  ens_2019-2020_automne_18231@sciencespo.fr

SCIENCESPO.FR

Cc Bece

2015-16 Automne 18231 PASCAL JULIEN MONEY

-
- ens_2015-2016_automne_18231@sciencespo.fr

2017-18 Automne 18231 MANAK TARLOCHAN QU

.
- ens_2017-2018_automne_18231@sciencespo.fr

2020-21 Automne 18231 ERNENWEIN FRANCOIS |
ens_2020-2021_automne_18231@sciencespo.fr

-
-

HOW DO | USE GOOGLE DRIVE TO SHARE DOCUMENTS WITH
MY STUDENTS

= Create a document in Google Drive (How to create a document)
= Right click on the file, then click “Share”:

» . Share document (IT course) (—1—) Ouvrir avec >
+

Nouveau dossier

*( 2+ Partager )
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https://support.google.com/drive/answer/2375091?hl=en

= Click on the “Advanced” button at the bottom right of the window:

Partager avec d'autres utilisateurs Obtenir le lien de partage (¢
Utilisateurs
Saisir des noms ou des adresses e-mail.... /' -

» Fill in your course’s number (UP), your last name or even the course title, then
select your course:

Inviter des utilisateurs :

*1@ /'vg/

"2019-20 Automne 18231 AUGE GUILLAUME OUTILS INFORMATIQUES" <ens_201
"2015-16 Automne 18231 PASCAL JULIEN MONEY AND BANKING" <ens_2015-2016_
"2017-18 Automne 18231 MANAK TARLOCHAN QUANTITATIVE AND MATHE" <ens_2!

= IMPORTANT: Click on « Parameters » button {2} and then untick the box
“Editors can change permissions and sharing”:

& Parametres de partage avec des contacts

Les éditeurs peuvent modifier les autorisations et partager des
documents

O For more information

Consult the quide to sharing files from Google Drive
Visit the Google Apps resources page on the Online Tools website

L0 Any questions?

Contact the IT helpdesk: sos@sciencespo.fr/ 01 45 49 77 99
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https://www.sciencespo.fr/ressources-numeriques/sites/sciencespo.fr.ressources-numeriques/files/Guide_utilisateur_Google_Drive.pdf
https://www.sciencespo.fr/ressources-numeriques/content/google-apps
mailto:sos@sciencespo.fr
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