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| CANNOT BELIEVE | FORGOT ABOUT THESE

GOOGLE TOOLS

Shelly Mowinkel
NCE Conference
1:00 | 6/9




UNDO SEND

Inbox Accounts Fili

Chat and Meet Advanced Offline The

Enable input tools - U
Learn more

@® Right-to-left editing :
(O Right-to-left editing ¢

Maximum page Show‘ 50 w|v::t::marersr=|

Undo Send: Send cancellation perioc

Defaultreply (O Reply
behavior: (O Reply all
Learn more




TASKS

Tasks in Gmail.

TASKS

My Tasks ~

4 Add atask

(O Computer 7 Print off
Worksheet

Hand out JH Track Sign Out
Sheets

Print FBLA Sign Out Sheets

OO O

Organize High School Track
Meet




GMAIL SEARCH

Q, Class of]| X 3E

" Has attachment [ Last 7 days | [ From me ]




SPLIT SCREEN BETWEEN TWO WINDOWS

E 2026 Milford JH Track Entrie: X >3 Bound | Milford Eagles High X

25 gobound.com/ne/schools/milford

E 2026 Milford JH Track Entrie Bound | Milford Eagles
bck Entries  ¥¢ &

New Tab to the Right 't Format Tools -
tld/1n2de_68YKdtC8deK Add Tab to New Sp|it View : 100% ~  Normaltext ~

1 2
Southern Nebraska Conference

add Tab to New Group ' Milford Eagles
ab to New Window Home  Activties  Calendar  Registraf

Milford JH Track Meet Format
Reload . SCHEDULE OF EVENTS

9:30 am Coaches’ Meeting (in front of press box

Du plicate 10:00 am Long Jump (G)

Long Jump (B)
Pole Vault (B)
High Jump (G)

Pin _ Shot Put (8) Saturday, Aug 30

Discus (G)

H Followed by Triple Jump (G) .
Mute Site Triple Jump (B) . FFA High School
Pole Vault (G)
High Jump (B)

orot pu0) Milford
Add Tab to Reading List ¥

11:30 am (approximately) 3200m Relay
100m Hurdles Final

i ini 100m Dash Final 8/30-12:00 AM NEBRASKA STATE FAIR
. Share Tab with Gemini ~6em Bt
MI Iford JH Tr. zgg: Hld.

Send to Your Devices S00m o

SCHED 200m Dash Final Monday, Sep 1

‘ FFA High School
Close

2026 Milford JH Track Entrie o @
Close Other Tabs . ©|

Long Jump Shot Discus
Close Tabs to the Right

' B docs.google.com :

Control Click on Tabs Snowman Icon at Bottom will
Separate Views




GROUPING TABS

[ Pndcasting|

£

12

New Tab in Group ~NEC
Move Group to New Window

Close Group AW

Ungroup

Delete Group



TIP 6

Workspace:
DRIVE WORKSPACE e Customizable
group that
allow you to
gather up to
25 related
files in one

Workspaces

C Create workspace )

place

Action/Strategic Team : Careers 8 Quick access

without
changing
their original
folder

structure

Strategic Plan - Participatio

New workspace
Milford Strategic Plan 2025:

Untitled workspace

JHHS School Improvement |

Strategic Plan and School Ii

Strat Plan 25-30 Action Tea




STARRED FILES

Starred

Activity

Workspaces

( Type - || People ~ |

Name P

My Drive

Shared drives

Shared with me
Recent

Starred




YOUTUBE AD-FREE TRICK
Add a - (hypen) after

the “t” in youtube

25 youtube.com/watch?v=YuAyggOzBkM

yout-ube

\yggOzBkM?playlist=YuAyggOzBkM&autoplay=1&iv_lo4

U NEED:

Video clip goes to tull

SCreell.




OMINBAR SEARCHES

+0:30 +1:00 +5:00

FLIP AGAIN

Coin Flip Timer Roll a Die



OMINBAR “NEW”

®) New Tab X +

C m G N & Al Mod

Google

=+ Ask Google \!.- . C¢ Al Mode

8 = =

Untitled sprea... Untitled docu... Web Store Add shortcut




CLASSROOM - ARCHIVING CLASSES

B4 Classroom

Training Your Mind /th grade Design your ... 8th grade Design a Yea... Careers 8
Section 1 Spring 2026 Spring 2026 Spring 2026 - Periods 5 & ;0\-(;.5

Intro to Business Computer 7
Spring 2026 - Period 7 _ Spring 2026 - Periods 1& 3




CLASSROOM - ORIGINALITY REPORTS

Intro to Business
Spring 2026 - Period 7

B4 Classroom

Stream Classwork People Grades
@ International Business Presentation Draft @
[ ]
Semester Portfolio A~ 3
@ Strengths - Weaknesses - SWOT Draft 3

@ Identity Draft
Semester Portfolio Draft

[ Semester Reflection FINAL Draft

No due date

You are going to write a PERFECT FIVE PARAGRAPH ESSAY.

I r Fin...
Google Docs

Edit assignment




CLASSROOM - MANAGING NOTIFICATIONS

@ O B

B4 Classroom

Training Your Mind

Section 1

Computer 7

Spring 2026 - Periods 1 & 3

[ hese settings apgly to both your email and device notifications for each class

raining Your Mind Section 1

7th grade Design your own school Final Project Spring 2026

8th grade Design a Yearbook Final Project Spring 2026

Intro to Business Spring 2026 - Period 7

Computer 7 Spring 2026 - Periods 1 & 3

A Repair Kit for Grading: 15 Fixes for Broken Grades

Focus | Elevating the Essentials to Radically Improve Student Learning




DROPDOWN FOR INTERACTIVE DOCUMENTS

S 100% ~ Normal text ~ Alice v | - +| B I U A 2 | oo @ &
3

%r|||||u? 1 2 4 S 6 T||1.':p||

I will offer a “Mindset” Classroom Course for student-athletes over the summer.
The goal of the course is to help student-athletes:

Understand their worth and identity outside of athletics.

Develop a mindset to perform at their best, especially under pressure
consistently.

Identifying strategies to ground oneself after a mistake

Examine self-talk and how it creates your reality

Importance of reflection and journaling. k

This course is not designed for your entire team. It is designed specifically for
athletes you believe would benefit from my showing up with intention,
positivity, and purpose to develop them holistically.




TRANSLATE
DOCUMENT TOOL

& Overview of Summer Book S¢ X 4+

s.google.com/document/d/10IRG74Jj429-155mK322m7Xy7KJ-S12NGdbdYcvEWiM/edit?tab=t.0 w G

*C8 Podcasting Careers8 UDL workshop FBLA gf U7 My Website (%7 BM Weebly w>» M (5, ) > Car

ar Book Study on Mindset ¥ > OE
't Format Tools Extensions Help

100% ~ Normal text ~ Alice v | — + B I U A 2 | o =

Ll L]

}||||||||-‘v 1 2 3 4 S 6 Y|||?||||

I will offer a “Mindset” Classroom Course for student-athletes over the summer.
The goal of the course is to help student-athletes:

Understand their worth and identity outside of athletics.
e Develop a mindset to perform at their best, especially under prpssure
consistently.
Identifying strategies to ground oneself after a mistake
Examine self-talk and how it creates your reality
Importance of reflection and journaling.

This course is not designed for your entire team. It is designed specifically for
athletes you believe would benefit from my showing up with intention,
positivity, and purpose to develop them holistically.

I



LIVE CAPTION IN SLIDES

Open speaker notes S
Turn on the laser pointer L

Turn on the pen Shift+L

ar Exit full screen 38 +Shift+F

Exit slideshow Esc

Auto-play

down the hall did you know tt
to 13 ft away

cc) Captions preferences

:  More

Your words will be captured

during the presentation.



TIP 17

SLIDES - CONVERT TO VIDEO

ED

Templates

@

Blocks

Arapahoe Tribe

Rt e e e e St e e et e

B
Uploads

Convert to video

Convert

0 add speaker notes




SLIDES - EMBEDDED YOUTUBE TIMERS
AND SET TO PLAY AUTOMATICALLY

.
& @ [ Leadership Unit Spring 2026 x  + 4 Ask Gemini
&« = C (@ % docs.google.com/presentation/d/1IrFBCNEfnTbn8DULYZKinav9h7AbzdhB_MLuc_C4rySs/edit?slide=id.g3e91e84118d_0... ¥r i} (- & School i
Cs MPS Bookmarks Entrepreneur CB  Podcasting Careers 8  UDL workshop FBLA 38 7 My Website 7 BMWeebly [ w» M [ @ BB > CareerClusters 53 [ Al Bookmarks

" a . s =
% LeadershipUnitSpring2026 & +# & & ) E ()~ [ slideshow | ~ ) & Share - &
File Edit View Insert Format Slide Arrange Tools Extensions Help o =
-+ Fit - Tr © - Background @ Layout | Theme H T
K ® 2 8 & BT @ N = ? 3 - Format options X
UU*I#LLIL#JIEIU
ponder...
“Are you negative
energy?”
—— finspiia/ -——
. E
Templates
s @
Contagious ok
& Select an object to see format options S
Media
—— /inspilai/ ——
E)
6 & Uploads
]
Convert
S — I ~
———/in'spiet/ ——




SLIDES - LINKING SLIDES

¥ /S = = | Aice ~|-(25]+ B I UA 2 @

i |

Table of‘?lontents

ieader DeﬁnedI

Chop Wood, Carry Water
Contagious

Growth Mindset
]Culture

O

|«

/in'spier/




SHEETS - USING THE FILL HANDLE

A1 -

.




SPLIT NAMES INTO SEPARATE CELLS

IE Teaching Tips - Sheets (2026) ¥ B &

File Edit View Insert Format Data Tools Extensions Help

Q o e &5 § 100% -~ $ % 0 00 123 Defaul. ~

c18 v &
A B C D E

Ethan Parker
Olivia Bennett

-

Mason Carter

Sophia Reynolds

Liam Foster

Ava Mitchell 3
Noah Collins

Emma Brooks

O o N O g AW N

Jackson Turner

-
o

Chloe Morgan

—
=N

Benjamin Hayes

-
|

Grace Sullivan
Lucas Reed
Hannah Cooper
Daniel Price
Natalie Ward
Ryan Murphy
Victoria Ellis
Andrew Kelly
Megan Phillips

NI U T IR T
~N | | AW

—
(=]

NN IR NN N =
oA WN 2 O




USING THE PROPER FUNCTION IN SHEETS

32 v | f

A B C D

-

Ethan parker

2  olivia Bennett L
3 mason carter

4 Sophia Reynolds
5 |liam foster

6  Ava mitchell R
7 noah collins

8  Emma Brooks

9  jackson turner

10 chloe morgan

11 Benjamin Hayes
12 Grace Sullivan
13 Lucas Reed

14 ' hannah Cooper
15 Daniel Price

16 Natalie ward

17 Ryan Murphy

18 Victoria ellis

19 Andrew kelly

20 megan Phillips
21

22

N
w




SHEETS - SPARKLINES (MINI CHART IN CELLS)

Laura Bradely
Zane Smith
Kimberly Henley
Sarah Herbert
Billy Blackbone
Jason Lanoin
Opal Wentworth

$44,483

$34,763
$22,600
$43,678
$28,765
$12,600
$95,992

387,598

$96,886
$34,590
$35,696
$35,095
$43,367
$14,048
$10,198

~ $99,087

$87,598
$71,035
$65,942
$67,604
$15,161
$19,549
$32,456

L

$99,087
$75,909
$24,023
$58,793
$27,293
$16,264
$19,768

(o B

$22,879
$96,886
$34,590
$44,483
$34,763
$29,106
$52,367

s,

$18,785
$10,051
$15,696
$35,095
$43,367
$40,489
$67,356

IOhETe:

$369,718 L
$323,234 5
$198,547

$284,748

$192,716

$132,056

$278,137 Rk

567,538

ol Convertto table -
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BONUS TIP - TRANSCRIBING VIDEOS

A

Ethan parker
olivia Bennett
mason carter
Sophia Reynolds
liam foster

Ava mitchell
noah collins
Emma Brooks
jackson turner
chloe morgan
Benjamin Hayes
Grace Sullivan
Lucas Reed
hannah Cooper
Daniel Price
Natalie ward
Ryan Murphy
Victoria ellis
Andrew kelly
megan Phillips

1
From Video to Instructions

Based on the user viewp, e context of your spreadsheet file, Proper Function.mov, here
is a direct, complete transcript of the steps being demonstrated to properly use functions in
Google Sheets:

Transcript: Using Proper Functions in Sheets
1. Organizing Your Initial Data Set
e Start with a clean list of unformatted names in column A (e.g., Ethan parker, olivia

Bennett, mason carter, Sophia Reynolds). Notice the irregular capitalization throughout
the list.

e Select cell B2 to begin applying the fixing function.

2. Typing the PROPER Function
e Type an equals sign (=) to indicate to Sheets that you are starting a formula.
e Type the function name: PROPER. (The PROPER function automatically capitalizes the
first letter in each word and converts all other letters to lowercase.)
e Type an opening parenthesis ( to begin the function's argument]

3. Referencing the Target Cell
e Click on cell A2 (or type A2) to reference the text string you want to fix.
e Type a closing parenthesis ) to finish the argument. The full formula in the formula bar
should read:
e Sheets

=PROPER(A2)
e Press Enter on your keyboard. Cell B2 will now correctly display Olivia Bennett.

4. Copying the Formula Down the Column
e Reselect cell B2.
e Hover your mouse over the bottom-right corner of the cell until the cursor changes into
a small, black plus sign (the Fill Handle).
e Double-click the fill handle or click and drag it down to cell B17.
e Sheets will automatically adjust the relative references (As, A4, etc.) and instantly clean
up the capitalization for all names in the list.

W Proper Function.mov

j > @ Proper Function.mov

W Split Columns.mov

m TEpaching Ties - Shests (H08] & &

Pis B vew Eew fems Dew e

&

TIP BONUS

+ Ask Gemir




GOOGLE TOOLS

Thank Youl!
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