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UNDO SEND

TIP 1



TASKS

TIP 2

Tasks in Gmail.



GMAIL SEARCH

TIP 3



SPLIT SCREEN BETWEEN TWO WINDOWS

TIP 4

Control Click on Tabs Snowman Icon at Bottom will
Separate Views



GROUPING TABS

TIP 5



DRIVE WORKSPACE

TIP 6

Workspace:
Customizable
group that
allow you to
gather up to
25 related
files in one
place 
Quick access
without
changing
their original
folder
structure



STARRED FILES

TIP 7



YOUTUBE AD-FREE TRICK

TIP 8

Add a - (hypen) after

the “t” in youtube

yout-ube

Video clip goes to full

screen.



OMINBAR SEARCHES

TIP 9

Roll a DieCoin Flip Timer



OMINBAR “NEW”

TIP 10



CLASSROOM - ARCHIVING CLASSES

TIP 11



CLASSROOM - ORIGINALITY REPORTS

TIP 12



CLASSROOM - MANAGING NOTIFICATIONS

TIP 13

Toggle off



DROPDOWN FOR INTERACTIVE DOCUMENTS

TIP 14



TRANSLATE 
DOCUMENT TOOL

TIP 15



LIVE CAPTION IN SLIDES

TIP 16

Your words will be captured

during the presentation.



SLIDES - CONVERT TO VIDEO

TIP 17



SLIDES - EMBEDDED YOUTUBE TIMERS

TIP 18

AND SET TO PLAY AUTOMATICALLY



SLIDES - LINKING SLIDES

TIP 19



SHEETS - USING THE FILL HANDLE

TIP 20



SPLIT NAMES INTO SEPARATE CELLS

TIP 21



USING THE PROPER FUNCTION IN SHEETS

TIP 22



SHEETS - SPARKLINES (MINI CHART IN CELLS)

TIP 23



BONUS TIP - TRANSCRIBING VIDEOS

TIP BONUS

From Video to Instructions



I CANNOT BELIEVE I FORGOT ABOUT THESE

GOOGLE TOOLS
Thank You!
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