Google Apps for Education: The Basics

You will learn how to get started with Google Drive by uploading and
converting documents. You will also learn how to share your documents with
others. Plus learn the file management of Google Drive. We will also look at
the other Apps for Education including Contacts, Google+ and Hangouts, and
Groups.

Instructor: Kay Nelson, The Lifelong Learning Center
Uploading Files, Folders and Converting documents on the Web

e Upload a file

e Upload settings to choose conversion

e Upload a folder

e Converting files from Google Docs format to PDF files
e Printing Google docs

Sharing and collaborating on files

e Sharing Files

e Choosing sharing settings for a file
e Share with limited group of people
e Share with a link

e Publish a file to the Web

Collaboration tools

e Sharing Options

e Adding Comments

e Viewing and Chatting
e Revision History

Organizing files

e Create afolder

e Add files to folder

e Move a file between folders
e Organize folders

e Set afolder color

Other Google Apps for Education

e Google+

e Google+ Hangouts
e Google Groups

e Google Contacts



Google Drive Basics

Uploading files and folders on the Web

You can upload files to your Google Drive from anywhere using the web uploader. The process is a
little more complicated than uploading files using the Google Drive folder on your primary computer,
but it's an easy way to upload files from any device.

The web uploader also allows you to choose your conversion settings, which makes it easy to convert
certain file types to Google Docs format for later editing.

To upload a file on the Web:

1. While viewing your Google Drive, locate and select the Upload button E
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2. Select Files... from the drop-down menu.
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3. Locate and select the file(s) you wish to upload, then click Open.
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4. The Upload settings dialog box will appear, which allows you to choose your conversion
settings:



1. Check the first box if you wish to convert some types of files into Google Docs
format. After the files are converted, you will be able to edit them. Remember, some
of the formatting from your original file may be left out of the converted version.

2. Check the second box if you want PDF and image files to be converted into text
documents. Again, note that the converted docs may contain errors.

3. Check the third box if you would like to review these settings each time you upload
a new file. We recommend checking this box so you can always choose the best
settings for the file you're uploading.

Upload settings

Set your preferences for uploading files. We'll apply these settings to any files you upload to Google Docs. Learn more
. | Convert documents, presentations, spreadsheets, and drawings to the corresponding Google Docs format

. ¥ Comvert text from PDF and image files to Google documents

Document language: | English |L

. ¥ Confirm setings before each upload

5. When you're satisfied with the Upload settings, click Start upload. The file will appear on your
Google Drive. Note that the file has also been converted from a MS Word (.doc) format to a
Google Docs format.
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Depending on your browser and operating system, you may be able to upload files by simply
clicking and dragging a file from your computer into your Google Drive.
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Uploading folders with Google Chrome

If you use Google Chrome as your web browser, you can also upload entire folders to your Google
Drive from the Web.

To upload a folder on the Web:

1. Click the Upload button ﬂand select Folder... from the drop-down menu.
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http://support.google.com/chrome/bin/answer.py?hl=en&answer=155618

2. Locate and select the folder you wish to upload, then click OK.
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3. If desired, review and modify your Upload settings, then click Start upload.

Upload settings

Set your preferences for uploading files. We'll apply these settings to any files you upload to Google Docs. Leam maore
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4. Your folder and all the files within it will appear on your Google Drive.
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Converting files from Google Docs format

Sometimes you may find that you have a need to download a file from your Google Drive. You
may want to attach it to an email or open it in another application that allows for more formatting
options (like Microsoft Word or Excel). Any file stored in its original format can be downloaded
and used right away. But when downloading a file in Google Docs format, Google Drive will
need to convert it, or change it, into a formatted file like a DOC, PDF, or RTF.

You will need to select the format that is most useful to you and your needs for the file. In this
example, we'll show you how to convert a Google document file into a PDF file.

To convert a doc into a PDF file;

Converting a Google document into an Adobe Acrobat Document, which is called a PDF file,
can be especially useful when you no longer wish to make changes to it. A PDF file retains the
document's original formatting, allowing someone else to view the file but not make any
changes. This might also be helpful when attaching a document to an email or posting it as
downloadable link on a website.

1. Click to open the file you want to convert.
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2. Locate and select the File drop-down menu.
3. Hover the mouse over the Download as option, then select your desired conversion
format from the drop-down menu. Here, we'll select PDF.
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4. The file will convert and download. When finished, the Downloads dialog box will
appear. Double-click to open the file.
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Printing Google Docs

If you are creating and editing files in Google Docs format, you can also print those files
directly from your browser. Printing from Google Drive should feel familiar if you have ever
printed a file using Microsoft Office. Google Drive offers a print preview option, which allows
you to see how the file will appear on the page before printing. You can also change the printer
settings to modify the page layout and formatting before sending the file to the printer.

There are several ways to print a file:

« Clicking the Print button "=
« Using the keyboard shortcut Ctrl+P (Windows users) or Command+P (Mac Users)
« Clicking the File drop-down menu and selecting Print
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Print preview will vary depending on which type of Google Doc you are viewing.
Sometimes it is available as a menu option, while other times it is shown in the Print dialog
box.
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Sharing and collaborating on files

Sharing files

Whenever you share a file from your Google Drive, you can let others view and even edit that same file.
While you can share any file stored on your Google Drive, it's important to note that you can only use the
collaboration features for files created with Google Docs.

Let's look at the example of Olenna, an art teacher who uses her Google Drive to organize letters, lesson

plans, and more. Olenna’s files include:

« Files she keeps private, like her spreadsheet

with classroom expenses

o Files she lets others edit, like the lesson-planning documents she creates with her co-teacher
« Files she shares publicly and doesn't let others edit, like the newsletters and announcements

she shares with her students and their parents

o Files that others share with her, including ones she can edit, like her co-teacher's supply

inventory; and ones she can't, like a schedule

sent to her by the principal

11
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As you can tell, no single sharing setting would be right for all of Olenna’s files. The settings you choose
for each of your shared files will probably depend on why you're sharing it in the first place.

Choosing sharing settings for a file

You can choose to either share your file with a limited group of people or a large one. When you share a
file with a limited group of people, your collaborators must sign in with a Google account to view or
edit the file. However, when you share with a larger group or make the file public, your collaborators
will not need a Google account to access the file.

To share a file with a limited group of people:

1. Locate and select the file you wish to share.

=

2. The file action buttons will appear at the top of the page. Click the Share =" Dbutton.

Drive -t ] [ ® T

=Zan

v B Letter to Parents

- My Drive
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3. The Sharing settings dialog box will open. In the Add people: box, type the email addresses of
the people you'd like to share the file with.

4. Click the drop-down arrow next to each person's name to decide whether they can edit, comment
on, or just view the file. Remember, only files in Google Docs format can be edited online by
different people.
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Sharing settings

Who has access

Private - Only the people listed below can

Change...
ACCEess
u'ﬁ Qlenna Mason (you) lakestone omason@g... Is owner
Add people:  Choose from contacts
lakestone tdragic@gmail com canedt 7| @
v’ Can edit
+' Notify people via email - Add message Can comment
Send a ;
E e allowed to add people and change the permissions. [Change]

5. If you'd like, you can add a message that will be emailed to the people you share the file with.
You might use this message to explain the file or let them know why you're sharing it with them.



Add people: Choose from contacts
lakestone tdragic@gmail com Can edit *

Here's the letter I'm planning on handing out to the parents at Parents' Night - I'll
also send home a copy on the first day of art class. Feel free to add something
or make any changes you think would be good |

Send a copy to myself
Lliiraiis ELes Paste the item itself into the email
Editors will be allowed to add people and change the permissions. [Change]

6. Google Drive calls the people you share files with editors. By default, editors are allowed to
invite new people to access the file. If you want, you can prevent this by clicking [Change]. A
second Sharing settings dialog box will appear.

7. Select Only the owner can change the permissions. Then click Save to return to the first dialog
box.

Send a copy to myself
Cancel Paste the item itself into the email

14

Editors will be allowed to add people and change the permissiong) [Change] -1

Sharing settings

Editors are allowed to add people and change the permissions.
Editors have full control to add and remove people and change the
visibility of the item. Only the owner can delete the item

(®) Only the owner can change the permissions.
Editors cannot add or remove people or change the visibility of the item

8. Click Share & save. Your file will be shared.
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Send a copy to myself
SaliE 5“"': R Paste the item itself into the email

Change

Whenever you share a file, that file will be marked as Shared on your Google Drive.
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Sharing with a link

You can easily share a file with a larger group of people by providing a stable link to any file in your
Google Drive. A stable link is like a private web address for any file you wish to share. This can be
especially helpful for files that would be too large to send as an email attachment, like music or video
files. You can also share a file by posting the stable link to a public webpage. Anyone who clicks the
link will be redirected to the file.

Use your best judgement when making any of your files public. Even if you only share the link to a

file with a few people, that document could be found by anyone online. You should never make
personal or sensitive information stored on your Google Drive publicly available.

To share a link:
In this example, we'll share a file by sending a stable link in an email.

1. Locate and select the file you wish to share.
2. The file action buttons will appear at the top of the page. Click the Share =" button.
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3. The Sharing settings dialog box will appear. Click Change... to make the file accessible to

anyone with the link.

Sharing settings

Who has access

Frivate - Only the people listed below can
access

. Elena Casarosa (you) elena.casarosa@g...

Change...

ls owner

4. The Visibility options will appear. Select Anyone with the link, then click Save.

Sharing settings

Visibility options:
@ Public on th;e web

AU O

‘@) & Anyone with the link
- = Anyone who has the link can access. No s
a8 Privat

PEOple explCIry

Access: Anyone (no sign-in reqguired)

he Internet can mnnd and access. N

Can view =

Maote: ltems with any visibility option can still be published to the web. Learn more

Learn more about visibility

-

16



5. The Sharing settings dialog box will appear with the Link to share. Right-click the link, then
select Copy from the drop-down menu.

Sharing settings

Link to share

Share link viz

Who has aca
- Anyo

(o= ]

2 Elene

Cut Ctrl+
Copy Ctrl+C

Paste I:é Ctrl+Y

Paste as plain text Ctrl+Shift+V
Delete

6. Paste the link into the body of your email.

+Flena Search

Images Maps Play YouTube HNews Gmail Drive Calendar
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COMPOSE

Inbox (14)
Starred
Important
Sent Mail
Drafts (3)

r Circles

Family
Marketing ldeas
MNotes

FPersonal

Travel
Maore -

“ Elena Casarosa
m Save Now Discard Labels - Draft autosaved at 11:05 AM |

o "Henri Fousseau” <henri.rousseaul3l@gmail.com:=,

Add Cc Add Bec

Subject  Alvarez Wedding Slideshow

Attach afile Insert: Invitation

B 7 U T-+T-A-T- @ e i= i E i "
[ | E = = I, «PlainTex

Hi Henri,
o Here's a link to a video compilation | made from different pictures of

the wedding last weekend.

0 + Share

Check Spelling

https:fidocs_google.comfopen?id=0B0XIEY oehegd GofcXpwNWVhSOUD

Let me know if there's any interest from
the happy couple in purchasing some of these photos!

All the best,
Elena Casarosa



You can also publish a file to the Web to share it with a larger audience. Publishing a file actually
converts the file into a very simple webpage. To publish a file, click File while editing a Google doc,
then select Publish to the Web... from the drop-down menu. Only files in Google Docs format can
be published.
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To move shared files to your Google Drive:

People can also choose to share files with you. These files will appear in the Shared with me folder on
your Google Drive. However, someone can always unshare a file with you, leaving you unable to view
or access the file. If someone shares a file you want to keep permanently, you can move that file to your
Google Drive.

1. Navigate to the Shared with me folder on your Google Drive. Any files shared with you will
appear.
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2. Click, hold, and drag the file to My Drive in the left-navigation menu.
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3. The file is now stored permanently on your Google Drive.
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You can easily share any photos stored on your Google Drive on Google+. Just click the Share

Photo button, then select From Google Drive from the drop-down menu.
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Collaboration tools
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Whenever you share a file in Google Docs format, you'll have the option to allow your co-editors to
change and edit that file. Google Docs offer several tools that enhance collaboration by making it easier
to communicate with your co-editors and to see which changes have been made and by whom.

Click the buttons in the interactive below to learn about the collaboration features in Google Docs.

Ulenna Mason - 3

2
1 O’\rt Club Interest Letter © comments
5 File Edit View Inset Format Tools Table Help All char b 2 otherviewers 4 0..
L alie | T—' Mormal text - Cambria - |14 - B I U iv N - eo E E==E [E- =

1 2 3 4 5

Lake Stone Montessori

Art Club

Dear Parents and Students,

Welcome to another year at Lake Stone Montessori! Our names are Olenna
Mason and Tim Dragic, and we're excited to be running the Art Club for the
fifth year in a row. The Art Club offers students aged 8-14 the chance to learn
and practice art techniques in mediums that aren’t covered in regular art
class. This year, we plan to for‘11s60n oil painting, basic printmaking, and
installation art! Every year, 0%l students come up with work that surprises
and impresses all of us here aland we're looking forward to seeing what your
children can do this vear.

The club meets from 2:30-4:00 on Mondays and Wednesdays. We also take
approximatelv four afternoon or Saturdav mornine field trins a vear. Past

[51]
I

ﬁ Tim Dragic

11:58 AM Aug 1.
did we ever decide v
be the very first mee
club? that would be

include 0 7
m Olenna Masao

12:02 PM Aug 1.
Yikes, good point. |

leaning toward the 1
Sound good?
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1. Additional Sharing Options

Click File to view additional sharing options:

0 Download as downloads your file in a different format such as a Word document, PDF file, or HTML text
0 Publish to Web... creates a simple webpage of your document

0 Email collaborates... allows you to send an email that includes a link to your file

0 Email as attachment... allows you to send your file as an email attachment

File Edit View Insert Format

Share. ..

Mew "

Open... Ctr+0
Rename._.

Make a copy...

Download as »

Publish to the Web. ..
Email collaborators. ..

Email as attachment. ..
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2. Comments Button

Click the Comments button to view a thread containing all comments related to the file, sorted chronologically. You
can also add new comments and reply to old ones.

Olenna Mason Motification settings

Add a comment

Tim Dragic 511 PM Aug 9, 2011
Selected text:
L ake Stone Montessaori Show all

| feel like this header is too big...

Comment - Resolve
m Reply to this comment

|
Tim Dragic 12:57 PM Aug 8, 2011 - Re-open ¢

Didn't we say 8 would be the starting age this year?

X 1553 PM Aug 8, 2011

L EI Adding a comment will re-open this
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3. Share Button

Hover over the Share button to see a description on the file's current visibility settings.

Click the Share button to edit the file's sharing settings. You can share your file with others, modify visibility, or
create a link to the file.

Link to share {only accessible by collaborators)

| T e A Click Change... to
modify the file's

Share link via: visibility settings

Who has access {
a

Private - Only the people listed below can

Change...
access
M Olenna Mason (you) lakestone.omason@ag... ls owner
3 1
ici@gmail.com Can edit - b4

In the Add people: box,
type the email addresses
of people you wish to
share the file with

- \
Add people:

Enter names, email addresses, or groups

hail.com Can edit - ®
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4. Currently Viewing and Chat

Click here to chat with the other people who are currently viewing the file. Note that chats are not saved in
Comments.

Olenna Mason -

» 1 otherviewer
[l 'akestone tdragic

lakestone tdragic has opened the
document

me: Hey, could you make any last
revisions before 4pm?

| have to pick up my Kids from
daycare at 4:30.

lakestone.tdragic: Yeah
No problem, I'm working on it now

cool! thanks|
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5. Revision History

Click File and then Select See revision history to view older versions of the file. You can see changes that have

been made over time and revert to an older version if you wish.

Art Club Interest Letter

File

Edit View Insert Format

Share__.

Mew
Open...
Rename._.

Make a copy...

See revision history

Language

Download as

Publish to the web._.

Tog

Ctrl+0

Alt+Ctrl+G

Revision history

Today, 3:04 PM

M lakestone.omason

April 20, 11:05 AM

M lakestone.omason
M lakestone tdragic

April 20, 10:14 AM

M lakestone.omason
M lakestone tdragic

April 20, 10:05 AM

M lakestone.omason
M lakestone tdragic

Aprl 20, 10:00 AM

M lakestone.omason
M lakestone tdragic

When a collaborator is modifying the file, a cursor will appear in a bright color at whatever point they're editing.
Any changes the person makes will appear in real time.

aren’t covered in regular art class. This year, we plan

printmaking, and installation art!TEvery year, our stu

and impresses all of us here a and we're looking forw

this year.
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7. Adding Comments

Comments allow you to attach a brief note to a certain section of a file. Your collaborators can see and reply to any
comment you create.

To add a comment, select the text you wish to comment on, then right click and select Comment from the drop-

down menu. Your collaborators can choose to either Reply or Resolve the comment.

E Tim Dragic Resolve
11:20 AM Today

did we ever decide which date will
be the very first meeting of the art
club? that would be good to

Wednesdays. We also take approximately four /"
. Past trips have included the North Caroli

several local artists’ studios and galleries.} Click Resolve

to close a

comment
thread

nandatory, it is strongly encouraged, and
tke it to the majority of after school sessio

include.
child gets more involved in their art, they may wis Edit Delsts
1their art at home. [f you're interested in buying E Olenna Mason
it here: http: / /bitly /lsmArtSupply . We'll u 11:20 AM Today

hroughout the year, so check back often. Click Reply to

respond to a
comment

\‘ Cancel

Yikes! Good point. | think we
were leaning toward the 19th.

o
.out the form at http: //bit.ly /lsmArtClubF Sound good®

estions, please email Olenna Mason at

lakestone.tdragic@gmail com. We look forward to




Organizing files

Once you start placing a lot of files onto your Google Drive, you can use folders to help organize
and group your files. Folders in Google Drive work just like the folders on your computer. In
addition, Google Drive makes creating and managing your folders easy.

To create a folder:

1. While viewing your Google Drive, click the Create button, then select Folder from the
drop-down menu.

Drive

CREATE

|P E Document
+' O Presentation
i= Spreadshest
B Form
A Drawing
BB Folder @

-

'HE OO oo WS

Mare

From template. ..

2. A dialog box will appear. Type a name for your folder, then click OK.

X
Rename

Please enter a new name for the item:

Handouts|

q Canco

3. Your folder will appear in the left-navigation pane below My Drive. You must click the
drop-down arrow ¥ next to My Drive in the left-navigation pane to see your folders.




» I art inspiration

» Il Fall planning

+ @ Handouts

» B Lesson Plans

BB Worksheets

You can also use the New Folder button' ® to add a new folder to your Google Drive at
any time. Just select My Drive, then click the New Folder button.

Drive

Hew folder in My Drive

+ =
CREATE

Bl Letter to Parents

| > My Drive
» B art inspiration BB Worksheets
» M Fall planning B Handouts

To further group your files, you can create a folder within an existing folder, known as a
nested folder. To create a nested folder, select a folder and click the New Folder button
B The new folder will appear as a nested folder.



Drive

I,

L]
New folder in Handouts

CREATE E TITLE

BB Workshees

= My Drive
+ [ art inspiration B Artists
» I Fall planning
B Lake Stone Maontessori Art Club F
+ [l Handouts
B8 Lesson Plans B Art Club Interast Letter
Bl Worksheets B Meet an Artist: Rene Magritte
To add files to folders:

1. While viewing your Google Drive, locate the file you wish to add to a folder.
2. Click, hold, and drag the file to the desired folder in the left-navigation pane.

Drive
TITLE
an
B8 Handouts
| -y D"VE_ o BB New Falder
+ [ art inspiration B Fall planni
» [ Fall planning 4% panning
| » M Handouts | B Letter to Parents Shared

» Ml Lesson JP\_“E Move 'Meet an Artist: Rene Magritte’

n Lake Stone Montessori Art Club Open House Presentation
B Meet an Artist: Rene Magritte
T B Ar Club Field Trip handout.docx Shared

3. The confirmation dialog box will appear at the top of the page, confirming that the file

has been moved.

“Meet an Artist: Rene Magritte” has been moved from "My Drive” to "Handouts”. Undo

4. The file is now stored in the folder.
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Drive

o | o I

Lake Stone Montessori At Club Recommended Supplies L
= [y Drive
v art inspiration

B Meet an Artist: Rene Magritte
B Art Club Interest Letter Shared
B Mewsletter 8/2011 Shared

B Copy of Newsletter 2

B Artists

BB Mew Folder
¥ Shared with me

To add multiple files to the same folder, select the files you wish to add by clicking their
check boxes. Once you've selected them all, click, hold, and drag any selected file to the
desired folder. All of the selected files will be added to the folder.

Drive =* i [ Hore =
Ean - .
CREATE =l
v E] Art Club Interest Letter
| My Drive

[ Lake Stone Montessori Art Club Open House Presentation
v art inspiration _ _
+ I Fall planning 7 B Art Club Field Trip handout docx Shared
rim Handgug ' B Student Contract Form 2011
» B Lesson'—Move 3 items = Gradebook

8 Lesson Plans

B8 art inspiration

vl B Worksheet- Feelings & Shapes Triangles.docx

To move a file between folders:

1. Locate and select the file you wish to move.

2. The file action buttons will appear at the top of the page. Click the Organize button
|



Drive

CREATE

= My Drive
» I art inspiration
» [ Fall planning
» Il Handouts
» Il Lesson Plans
BB Worksheets

vf L
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[ ] [ ] =) More

TITLE

= Workshees

BB Artists

Bl Lake Stone Montessori Art Club Recommended Supplies List
B Art Club Interest Letter

B Meet an Artist: Rene Magritte

3. The Organize dialog box will appear. The file's current folder is indicated by the check

mark +.

Organize

ltem is currently in [l Handouts

MOVE TO

T My Drive
v [ art inspiration

b - atptaniG

+ + [ Handouts

r ¥ Tesson Plans
B Mew Folder
» Folders shared with me

Cancel

“'ou can also organize files by dragging them into a folder. Learn more

4. Select another folder to store the file. A check mark «will appear next to the selected

folder.

5. Click Apply Changes. The file is now moved to the selected folder.



Organize

ltem is currently in [l Handouts

~ + My Drive

T
spiration
» [ Fall planning
» [ Handouts
» I Lesson Plans
B New Folder
+  Folders shared with me

Apply changes Cancel

You can alzo organize files by dragging them inte a folder. Learn more

To set a folder color:

Once you have created several folders, you may wish to assign colors to your folders to help stay
organized.

1. Hover your mouse over the folder in the left-navigation pane, then select the arrow [~]
that appears.

2. A drop-down menu will appear. Hover your mouse over Change color, then select a color
for the folder.
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Drive
TITLE
=an
Ba Arists
= My Drive

» Il art inspiration Bl Lake Stone Montessori Art Club Recommende

» I Fall planning B Art Club Interest Letter

» Il Handouts il [}

» M Lesson Plans T Create y JLLer Shared

» Shared with me . handout.docx Shared
a' Share »

Starred Shared

Recent Add star

Mare M Organize... 2

Download Google Drive g 15 & Shapes Triangles docx

He
Change color r
— mEEEE
Mark as unviewed EEE
Download... HE R
Open folder ‘b_ mn
ea foam

B Move to trash

3. The selected folder color will appear in the left-navigation pane.

Drive

CREATE E

= My Drive
» I art inspiration

» I Fall planning

» Handouts

» B Lesson Plans

BB Worksheets

4. Any files stored in the folder will display the folder's color in the view pane.
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TITLE
& Lake Stone Montessori Art Club Registration Form Shared Art Club

il Classroom Expenses \

Handouts My Drive

Viewing the
folder color in

the view pane

B Art Club Interest Letter
B Worksheet- Feelings & Shapes Triangles docx /

B Meet an Artist: Rene Magritte

Other Google Apps for Education

In Google+, people chat, share ideas, post photos and videos, stay in touch and share personal news, play games, plan
meetings and get-togethers, send birthday and holiday wishes, do homework and business together, find and contact
long-lost friends and relatives, review books, recommend restaurants and support charitable causes. The list goes on
and it also includes getting and giving validation and emotional support, lots of informal learning and exploring personal,
academic and future professional interests.

Google+ Hangouts is a free video chat service from Google that enables both one-on-one chats and group chats with up
to ten people at a time. While somewhat similar to Skype, FaceTime and Facebook Video Chat, Google Hangouts
focuses more on "face-to-face-to-face" group interaction as opposed to one-on-one video chats, and utilizes
sophisticated technology to seamlessly switch the focus to the person currently chatting.

With Google Groups, you can create online and email-based groups. There's a lot you can do with Google Groups:

e Engage in discussions about a specific subject.

e Create a question and answer customer support group for a product, such as a piece of software your company has
written.

e Organize meetings, conferences, or social events among members of a group.

e Find people with similar hobbies, interests, or backgrounds.

e Read group posts through email, the online interface, or both.

Google Contacts is a way to store and organize contact information about the people you communicate with. Each
contact can contain basic information like names, email addresses, and phone numbers but can also include extended
information like physical address, employer, department, or job title.


http://www.webopedia.com/TERM/V/video_chat.html
http://www.webopedia.com/TERM/S/Skype.html
http://www.webopedia.com/TERM/F/facetime.html
http://www.webopedia.com/TERM/F/facebook_video_chat.html
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There are 2 different types of Google Contacts. Each is managed separately and contains similar, but not identical,
information:

The Google Apps Directory is available to everyone within the domain. In the Contact Manager, users can search to find
any domain profile, shared contact, calendar resource, or Group. Users can also browse the list of domain profiles,
shared contacts, and calendar resources (but not Groups) by clicking on the Directory link on the left navigation panel.
Directory entries also appear in the autocomplete function of every Google App, such as Gmail, Drive, and Calendar,
enabled for the domain. Changes made to your domain or personal contacts will take up to 24 hours to appear.

My Contacts is the list of people an individual user manages. Users add contacts to this list manually or by copying and
saving entries from the Google Apps Directory. A user can add, edit, and delete contacts and contact groups using

the Contacts Manager. My Contacts are private and can't be shared with other users. But when a user sends email,
recipients can see the names a user has saved for each contact.


https://mail.google.com/support/bin/answer.py?answer=14002
https://mail.google.com/support/bin/answer.py?answer=14002
https://support.google.com/a/answer/answer.py?answer=1628012
https://mail.google.com/support/bin/answer.py?answer=30970
https://mail.google.com/support/bin/topic.py?topic=12867

