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A

absolute cell reference, 204, 411

accepting suggested changes, in Docs app, 277-279

access expiration dates, setting for files, 268
activating filters, 211
active cell
defined, 411
Sheets app, 170, 171
activity controls, managing, 407-409

ad hoc basis, sharing calendars on an, 291-292

Add as Co-host icon, 315
Add reaction icon, 325
adding
calendars, 67-68
comments to files, 274-275
contacts
from Gmail, 75-76
from scratch, 74-75
data to slides, 239-240
emojis, 323-324
events in Calendar app, 54-57
footers, 153-154
footnotes, 164-165
form collaborators, 358
graphics, 137-142
headers, 152-153
importance markers in Gmail app, 389-390
links in Docs app, 105-106
multiple fields to pivot tables, 223-224
note collaborators, 364
page breaks, 158-159
people
to chat spaces, 331
directly to groups, 350-351
to group chats, 327
to video meetings, 306-308
profile pictures in Gmail app, 20-21
section breaks, 160-161

slide objects, 240
slides to presentations, 236-238
speaker notes, 240

time zones in Calendar app, 374-376

video meetings to chats, 328-329
addition (+) operator, 202

addressing messages, in Gmail app, 24-25

Adjustments (Image Options pane), 142
administrator password, changing for routers, 396
admitting users, to video meetings, 310

Al see artificial intelligence (Al)
aligning
cell data, 189-190
paragraphs, 122-123, 246-247
all-day events
about, 54
defined, 411
scheduling in Calendar app, 60-62
Alt Text (Image Options pane), 142
anchor cell, 182
animating slides, 248-252
animation, 414
applying
backgrounds in video meetings, 314
date format, 190-191
default styles in Docs app, 130-131
effects in video meetings, 314
numeric format, 190-191
presentation themes, 235-236
time format, 190-191
apps
Google Workspace, 9-10
killer, 17

making calendars unavailable to other Google

Workspace, 291
using online, 11-14
Archive icon (Gmail app), 39, 40
archiving messages, in Gmail app, 386
arguments, 206
arithmetic operators, 202

Index

419



artificial intelligence (Al) changing

composing messages in Gmail app using, 25-27 date, 53-54

defined, 411 view, 52

generating images with, 255-256 collaborating with, 281-297
refining text in Docs app with, 107-110 configuring for meetings, 376
writing text in Docs app with, 107-110 controlling

Ask to Pair Your Tiles icon, 315
asking to join groups, 342-344
assigning tasks, 332
asterisk (*), 134
attach files icon, 28
attachments

defined, 411

inserting in Gmail app, 28

access to calendars in organizations, 289-290
guest lists for meetings, 284-285
coordinating attendee schedules for meetings, 285-286
creating
Out of Office events in, 370-371
repeating events, 58-60
tasks, 64-66
editing events, 57-58
entering events, 54-66
exporting events, 297

managing in Gmail app, 34-35
attendee schedules, coordinating, 285-286
audio, using phone for in video meetings,

312-313 getting suggested meeding times, 286-287
auto-complete, 411 importing events, 296
availability, showing, 370-371 inviting guests to meetings, 282-287
making
calendars available to the public, 290-291
B calendars unavailable to other Google Workspace
back channel, 411 apps, 291
background responding to meeting invitations in, 287-288
applying in video meetings, 314 scheduling
changing for slides, 242 all-day events, 60-62

blind courtesy copy (Bcc), 23, 411

blocking senders, in Gmail app,
405-406

Bold command, 245
Bold icon, 119, 190, 245
bolding text, 323-324
Border icon, 190

video meetings using, 308-309
setting up event notifications, 62-63
setting working hours in, 368-369
sharing

calendars, 288-294

calendars on an ad hoc basis, 291-292

bot, 411 calendars with specific people, 292-294
Bottom alignment, 191 subscribing to shared calendars, 294-296
Bottom command, 247 window, 50-51
bulleted lists, 136-137 calendars, adding, 67-68. see also Calendar app
calling contacts, 88
camera
C allowing Meet app to use your, 301
Calendar app inserting images from computer’s, 141
about, 9, 11, 16, 49, 281 Capitalization command, 245
adding captions, displaying in video meetings, 316
calendars, 67-68 category, 411
events, 54-57 Category element, 214
time zones, 374-376 Cc, 23,412

cell address, 412
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cell references, 202-205
cells
aligning data, 189-190
anchor, 182
defined, 412
editing contents in Sheets app, 178-179
formatting
font, 189
in Sheets app, 188-192
merging in tables, 150-151
selecting in tables, 147
in Sheets app, 173-174
Center alignment, 122-123, 191
Center command, 246
center tab stop, 106
changing
administrator password for routers, 396
calendars
color, 295
settings, 295
views, 52
chat space settings, 332
column width
about, 146-147
in Sheets app, 193-194
dates in Calendar app, 53-54
events, 285
layout of slides, 241
line spacing, 123-125
meeting layout in video meetings, 313-314
orientation for pages, 157-158
page setup, 156-161
paper size, 158
paragraph spacing, 125-126
row height in Sheets app, 194-195
slides background, 242
sort order, 73
user's shared access to files, 268-269
Wi-Fi network password, 397
character spacing, 412
characters
about, 115-116
deleting in Docs app, 102
fonts, 116-120
formatting with fonts, 118-120

navigating in Docs app, 99-100
paint format, 121
ransom note, 120-121
type position, 118
type style/size, 117-118
typeface, 116-117
Chart title element, 214
charts
about, 213
converting sheet data into, 213-215
creating, 215-216
data visualizations with, 213-217
editing, 217
elements of, 213
moving to sheets, 216-217
Chat app
about, 10, 16, 319, 373
adding video meetings to chats, 328-329
chatting
with Gmail, 320-321
with Google Chat, 321-322
with groups, 326-327
with Meet, 321
collaborating with, 326-333
creating chat spaces, 330-331
exchanging messages, 322-326
formatting chat text, 323-324
joining existing spaces, 333
managing
chat spaces, 331-333
messages, 324-326
silencing notifications, 371-372
spaces, 329-333
uploading files to chats, 327-328
Chat pane, 276-277
chat room, 412
ChatGPT, 25
chatting. see also Chat app
about, 319
with video meeting participants, 316-317
cheat sheet (website), 3
checking network names, 397
cleaning out inbox, in Gmail app, 39-40
Close document outline (Docs app), 95
cloud environment, 13-14, 412
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collaboration resolving, 279-280

about, 281 sharing files for, 262-263
with Calendar app, 281-297 working with, 279-280
with Chat app, 326-333 communication
emailing collaborators, 267-268 face-to-face, 372-373
exporting events, 297 tools for, 373
with Forms app, 353-364 comparison operators, 202
with Groups app, 335-352 composing
importing events, 296 in Gmail app using Al, 25-27
inviting guests to meetings, 282-287 messages in Gmail app, 22-24
with Keep app, 353-364 condition, filtering by, 212
managing shared files, 270-271 configuring
online, 14-15 Calendar for meetings, 376
responding to meeting invitations, 287-288 Contacts columns, 72-73
reviewing shared files, 277-280 contact verification methods, setting up, 402-403
sharing Contacts app

calendars, 288-294 about, 9, 11, 16, 69-71

files, 259-269 adding
subscribing to shared calendars, contacts from Gmail app, 75-76

294-296

contacts from scratch, 74-75
working on shared files, 271-277

collaboration mode, 412
Color command, 245

multiple contacts, 77-78
addressing messages using, 24-25

calling contacts, 88
columns

adding width in Sheets app, 193-194
adjusting widths in tables, 146-147

changing sort order, 73
configuring Contacts columns, 72-73
deleting contacts, 85-86

deleting editing contacts, 80-81
in Sheets app, 197 emailing contacts, 86-88
in tables, 150 exporting contacts, 84-85
filtering by values in, 212 grouping contacts with labels, 81-82
getting text into, 161-164 importing contacts, 78-79
hiding in Sheets app, 196 managing contacts, 80-86
inserting merging duplicate contacts, 82-84
in Sheets app, 196-197 Other Contacts, 71-72
in tables, 149-150 populating Contacts list, 73-79
selecting, 181, 182 surfing to contact's websites, 88
Columns area, in pivot tables, 220 turning “other” contacts into real contacts, 76-77
Columns field header, in pivot tables, 220 Contacts list
Comma Separated Values. see CSV files Contacts app, 71
Commenter permission, 262-263, 274-275, 277 populating, 73-79
comments contiguous data, selecting, 182
adding to files, 274-275 contiguous ranges, selecting, 181, 182
defined, 412 Conversation view, turning off in Gmail app, 388-389
on files, 260 conversations
linking to, 279-280 about, 344-345
replying to, 279-280 defined, 412
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muting in Gmail app, 44
snoozing in Gmail app, 44-45
converting

Microsoft 365 documents to Google format, 380

sheet data into charts, 213-215
coordinating attendee schedules, 285-286
copying ranges, 187-188
courtesy copy (Cc), 23,412
creating

charts, 215-216

chat spaces, 330-331

documents, 93

even page headers/footers, 155

first-page headers/footers, 154-155

forms, 355-356

formulas, 199-205

groups, 336, 346-352

images with Al, 255-256

labels in Gmail app, 41-42

lists, 133-137

nested labels in Gmail app, 42-43

notes, 362-363

odd page headers/footers, 155

Out of Office events in Calendar app, 370-371

pivot tables, 217-227

presentation files in Slides app, 231

quizzes, 358

repeating events in Calendar app, 58-60

signatures in Gmail app, 28-29

simple formulas, 200-201

spreadsheets, 169

tasks

in Calendar app, 64-66
from messages in Gmail app, 36-37
CSV files, 78-79, 84, 296, 412
Ctrl + Backspace, 102
Ctrl + C, 237-238
Ctrl + Delete, 102
Currency command, 192
Current date, in Calendar app, 51

Current slide, in presentation screen,
232,233

Current time, in Calendar app, 51
Cursor (Docs app), 95
Customize theme (Forms app), 356

customizing
Labels list in Gmail app, 43
video meeting settings, 313-316

D

data
adding
in Sheets app, 174-179
to slides, 239-240
filling ranges with, 186
fitting
column width to, 194
row height to, 195
safety of, 12
data center, 14
Data marker element, 214, 412
Data series element, 214, 412
data type coercion, 412
Data value element, 214
data visualizations, with charts, 213-217
databases, using ranges as, 209-212
Date command, 192
date files, 212
date format, applying, 190-191
Date Navigator (Calendar app), 53-54
date values, grouping, 226
dates
changing in Calendar app, 53-54
entering in Sheets app, 176-178
Day view (Calendar app), 52
decorative typeface, 117
Decrease Decimal command, 192
Decrease Indent command, 246
default reply behaviors, setting, 385-386
default text style, setting in Gmail app, 387
delegate, 412
Delete icon (Gmail app), 39, 40
deleting
characters in Docs app, 102
chat spaces, 333
columns
in Sheets app, 197
in tables, 150
contacts, 85-86
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deleting (continued) deleting

placeholders, 243 columns from tables, 150
rows rows from tables, 150
in Sheets app, 197 text, 101-103
in tables, 150 Document screen, 94-95
text in Docs app, 101-103 editing, 99-107
words in Docs app, 102 fonts, 116-120
denying users to video meetings, 310 footers, 151-155
desktop, chatting with Google Chat via, 321 formatting with fonts, 118-120
devices, managing, 409-410 going pageless, 159-160
dialing in, to video meetings, 312-313 headers, 151-155
displaying home page, 92-93
captions in video meetings, 316 indenting paragraphs, 126-129
objects, 244 inserting
division (/) operator, 202 columns in tables, 149-150
Docs app

images from computer’s camera, 141
about, 10, 16, 91-92, 115, 143

images from Google Drive, 139
accepting suggested changes in, 277-279

images from Google Photos, 140
adding

footers, 153-154

footnotes, 164-165

graphics, 137-142

headers, 152-153

links, 105-106

page breaks, 158-159

section breaks, 160-161
aligning paragraphs, 122-123

images from PC, 138

images from URLs, 140

images from web, 139

rows in tables, 149-150

tables, 145
lines, 121-129
making changes to shared documents in, 273-274
managing

documents, 95-99

applying default styles, 130-131 grammar in, 113, 114

bulleted lists, 136-137
changing
column widths of tables, 146-147

spelling, 113-114
merging table cells, 150-151
naming documents, 96

line spacing, 123-125 navigating with keyboard, 99-101

page orientation, 157-158 numbered lists, 134-135
page setup, 156-161 opening

paper size, 158 about, 92

paragraph spacing, 125-126 documents, 96-98

characters, 115-121
columns, 161-164

headers/footers for editing, 154
paint format, 121

creating paragraphs, 121-129
documents, 93 populating tables, 146
even page headers/footers, 155 ransom note, 120-121
first-page headers/footers, 154-155 refining text with Al, 107-110
lists, 133-137 rejecting suggested changes in, 277-279
odd page headers/footers, 155 removing extra lines, 126
tables, 143-151 resetting default styles, 133
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saving
about, 95-96
copies of documents, 98-99
updated styles, 132-133
Search and Replace feature, 110-113
selecting
table cells, 147
text, 101
setting
image options, 141-142
page margins, 156-157
tab stops, 106-107
table properties, 147-149
sharing
files for commenting in, 262-263
files for editing in, 261-262
files for suggesting in, 262-263
files for viewing in, 263-264
links to files in, 265-266
links to files with selected users in, 266
links to files with the publicin, 267
special characters, 103-105
styles, 129-133
type position, 118
type style and size, 117-118
typeface, 116-117
updating default styles, 131-132
uppercase vs. lowercase, 105
working on shared files in, 271-273
writing text with Al, 107-110
Docs home (Docs app), 94
Document area (Docs app), 95
Document name (Docs app), 94
Document outline (Docs app), 95
Document screen (Docs app), 94-95
documents
creating, 93
managing
about, 95-99
in Microsoft 365, 379-380
naming in Docs app, 96
navigating in Docs app, 100-101
opening in Docs app, 96-98
saving copies of in Docs app, 98-99

downloading files, in Gmail app, 35
duplicate contacts, merging, 82-84
duplicating slides, 237-238

E

Edit icon, 325
editing
cell contents in Sheets app, 178-179
charts, 217
contacts, 80-81
in Docs app, 99-107
events in Calendar app, 57-58
files, 260
opening headers/footers for, 154
sharing files for, 261-262
editing mode, 273-274
Editor permission, 261-263, 273-276
effects, applying in video meetings, 314
emails and emailing
addressing in Gmail app, 24-25
archiving messages in Gmail app, 386
collaborators, 267-268
composing
in Gmail app, 22-24
in Gmail app using Al, 25-27
contacts, 86-88
creating tasks from, in Gmail app, 36-37
filtering in Gmail app, 46-48
forms, 359-360

indicating messages sent only to you,
392-393

inviting

people to forms via, 358

people to join meetings via, 307
labeling in Gmail app, 40-43
reading

in Gmail app, 31-34

messages from other accounts, 377-379
refreshing in Gmail app, 31
replying

to in Gmail app, 35-36

to messages in Gmail app, 386
scheduling send in Gmail app, 29-30
searching for, in Gmail app, 45-46
selecting in Gmail app, 38-39
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emails and emailing (continued)
sending
in Gmail app, 22-24
messages as plain text, 384-385
sharing files via, 260
undoing sends in Gmail app, 30-31
embedding forms, in web pages, 360-361
emojis, adding, 323-324
enabling Google's two-step verification, 400-402
encryption
defined, 412
for Wi-Fi routers, 397
enhancing privacy and security, 395-410
entering
data in Sheets app, 174-179
dates in Sheets app, 176-178
entering times in Sheets app, 176-178
events in Calendar app, 54-66
functions
directly, 206-208
via Function menu, 208-209
numbers in Sheets app, 175-176
text
into columns, 161-164
in Sheets app, 174-175
equal to (=) operator, 202
equipment, for Meet app, 302-303
Event tab (Calendar app), 308
events
about, 54
adding in Calendar app, 54-57
all-day, 60-62

creating repeating events in Calendar app,
58-60

defined, 412

editing in Calendar app, 57-58

entering in Calendar app, 54-66

exporting, 297

importing, 296

modifying, 285

Out of Office, 370-371

repeating, 58-60

setting up notifications for in Calendar app, 62-63
Events area (Calendar app), 51
exchanging chat messages, 322-326
exponentiation (A) operator, 202
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exporting
contacts, 84-85
events, 297
external image, 412

F

fabricating forms, 357-358
face-to-face communication, 372-373
FAQs, 11-14
feet, 412
files
about, 259
adding comments to, 274-275
collaborating on, 259-280
commenting on, 260
downloading in Gmail app, 35
editing, 260
emailing, 267-268
managing shared, 270-271
opening for editing in Gmail app, 35
responding to a sharing invitation for, 270
reviewing shared, 277-280
saving in Gmail app, 35
setting access expiration dates for, 268
sharing, 259-269, 332
suggesting, 260
uploading to chats, 327-328
viewing
about, 260
in Gmail app, 34
shared, 271
working on shared, 271-277
filling
ranges with data, 186
ranges with series of values, 187
Filmstrip, in presentation screen, 232, 233
filtering
by condition, 212
defined, 413
messages in Gmail app, 46-48
pivot table values, 226-227
pivot tables for, 219
ranges, 210-212
by values in columns, 212
filters, activating, 211



find-and-replace, 112-113
finding groups, 340-341
firmware, for routers, 397
first line indent, 127, 413
Fonticon, 119, 190, 245
Font Size icon, 119, 190, 245
fonts
about, 116
defined, 413
formatting with, 118-120, 244-245
type position, 118
type style/size, 117-118
typeface, 116-117
footers
about, 151-152
adding, 153-154
creating
first-page, 154-155
odd/even, 155
defined, 413
opening for editing, 154
footnotes
adding, 164-165
defined, 413
Form area (Forms app), 356, 357
Form description (Forms app), 356, 357
Form name (Forms app), 356
formatting
cell font, 189
cells in Sheets app, 188-192
chat text, 323-324
considerations for, 247-248
with fonts, 118-120, 244-245
slide text, 244-248
text, 323-324
Forms app
about, 10, 16, 353
adding form collaborators, 358
collaborating with, 353-364
constructing a quiz, 358
creating forms, 355-356
emailing forms, 359-360
embedding forms in web pages, 360-361
fabricating forms, 357-358
gathering information with, 354-361
home page, 354-355

loading website, 354
screen, 356-357
sending forms, 359-361
sharing links to forms, 360
viewing form responses, 361
website, 354
Forms home (Forms app), 356
Formula bar (Sheets app), 170, 171
formulas
about, 174, 199
building, 199-205
creating simple, 200-201
defined, 413
operators, 201-202
Forward button (Gmail app), 36
4 days view (Calendar app), 52
fritterware, 413

Function menu, entering functions via,
208-209

functions
about, 205-206
defined, 413
entering
directly, 206-208
via the Function menu, 208-209

G

gathering information on Forms app, 354-361
Gemini, 413
generative Al, 25, 413
GIF, 413
Gmail app
about, 9,10, 16, 17-18, 373
adding
contacts from, 75-76
importance markers in, 389-390
profile pictures, 20-21
addressing using Contacts app, 24-25
blocking senders in, 405-406
chatting with, 320-321
cleaning out inbox, 39-40
components of, 18-19
composing
messages, 22-24
messages using Al, 25-27
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Gmail app (continued)
creating
signatures, 28-29
tasks from messages, 36-37
filtering messages, 46-48
hiding images in, 403-405
inbox, 19-20, 31-39
indicating messages sent only to you, 392-393
inserting attachments, 28
joining video meetings from, 311-312
labeling messages, 40-43
managing
attachments, 34-35
notifications, 390-392
muting conversations, 44
outbox, 22-31

preventing from creating contacts automatically,

387-388
reading
messages, 31-32
messages from other accounts, 377-379
messages with reading pane, 33-34
refreshing messages, 31
responding
to meeting invitations in, 287-288
to messages, 35-36
scheduling sends, 29-30
searching for messages, 45-46
selecting messages, 38-39
sending messages, 22-24
setting maximum page size, 390
setting up vacation responder, 37-38, 370-371
settings for, 383-393
snoozing conversations, 44-45
starting video meetings using, 305-306
turning off Conversation view in, 388-389
undoing sends, 30-31
Google account
enabling two-step verification, 400-402
passwords for, 397-399
Slides app, 230, 231
website, 18
Google account icon
Gmail app, 19
Sheets app, 168, 169
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Google Apps (Forms app), 354-355
Google apps icon
Calendar app, 51
Contacts app, 71
Docs app, 92, 93
Gmail app, 19
Sheets app, 168, 169
Slides app, 230, 231
Google Chat. see Chat app
Google Drive app
about, 10, 16
inserting images from, 139
website, 271
Google Fonts, 120
Google Photos, inserting images from, 140
Google Workspace
about, 7-9
apps, 9-10
benefits of, 9-11
FAQs, 11-14
mobile devices, 15-16
online collaboration, 14-15
grammar, managing in Docs app, 113, 114
graphics, adding, 137-142
greater than (>) operator, 202
greater than or equal to (>=) operator, 202
Grid view, in presentation screen, 232, 233
Gridlines element, 214
Group manager role, 337-338
Group member role, 338
Group owners role, 337
grouping
contacts with labels, 81-82
date values, 226
numeric values, 225-226
pivot table values, 225-226
pivot tables for, 219
time values, 226
groups, chatting with, 326-327
Groups app
about, 10, 16, 335, 373
adding people directly to groups, 350-351
asking to join groups, 342-344
creating groups, 346-352
finding groups, 340-341



home page, 336-337
inviting people to your groups, 351-352
joining
groups, 341-344
groups directly, 341-342
leaving groups, 344
managing group requests and invitations, 352
posting messages, 344-345
preparing to add groups, 346
reasons for creating groups, 336
responding to posts, 345
roles, 337-340
guest lists
controlling, 284-285
viewing, 285
guests
inviting to meetings, 282-287
marking as optional, 284
uninviting, 285

H

hanging indent, 127, 413
headers
about, 151-152
adding, 152-153
creating
first-page, 154-155
odd/even, 155
defined, 413
opening for editing, 154
Heading 1. . .6 styles, 131
headlines, navigating in Docs app, 100-101

Hide filmstrip, in presentation screen,
232,233

Hide menus (Docs app), 95
Hide side panel arrow (Gmail app), 19
Hide the menus
presentation screen, 232, 233
Sheets app, 170, 171
hiding
calendar details, 289-290
columns in Sheets app, 196
images in Gmail app, 402-403
rows in Sheets app, 196
Highlight Color command, 245

Highlight Color icon, 119, 190, 245
home page
Docs app, 92-93
Forms app, 354-355
Groups app, 336-337
joining video meetings from Meet app, 311
Keep app, 361-362
Sheets app, 168-169
Slides app, 230-231
Horizontal axis element, 214

iCalendar
defined, 413
files, 296, 297
icons. see also specific icons
collaborator, 276-277
explained, 2-3
images
generating with Al, 255-256
hiding in Gmail app, 402-403
inserting
from computer’s camera, 141
from Google Drive, 139
from Google Photos, 140
from PCs, 138
from URLs, 140
from web, 139
setting options for, 141-142

importance markers, adding in Gmail app,
389-390

importing
contacts, 78-79
events, 296
slides, 238
inbox (Gmail app), 19-20, 31-40
Increase Decimal command, 192
Increase Indent command, 246
indenting paragraphs, 126-129
information, gathering on Forms app, 354-361
inserting
attachments in Gmail app, 28
columns
in Sheets app, 196-197
in tables, 149-150
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inserting (continued) collaborating with, 353-364

images creating notes, 362-363
from computer's camera, 141 home page, 361-362
from Google Drive, 139 keyboards

from Google Photos, 140 font formatting via, 119, 189, 245

from PCs, 138 navigating
from URLs, 140 in Docs app with, 99-101

from web, 139 slide shows from, 254-255

rows for selecting ranges, 182

in Sheets app, 196-197 slide show navigation techniques,

254-255
in tables, 149-150 for working with slide bullets, 239
slides, 237 killer app, 17, 413
tables, 145
internal group, 338
Internet connection, for video meetings, 300 L
invitations labels
guests to meetings, 282-287 defined, 413
managing for groups, 352 grouping contacts with, 81-82
people messages in Gmail app, 40-43
to forms via email, 358 Labels list, customizing in Gmail app, 43
to groups, 351-352 landscape orientation, 414
to join video meetings via email, 307 Iayou;’i,gcge;rzllging for video meetings,
Italic command, 245 .
- leaving
Italic icon, 119, 190, 245
— chat spaces, 332-333
italicizing text, 323-324
groups, 344
Left alignment, 122-123, 191
J Left command, 246

left indent, 127

left tab stop, 106
left-ragged, 414

legend, 214, 414

less than (<) operator, 202

joining
existing chat spaces, 333
groups
about, 341-344
directly, 341-342
video meetings
about, 309-313
from Gmail app, 311-312

less than or equal to (<=) operator, 202
line spacing, 414
lines

changing spacing, 123-125
from Meet home page, 311

joining info, 413
justified alignment, 122-123
Justified command, 246

navigating in Docs app, 100
removing, 126

links
adding in Docs app, 105-106
to comments, 279-280

K sharing

to files, 264-267

Keep app
about, 10, 16, 353, 361 files via, 260
adding note collaborators, 364 to forms, 358, 360
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lists
bulleted, 136-137
creating, 133-137
numbered, 134-135
loading Forms website, 354
lowercase, in Docs app, 105

M

mail server, 414
Main menu
Calendar app, 51
Contacts app, 70-71
Docs app, 92, 93
font formatting via, 119
Forms app, 354-355
Gmail app, 18
Sheets app, 168, 169
Slides app, 230, 231
Main menu toggle icon
Calendar app, 51
Contacts app, 71
Gmail app, 19
managing
access to calendars in organizations, 289-290
activity controls, 407-409
attachments in Gmail app, 34-35
chat messages, 324-326
chat spaces, 331-333
contacts, 80-86
devices, 409-410
documents
about, 95-99
in Microsoft 365, 379-380
grammar in Docs app, 113, 114
group requests/invitations, 352
guest lists, 284-285
notifications in Gmail app, 390-392
participants for video meetings, 315
presentations, 233-236
shared files, 270-271
spelling in Docs app, 113-114
spreadsheets, 171-173
third-party apps, 410
margins
defined, 414
setting for pages, 156-157

marking guests as optional, 284

Meet app
about, 10, 16, 299-300, 373
adding people to video meetings, 306-308
allowing to use camera and microphone, 301
changing meeting layout, 313-314
chatting with, 321
chatting with meeting participants, 316-317
customizing settings for video meetings, 313-316

dialing into video meetings and using phone for audio,

312-313

displaying captions, 316
equipment requirements, 302-303
joining

video meetings, 309-313

video meetings from Gmail, 311-312

video meetings from home page, 311
managing meeting participants, 315
presenting your screen, 317-318
requirements for, 300-303

scheduling video meetings using Calendar app,
308-309

setting up video meetings for later using home page,
304-305

sharing resources during video meetings, 316-318
starting
instant video meetings using home page, 303-304
video meetings, 303-309
video meetings using Gmail, 305-306
website, 301
meeting invitations, responding to, 287-288
meetings. see also Meet app
configuring Calendar app for, 376
inviting guests to, 282-287
memory, for video meetings, 300
Menu bar (Docs app), 95
menus
font formatting via, 189
formatting font via, 245
presentation screen, 232, 233
Sheets app, 170, 171
Merge & Fix tool, 83
merging
cells in tables, 150-151
duplicate contacts, 82-84
Message actions icon (Gmail app), 19, 20
message body, 414
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Message navigation (Gmail app), 20
messages. see Chat app; emails and emailing
microphone, allowing Meet app to use your, 301
Microsoft 365 documents, 379-380
Microsoft Outlook, 78-79, 308
Microsoft's AppSource, 308
Middle alignment, 191
Middle command, 247
mixed cell reference, 414
mobile devices
about, 15-16
chatting with Google Chat via, 321
monospaced, 117,414
Month view (Calendar app), 52
More (Forms app), 355, 356, 357
More Actions icon, 326
More Formats command, 192
More icon (Gmail app), 19, 20
mouse
for selecting ranges, 181-182
setting column width using, 194
setting row height using, 195
Move to icon (Gmail app), 39, 40
moving
charts to sheets, 216-217
placeholders, 243
ranges, 187-188
multiday event, 61
multiplication (*) operator, 202
mute
conversations in Gmail app, 44
defined, 414

N

Name box (Sheets app), 170, 171
named ranges, 184-186, 414
naming
documents, 96
presentations, 234
spreadsheets, 172
navigating
characters in Docs app, 99-100
in Docs app with keyboard, 99-101
documents in Docs app, 100-101
headlines in Docs app, 100-101
lines in Docs app, 100
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paragraphs in Docs app, 100
screens in Docs app, 100-101
slide shows from keyboard, 254-255
slides, 252-254
spreadsheets in Sheets app, 178
words in Docs app, 99-100
Navigation bar (Gmail app), 18
negation (-) operator, 202
networks
checking names, 397
Wi-Fi, 396-398
noncontiguous ranges, selecting, 181
Normal text style, 130
not equal to (<>) operator, 202
notes. see Keep app
notifications
managing in Gmail app, 390-392
setting up for in Calendar app, 62-63
silencing in chat, 371-372
Number command, 192
numbered lists, 134-135
numbers
about, 174
entering in Sheets app, 175-176
numeric filters, 212
numeric format, applying, 190-191
numeric values, grouping, 225-226

o)

object animation, 414
objects
animating on slides, 251-252
displaying, 244
slide, 240
office-free workers, 299-300
offline work, 13
online collaboration, 14-15
Open file picker
Docs app, 92, 93
Forms app, 355
Sheets app, 168, 169
Slides app, 230, 231
opening
Docs app, 92
documents, 96-98
files for editing in Gmail app, 35



footers for editing, 154
headers for editing, 154
Microsoft 365 documents, 379
presentations, 234
Sheets app, 168
Slides app, 230
spreadsheets, 172-173
operands, 200, 414
operating system (OS), for video meetings, 300
operators
about, 200
arithmetic, 202
comparison, 202
defined, 414
formulas, 201-202
organizations
controlling access to calendars in, 289-290
sharing links to files with, 265-266
orientation, changing for pages, 157-158
orphan, 414
Other Contacts, 71-72
out of office event, 414
outbox (Gmail app), 22-31
out-of-office autoreply. see vacation responders

P

page break, 414
page size, setting in Gmail app, 390
Page Up/Down, 101
pageless, 159-160
pages
adding
page breaks, 158-159
section breaks, 160-161
changing
orientation, 157-158
setup of, 156-161
setting margins, 156-157
paint format tool, 121, 191-192
paper size, changing, 158
paragraphs
aligning, 122-123, 246-247
changing spacing, 125-126
indenting, 126-129
navigating in Docs app, 100

participants
chatting with in video meetings, 316-317
managing for video meetings, 315
passwords
changing for Wi-Fi networks, 397
for Google account, 397-399
strength of, 397-399
PCs, inserting images from, 138
people
adding
to chat spaces, 331
directly to groups, 350-351
to group chats, 327
to video meetings, 306-308
inviting
to forms via email, 358
to groups, 351-352
to join meetings via email, 307
removing from chat spaces, 331
sending video meeting info to, 307-308
sharing calendars with specific, 292-294
Percent command, 192
percentage (%) operator, 202
permission level, 414
personal information, choosing who can access, 406-407
personal level indicator, 415
phone, using for audio in video meetings, 312-313
piggybacker, 396
Pin to Screen icon, 315
pivot, 415
pivot fields
grouping values, 225-226
pivoting to different areas, 224
pivot tables
about, 217-219
adding multiple fields to, 223-224
building, 217-227
defined, 415
features of, 219-220
filtering values, 226-227
placeholders, 243, 415
plain text, sending messages as, 384-385
POP, 415
populating
Contacts list, 73-79
tables, 146
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portrait orientation, 415
Position (Image Options pane), 142
Post Office Protocol, 415
posts
messages in groups, 344-345
responding to in groups, 345
power loss, 12
preparing to add groups, 346
presentation files, creating in Slides app, 231
Presentation name, in presentation screen, 232, 233
presentation screen (Slides app), 232-233
presentations
adding slides to, 236-238
applying themes, 235-236
managing, 233-236
naming, 234
opening, 234
saving copies of, 234-235
presenting screens, in video meetings, 317-318

preventing Gmail from creating contacts automatically,

387-388

Preview (Forms app), 356
privacy

about, 12

enhancing, 395-410
processor, for video meetings, 300
profile pictures, adding in Gmail app, 20-21
prompt, 107, 415
properties, setting in tables, 147-149
proportional, 117, 415
public

making calendars available to, 290-291

sharing links to files with the, 267
Pwned, 409

Q

quizzes, constructing, 358
Quote in Reply icon, 325

R

range coordinates, 415
range name, 415
ranges

about, 180

copying, 187-188
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defined, 415

filling with data, 186

filtering, 210-212

moving, 187-188

named, 184-186

selecting in Sheets app, 181-183

sorting, 209-210

specifying inputs in dialog, 183-184

using as databases, 209-212
ransom note, 120-121
Read settings (Gmail app), 388-393
reading

email from other accounts, 377-379

messages in Gmail app, 31-34

reading pane, reading messages in Gmail app using,
33-34

rearranging slides, 241
Recent documents (Docs app), 92, 93
Recent forms (Forms app), 355
Recent presentations (Slides app), 230, 231
Recent spreadsheets (Sheets app), 168, 169
Recolor (Image Options pane), 142
Redo (Forms app), 356
refining text in Docs app with Al, 107-110
Refresh icon (Gmail app), 19
refreshing messages in Gmail app, 31
rejecting suggested changes in Docs app, 277-279
rejoining chat spaces, 333
relative cell reference, 415
Remember icon, 3
reminder, 415
remote workforce, 299-300, 367-382
Remove from the Call icon, 315
removing

labels, 82

lines, 126

people from chat spaces, 331

user's sharing access to files, 269
renaming chat spaces, 331
Reply All button (Gmail app), 36
Reply button (Gmail app), 35-36
Report spam icon (Gmail app), 39, 40
requesting Editor access, 275-276
requests, managing for groups, 352
resetting default styles, 133
resolving comments, 279-280



resources, sharing during video meetings, 316-318
responding
to comments, 279-280
to meeting invitations, 287-288
to messages in Gmail app, 35-36, 386
to posts in groups, 345
to a sharing invitation, 270
reviewing shared files, 277-280
Right alignment, 122-123, 191
Right command, 246
right indent, 127
right tab stop, 106
right-ragged, 415
roles (Groups app), 337-340
routers
changing administrator password for, 396
updating firmware, 397
rows
adjusting height in Sheets app, 194-195
deleting
in Sheets app, 197
in tables, 150
hiding in Sheets app, 196
inserting
in Sheets app, 196-197
in tables, 149-150
selecting, 181, 182
Rows area, in pivot tables, 220
Rows field header, in pivot tables, 220
running slide shows, 252-255

S

Saas, 415
safety, of data, 12
sans serif typeface, 117, 415
Save status
Docs app, 95
presentation screen, 232, 233
Sheets app, 170, 171
saving
copies
of documents, 98-99
of presentations, 234-235
of spreadsheets, 173

in Docs app, 95-96

files in Gmail app, 35

in Sheets app, 172

in Slides app, 233

updated styles, 132-133
Schedule view (Calendar app), 52
scheduling

all-day events in Calendar app, 60-62

sends in Gmail app, 29-30

video meetings

about, 304-305
using Calendar app, 308-309

Scientific command, 192
screens

Forms app, 356-357

navigating in Docs app, 100-101

presenting in video meetings, 317-318
Search

Docs app, 92, 93

Forms app, 354-355

Sheets app, 168, 169

Slides app, 230, 231
Search and Replace feature, in Docs app, 110-113
Search box (Contacts app), 71
Search mail (Gmail app), 19
searching

in Docs app, 111-112

for messages in Gmail app, 45-46
section breaks

adding, 160-161

defined, 415
Secure Sockets Layer, 416
security

about, 12

enhancing, 395-410

of Wi-Fi networks, 396-398
Select icon (Gmail app), 19
selecting

cells in tables, 147

columns, 181, 182

contiguous data, 182

contiguous ranges, 181, 182

messages in Gmail app, 38-39

Microsoft 365 documents, 380

noncontiguous ranges, 181

Index
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selecting (continued) video conference spaces, 381-382

ranges in Sheets app, 181-183 video meetings, 299-318
rows, 181, 182 sharing
slides, 241 calendars
text in Docs app, 101 about, 288-294
who can access personal info, 406-407 on an ad hoc basis, 291-292
Send (Forms app), 356 with specific people, 292-294
Send settings (Gmail app), 384-388 defined, 416
senders, blocking in Gmail app, 405-406 files, 259-269, 332
sending Google files as Microsoft 365, 380
chat messages in video meetings, 317 links to forms, 358, 360
forms, 359-361 resources during video meetings, 316-318
messages sheet, 416
to chat space members, 331 Sheet area (Sheets app), 170, 171
in Gmail app, 22-24 Sheet tab (Sheets app), 170, 171
as plain text, 384-385 Sheets app
video meetings info to people, 307-308 about, 10, 16, 167, 199
serial number, 415 adding multiple fields to pivot table area, 223-224
series of values, filling ranges with, 187 adjusting
serif typeface, 117, 416 column width, 193-194
setting(s) row height, 194-195
access expiration dates for files, 268 aligning cell data, 189-190
chat space, 332 applying
custom indentation, 128 date format, 190-191

customizing for video meetings, 313-316
default reply behaviors, 385-386

default text style in Gmail app, 387

for Gmail app, 383-393

image options, 141-142

numeric format, 190-191
time format, 190-191
cell references, 202-205
cells, 173-174
copying ranges, 187-188
maximum page size in Gmail app, 390 creating
charts, 215-216
formulas, 199-205
pivot tables, 217-227

simple formulas, 200-201

page margins, 156-157
properties in tables, 147-149
Read (Gmail app), 388-393
Send (Gmail app), 384-388

tab stops in Docs app, 106-107

working hours, 368-369 spreadsheets, 169
Settings icon (Gmail app), 19 deleting
Settings menu columnsin, 197
Calendar app, 51 rows in, 197
Contacts app, 71 editing
setup cell contents, 178-179
contact verification methods, 402-403 charts, 217
event notifications in Calendar app, 62-63 entering
slide transitions, 249-251 data, 174-179

vacation responder in Gmail app, 370-371 dates and time. 176-178

of vacation responders, 37-38
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functions directly, 206-208
functions via Function menu, 208-209
numbers, 175-176
text, 174-175
filling
ranges with data, 186
ranges with series of values, 187
filtering
pivot table values, 226-227
ranges, 210-212
formatting
cell font, 189
cells, 188-192
formula operators, 201-202
grouping pivot table values, 225-226
hiding columns/rows, 196
home page, 168-169
inserting
columns in Sheets app, 196-197
rows in Sheets app, 196-197
managing spreadsheets, 171-173
moving
charts to sheets, 216-217
ranges, 188
named ranges, 184-186
naming spreadsheets, 172
navigating sheets, 178
opening
about, 168
spreadsheets, 172-173
paint format tool, 191-192
pivoting fields, 224
ranges, 180-188
saving
about, 172
copies of spreadsheets, 173
selecting ranges, 181-183
sharing
files for commenting in, 262-263
files for editing in, 261-262
files for suggesting in, 262-263
files for viewing in, 263-264
links to files in, 265-266

links to files with selected users in, 266
links to files with the publicin, 267
sorting ranges, 209-210
specifying range inputs in dialogs, 183-184
spreadsheet screen, 170-171
using functions, 205-209
using ranges as databases, 209-212
visualizing data with charts, 213-217
working on shared files in, 272, 273
Sheets home (Sheets app), 170
Shift key, 181
Show Ruler command, 128
Show side panel
Docs app, 95
presentation screen, 232, 233
Sheets app, 170, 171
showing availability, 370-371
Side panel icon (Gmail app), 19
Sidebar layout, in video meetings, 313-314
signatures, creating in Gmail app, 28-29
silencing chat notifications, 371-372
silo, 416
single-day event, 61
size
of attachments in Gmail app, 28
changing for paper, 158
placeholders, 243
Size & Rotation (Image Options pane), 142
slide layout, 416
slide master, 416
slide shows, running, 252-255
slide transitions, 249-251, 416
Slides app
about, 10, 16, 229-230
adding
data to slides, 239-240
slides to presentations, 236-238
aligning paragraphs, 246-247
animating
slide objects, 251-252
slides, 248-252
applying presentation themes, 235-236
changing
layout of slides, 241
slide background, 242
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Slides app (continued)
creating
images with Al, 255-256
presentation files, 231
formatting
considerations, 247-248
with fonts, 244-245
slide text, 244-248
guidelines for animation, 249
home page, 230-231
managing presentations, 233-236
naming presentations, 234
navigating
slide shows from keyboard, 254-255
slides, 252-254
opening
about, 230
presentations, 234
presentation screen, 232-233
rearranging slides, 241
running slide shows, 252-255
saving
in, 233
copies of presentations, 234-235
selecting slides, 241
setting up slide transitions, 249-251
sharing
files for commenting in, 262-263
files for editing in, 261-262
files for suggesting in, 262-263
files for viewing in, 263-264
links to files in, 265-266
links to files with selected users in, 266
links to files with the public in, 267
starting slide shows, 252
Theme Builder, 242-244
working on shared files in, 272, 273
working with, 236-242
Slides Home, in presentation screen, 232, 233
snoozing
conversations in Gmail app, 44-45
defined, 416
software as a service, 415
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sorting

changing order for, 73

ranges, 209-210
spaces

chat, 329-333

video conference, 381-382
speaker notes, adding, 240
special characters, in Docs app, 103-105
specifying range inputs in dialog, 183-184
spelling

in emails, 23

managing in Docs app, 113-114
Spotlight layout, in video meetings, 313-314
Spreadsheet name (Sheets app), 170
spreadsheet screen, 170-171
spreadsheets

creating, 169

defined, 416

managing, 171-173

naming, 172

navigating in Sheets app, 178

opening, 172-173

saving copies of, 173
SSL, 416
Start a new document icon (Docs app), 92, 93
Start a New Form (Forms app), 355
Start a new presentation (Slides app), 230, 231
Start a new spreadsheet (Sheets app), 168, 169
Start slideshow, in presentation screen, 232, 233
starting

instant video meetings, 303-304

slide shows, 252

video meetings, 303-309
Strikethrough command, 245
Strikethrough icon, 190
styles

about, 129-130

advantages of, 130

applying default, 130-131

defined, 416

resetting default, 133

saving updated, 132-133

updating default, 131-132
subscribing, to shared calendars, 294-296
Subscript command, 245



subtask, 416
Subtitle style, 131
subtraction (-) operator, 202
suggested edit, 416
suggested meeting times, getting, 286-287
suggesting

files, 260

sharing files for, 262-263
suggesting mode, 273-274
summarizing pivot tables for, 219
Superscript command, 245
surfing to contact's websites, 88

T

tab stops, adding in Docs app, 106-107
tables
about, 143-144
adjusting column widths, 146-147
defined, 416
deleting
columns, 150
rows, 150
inserting
about, 145
columns, 149-150
rows, 149-150
merging cells, 150-151
populating, 146
selecting cells, 147
setting properties, 147-149
tasks
assigning, 332
creating
in Calendar app, 64-66
from messages in Gmail app, 36-37
in Tasks app, 65-66
defined, 416
Tasks app, creating tasks in, 65-66
Technical Stuff icon, 3
template, 416
Template gallery
Docs app, 92, 93
Forms app, 355
Sheets app, 168, 169
Slides app, 230, 231

text

about, 174
bolding, 323-324
deleting in Docs app, 101-103
entering

into columns, 161-164

in Sheets app, 174-175
formatting

about, 323-324

on slides, 244-248
italicizing, 323-324
selecting in Docs app, 101
slide, 239-240

writing in Docs app with Al,
107-110

Text Color icon, 119, 190, 245

text filters, 212

text wrapping, 416

Text Wrapping (Image Options pane), 142
Theme Builder, 242-244

themes, presentation, 235-236
third-party apps, managing, 410

Tiled layout, in video meetings, 313-314
Time command, 192

time zones, adding in Calendar app,
374-376

times
applying format to, 190-191
entering in Sheets app, 176-178
grouping values, 226

Tip icon, 3

Title style, 130

Toolbar
Docs app, 94
font formatting from, 245
Forms app, 356, 357
presentation screen, 232, 233
Sheets app, 170, 171

tools, for communication, 373

Top alignment, 191

Top command, 247

tracking, 263

transitions. see slide transitions

turning off
calendar sharing, 289-290
Conversation view in Gmail app, 388-389
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two-step verification
defined, 417
enabling, 400-402
type position, 118
type style/size, 117-118, 417
typeface, 115-117, 417

U

Underline command, 245
Underline icon, 119, 245
Undo (Forms app), 356
undoing
in Docs app, 103
sends in Gmail app, 30-31
uninviting guests, 285
unsubscribing from calendars, 296
Untitled form (Forms app), 356, 357
updating
default styles, 131-132
router firmware, 397
uploading files to chats, 327-328
uppercase, in Docs app, 105
URLs, inserting images from, 140
users
changing access to files for, 268-269
removing sharing access to files for, 269
sharing links to files with selected, 266

\"

vacation responders
defined, 417
setting up
about, 37-38
in Gmail app, 370-371
Values area, in pivot tables, 220
Values field header, in pivot tables, 220
vCard, 79, 84, 417
Vertical axis element, 214
video camera, for video meetings, 300

video conferences, setting up spaces for, 381-382

video meetings. See Meet app
View icon (Calendar app), 51
View navigation (Calendar app), 51
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Viewer permission, 263-264
viewing

files, 260

files in Gmail app, 34

form responses, 361

guest lists, 285

shared files, 271

sharing files for, 263-264
views (Calendar app), 52

w

Warning icon, 3
web browser, for video meetings, 300
web bugs, 403, 417

web pages, embedding forms in,
360-361

websites
chatting with Google Chat via, 321
cheat sheet, 3
Forms app, 354
Google, 18
Google Drive, 271
inserting images from, 139
Meet home page, 301
Microsoft's AppSource, 308
Pwned, 409
surfing to contact's, 88
Week view (Calendar app), 52
widow, 417
Wi-Fi network, security of, 396-398
window (Calendar app), 50-51
words
deleting in Docs app, 102
navigating in Docs app, 99-100
working from home, tips for, 367-382
working hours
defined, 417
setting, 368-369
world clock, 417
writing text in Docs app with Al, 107-110

Y

Year view (Calendar app), 52
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