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GOALS
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The goal of the VETech toolkit:

The development of digital skills of students and teachers participating in vocational
education, and the support of the digital transformation of small and medium-sized
enterprises (SMEs) with free-of-charge digitally accessible learning materials that promote
the development of the stakeholders’ digital skills, thereby ensuring that the digital skills
acquired in vocational education are aligned with the needs of market players.

1~

. . . WYL
The Online Collaboration - Use of Google account and services by VET : -
Trainers — learning material’s aim:

This online learning material provides guidance to help VET trainers consciously and
effectively integrate the basic use of online collaboration tools (for example, using a
Google account and services) into their everyday workflows.

Online collaboration tools make it possible for VET trainers and students—regardless of their

geographic location or time zone—to work together on documents, projects, or tasks, either
in real time or asynchronously.

freepik.com
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UPDATES OF GOOGLE ACCOUNT/WORKSPACE
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Please note that GOOGLE, as the developer of Google Account and Google
services, continuously updates the platforms. Therefore, some features may
appear in different locations on the interface, or the latest functions may not yet
be included in the learning material at the time you study it.

At the same time, this material provides an excellent opportunity to become
familiar with the basic use of several applications available with Google Account.

Date of preparation: September 2025
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THE STRUCTURE OF THE VETECH TOOLKIT
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The toolkit targets three groups, which are:

Students in vocational education Trainers in vocational education

All 3 target groups find dedicated learning materials in the following three areas:

Artificial intelligence (Al) Online collaboration Digital content creation

The structure of each learning material is as follows:

1. Introduction sheet (general summary of the tool)

2. PowerPoint presentation with the detailed learning material

3. Worksheet to support the practical application of the learning material (hands-on exercise)
4. Questionnaire for review (test)
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DEFINITION — Online collaboration
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.

What is the online collaboration?

Online collaboration refers to a form of digital cooperation in
which participants—regardless of their geographic location or
time zone—work together on documents, projects, or tasks,
either in real time or asynchronously.

This is most commonly made possible through cloud-based
solutions such as Google Account/Workspace, Microsoft 365
Copilot, or other similar platforms.

freepik.com
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DEFINITION - Online collaboration
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Online collaboration can take various forms:

1. The simplest tools include email and chat applications, which are
suitable for quick information exchange.

2. More complex solutions are video conferencing tools, which allow
participants to communicate face-to-face, share presentations, and
discuss topics together.

3. Cloud-based document management systems enable multiple users to
work simultaneously on text files, spreadsheets, or presentations.
These provide real-time co-editing capabilities, significantly speeding
up teamwork.

4. Project management and task-tracking tools are becoming increasingly freepik.com
widespread, helping teams work in a structured way (such as process
and deadline tracking applications or platforms).

5. Shared calendars, note-taking applications, and survey editors are also
becoming indispensable parts of everyday collaboration.
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ADVANTAGES OF ONLINE COLLABORATION
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v’ Flexibility: Participants can access the necessary information from anywhere and on any
device, without the need for physical presence. This saves time and costs and enables
efficient work even for international teams.

v Real-time editing and communication: All changes are visible immediately, allowing for
faster decision-making and more effective problem-solving.

v’ Cost efficiency: There are free platforms available, as well as subscription-based systems.
The latter offer more advanced features, and subscriptions make expenses more
predictable.

v’ Reliability: Major service providers apply high-level security and data protection
standards.

v’ Storage savings: Content does not occupy the users’ device storage, as it is stored in the
cloud. This reduces the load on computers while ensuring that materials are accessible
from anywhere and any device.

v’ Scalability: Whether for a small group or a larger organization, the tools can be easily
adjusted to fit the team’s size and needs.
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CHALLENGES OF ONLINE COLLABORATION
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v'Reliable, fast internet connection: Collaboration may be disrupted if the
network connection is weak.

v'Tool updates and changes: Online collaboration tools are continuously
developed by service providers. Their use requires ongoing learning and
adaptation, and some participants may resist changes.

v’ Data security: Although providers offer strong protection, user errors—such as
weak passwords or incorrectly set permissions—can pose serious risks.

v'Lack of personal interaction: It is more difficult to maintain direct human
connections in an online environment.
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RELEVANCE OF ONLINE COLLABORATION
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The online collaboration tools offer more flexible,
collaborative, and learner-centred training.

v’ Digital collaboration enables VET trainers to overcome geographical and
time constraints working either in real time or asynchronously.

ﬁ.gg..g—:gg;..g v Online collaboration tools (e.g., shared document editing, task-tracking
systems, shared calendars) support efficient teamwork. Through online
collaboration, educational processes become more transparent.

v' It enables real-time, rapid information flow. Trainers can respond more
quickly to students' needs.

freepik.com v’ It reduces time for training content preparation, as trainers can share
resources and support each other easily— all information is available in
cloud-based storage and quick online communication is possible at any
time from anywhere.
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ONLINE COLLABORATION TOOLS 1.
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FOR SUPPORTING VET TRAINERS

Email and chat applications:

v Gmail — A widely used email service that allows VET trainers to communicate efficiently with students,
colleagues, and company mentors. It is possible to organise messages by training group or course and
share learning materials quickly.

manage professional correspondence and integrate email with calendars and tasks.

v' Google Chat — Supports quick text-based communication and group discussions linked to Google
account, useful for coordinating training activities and providing short instructions or feedback.

v Outlook — An email and communication tool often used in training institutions, enabling trainers to m

v’ Microsoft Teams Chat — Integrated with Microsoft 365, allowing trainers to communicate with
learners within training groups, share files, and coordinate tasks in one single environment.

¥
v’ Slack — A channel-based chat tool suitable for project-based VET training, enabling structured '
communication within learner teams and collaboration with external partners. g Slde
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ONLINE COLLABORATION TOOLS 1.
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FOR SUPPORTING VET TRAINERS

Video conferencing solutions:

* Google Meet — A browser-based video conferencing tool that allows VET trainers to deliver online or
hybrid lessons, organise meetings with learners and employers, and share screens and presentations
without complex setup.

* Microsoft Teams — Combines video conferencing with chat and file sharing, making it suitable for virtual
classrooms, staff meetings, and collaboration with training organisations.

"
s
O
00

e Zoom — A popular platform for online training sessions and workshops, offering features such as breakout
rooms for group work, screen sharing, and session recording.

N
O
o
=

* Webex — A secure video conferencing solution often used by institutions, suitable for formal online
meetings, assessments, and collaboration with external stakeholders.
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ONLINE COLLABORATION TOOLS Iil.
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FOR SUPPORTING VET TRAINERS

Cloud-based document management systems

* Google Drive — A cloud storage service that allows VET trainers and learners to store, share, and co-edit L
training materials, assignments, and assessment documents in real time.

* Microsoft OneDrive — Integrated with Microsoft 365, enabling trainers to manage and share documents (‘
securely within their organisation and with learners. OneDrive

* Dropbox — A straightforward file-sharing solution suitable for distributing large training files or resources
and collaborating on shared folders.

v+ Dropbox
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ONLINE COLLABORATION TOOLS 1IV.
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FOR SUPPORTING VET TRAINERS

Online office applications

Google Docs, Sheets, and Slides — Online tools for creating and collaboratively editing text documents,
spreadsheets, and presentations, allowing trainers to give real-time feedback and support group work.

Microsoft Word Online and Excel Online — Web-based versions of Microsoft Office tools that support
collaborative document editing and are often already familiar to trainers and learners.
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ONLINE COLLABORATION TOOLS V.
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FOR SUPPORTING VET TRAINERS

Project management and task-tracking tools

 Trello — A visual, board-based tool that helps VET trainers organise training projects, group mTrello
assignments, and learning tasks with clear steps and deadlines.

* Asana — A structured project management tool suitable for more complex training projects, &5 ASANQA
enabling trainers to track learner progress and responsibilities.

* Microsoft Planner — Integrated into Microsoft 365, allowing trainers to assign tasks, monitor wmaﬂner
progress, and support teamwork within training groups.

e ClickUp — A flexible task management platform that can be adapted to different training formats, <. CliCkUp
from short courses to long-term VET projects.
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ONLINE COLLABORATION TOOLS VI.
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FOR SUPPORTING VET TRAINERS

Shared calendars and scheduling tools

* Google Calendar — Enables VET trainers to plan training sessions, examinations, meetings, and work-based
learning activities, and share schedules with learners and colleagues.

* Outlook Calendar — Often used in institutional settings, supporting coordinated scheduling across training
staff and learners.

Survey and feedback tools

* Google Forms — A simple tool for creating surveys, quizzes, and feedback forms, useful for collecting
learners' feedback and evaluating training outcomes.

* Microsoft Forms — Integrated with Microsoft 365, allowing trainers to design quick assessments, polls, and
evaluations within the institutional digital environment.
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DEFINITION — GOOGLE ACCOUNT AND WORKSPACE

ErasmUS+ '::huengzgot;!;an Union
WHAT IS GOOGLE WORKSPACE? WHAT IS GOOGLE ACCOUNT?
Google Workspace is a cloud-based online collaboration A Google Account is a free user account for Google
and productivity platform developed by Google for services that provides access to all of Google’s core

businesses. services.

Its goal is to provide, within a single integrated ecosystem,
all the tools a team or organization may need for effective
collaboration, communication, and work.

MOST FREQUENTLY APPLIED GOOGLE SERVICES:

MBS BB R B

In Google Workspace and in Google account the same applications are available (e.g., Drive, Meet, Chat, Calendar, etc.).
The difference is not in the applications themselves, but in the fact that the Google Workspace version offers ®
extra features, administrative options and storage for businesses.
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GOOGLE SERVICES IN GENERAL
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AREAS OF USE OF GOOGLE SERVICES (EXAMPLES) IN THE LIFE OF VET TRAINERS

Gmail: Communicate professionally with learners, colleagues, and company mentors.
: Google Calendar: Schedule training sessions, assessments, and meetings.

Google Drive: Store and share training materials and learner documents securely.
Google Docs: Co-create learning materials and give real-time feedback.

Google Sheets: Track attendance, progress, and assessment results.

Google Slides: Create and share training presentations and learning content.
Google Meet: Deliver online or hybrid training and virtual consultations.

Google Chat: Enable quick communication within training groups.

Google Keep: Organise notes, reminders, and training ideas.

PDPDUCLDOPBDOEZR
X N X X X X X\ N\ N X

Google Forms: Create quizzes, surveys, and feedback forms for assessment.
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CREATION OF GOOGLE ACCOUNT
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Free, for personal use or for small teams.

1. Open the https://accounts.google.com/signup page!
2. Enter your personal information!
3. Click the Next button! ~
4. Provide recovery information (optional)! <
5. Enter your date of birth and gender! Create a Google [
(This helps Google personalize the services for you.) Account
6. Verify your phone number! (if provided) Enteryour name e e
7. Read and accept the terms and conditions!
8. Click the I agree button! «©
9. You can now access all Google applications. s e

Funded by the European Union. Views and opinions expressed are however those of the author(s) only
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GOOGLE SERVICES TUTORIAL
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THE FOLLOWING DEMONSTRATES THE BASIC USE OF THE THREE GOOGLE SERVICES LISTED BELOW

E Google Calendar: Editing calendar entries.
Google Meet: Organizing and conducting online meetings with remote participants.

B Google Forms: Form creation to design surveys, questionnaires, and tests and to track
the results.
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GOOGLE CALENDAR
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E Google Calendar:

» Online calendar that can be synced on computers and mobile devices.
» Helps keep track of appointments, meetings, and events.
» Free to use with a Google account.

Google Account
@ Home
28] Personal info q
@ Dataand privacy
8 security Welcome, Veszprém Varmegyei Kereskedelmi és Iparkamara
9 people and sharing Manage your info, privacy and security to make Google work better for you. Learn more @ G Oogl e Se rVI ces
=
o~ .

9 payments nd sserpions (E \' B & — in the Google account

Q. search Google Account Calendar Docs Translate
@ About N - 4

| My password | | Devices | | Password Manager | | MyActivity | | Email | .L ' @
Photos Play News

Privacy & personalisation You have security - = - L

See the data in your Google Account recommendations I

and choose what activity is saved, to Recommended actions found in the 3

personalise your Google experience Security Check-Up

Manage your data and privacy Protect your account

Privacy suggestions available

Take the Privacy Check-Up and choose the settings that are right for

you
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USE OF GOOGLE CALENDAR
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E Google Calendar

Switching views by time periods
Creating a new calendar entry, which can be for an event, task, or meeting. ; Y P

I

o =
N E Calendar ( Today | < > October2025 aQ @ ( Month ~ ’ (B | @ ) Upgrade HH ql,
’ e ~ SUN MON TUE WED THU _FR\ SAT
‘[ + Create ,\ 28 29 30 10ct 2 3 4
) J—— @
Event
>
Task s H
Appointment schedule ‘
_ ) 5 6 7 o 9 10 1 Q9
12 13 14 15 16 1w 18
b 20 n 22 23 24 25
26 7 28 29 0 n 1 +
2 3 a4 5 & 7 8
&, Search for people
12 13 14 15 16 17 18
Booking pages +
My calendars ~
Veszprém Varmegyei Kere...
[ sirthdays 19 20 2 22 23 24 25
Mintanaptar
O Palyaorientacic
O Tasks
Other calendars + A
D] Ginnepnapok - Magyarors.. 2 27 28 29 30 31 1 Nov
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USE OF GOOGLE CALENDAR
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E Google Calendar

Creating event:

= [J calendar (e ) < > October2025 1. Click on the desired day/time (or click Create in the top-right
w corner)!
+ v 2. Enter the event details!
Liay > 3. You can invite others by entering their email addresses.
Task s — X

Appointment schedule
yon 5

ra—— Addtitle <e——0—
19 220 21 2 23 24 25 ! \
R R ™ toccnmentschedile @) —— Give a title of the event!
© oy 20x riooam - 00 @
K 2 Addguests ——— Mark the date and duration!
Booking pages \ . . . . o .
[# Add Google Meet video conferencing \ Add an |nV|tee (ln thIS Case, the |nterface Wl” Offer tO Send the
My calendars ~ @ Add location

invitation via email to the recipient)!

Veszprém Varmegyei Kere...

Add description or a Goog g attachment

0] sirthdays " T Add a Google videoconference (google meet) (optional)!

Veszprém Varmegyei Kereskedelmi és Iparkamara

A

Mintanaptar Busy - Default visibility - Notify 30 minutes before \
[ Pralyzorientacio Ad d t h e venue !
[[] Tasks More options @ T ———
Save the event!
Other calendars + A
26 27 28

[ Unnepnapok - Magyarors...
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USE OF GOOGLE CALENDAR
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E Google Calendar

= [ calend (" today ) < > September 2025 . .
[D Calendar  ((_oewr a View the created event in the calendar!
SUN MOMN TUE
+ Create ~ 31 1 Sept 2
Details displayed when clicking on the scheduled event.
September 2025 < > /
1 1 2 3 4 5 L R——— - .
7 8 9 W n 12 1 )’—— ~8~~ / More OptlonS:
14 15 16 7 18 19 20 , .
- &5
2 22 23 24 25 26 g ,, ’ — / m E 5 - ? * Ed It
8 29 3 1 2 3 4 , - \
P 4 ® Minéségmenedzsment workshop \ y Delete
l Tuesday, 23 September - 10:00am — 2:00pm ‘ ° Se n d eve nt Vi ae-ma i |
2 Search for people | A ‘ “ .o .
2 I * 7 (more): print, copy etc.
Booking pages + ‘\ ‘\llv‘ \é{egsazrﬁ;::n Varmegyei Kereskedelmi és Iparkamara ,I ° X: Close
My calendars ~ \g 30 minutes before ,
. . - V4
Veszprém Varmegyei Kere... Veszprém Varmegyei Kereskedelmi és Iparkamara . .
——— ’ A < ’¢’ / The event registered in the calendar for September 23.
I Y ‘ ~ - 23
Mintanaptar Going? ~J et i - maybe e ® 10am Mindségmenedzsment works
[ Palyaorientacio
[ Tasks
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USE OF GOOGLE CALENDAR
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E Google Calendar

Creating task

= [ celendar (e ) < > September2025 1. Inthe sidebar, select Tasks!
+ croas - - oo B 2. Name the task!
Euen / , X 3. You can set a due date and repetition.
( _'T:s_k":,—s" Add ttle 4. Once completed, it can be checked off, and the task will disappear
| . ) from the list.

o5 6 WoB 19 20 Event Task Appointment schedule (ED \

7 22 33 24 35 2% 2T

A DERE T Add the title of the task!

1Sept 2025 11:00am
O 0 ENLARL Doesn't repeat \

e m\\ Mark the date and time of the task! Repetition can also be set

Add description
Booking pages -+ \ depending On the task

My calendars ~ \
Veszprém Varmegyei Kere... Sajét feladatok DeSCFI be the taSk!
[] Birthdays 23

1 Mindségmenedzsment works|

Mintanaptar
O Ppalyaorientacio @: Save t h e ta S k !

[ Tasks
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USE OF GOOGLE CALENDAR
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E Google Calendar — share and collaborate Sharing the entire calendar:

1. Inthe left sidebar, select the calendar you want to share!

= E Calendar ' Today < > September 2025 ) . . . . .
2. Hover over it = click the : (three dots) icon = Settings and sharing.
=+ Create ~ S;-I’N 11:2‘
¢ Settings
September 2025 < > General Calendar settings
5 M T w T F S Add calendar ~ Name

Veszprém Varmegyei Kereskedelmi és Iparkamara

Import & export

Settings for my calendars Description

N 22 2@ 24 B/ 2w 2
@ Veszprém Varmegyei .. ~
28 29 30 1 2 i

5 6 7 o 9 10 n

2\ Search for people

| Calendar settings

Shared with Time zone
(GMT+02:00) Central European Time - Budapest
Access permissions for

ovants [ setmy primary time zone )

Bocking pages 3. On the screen that appears Event nofcstns
All-day event notifications Veszprém Varmegyei Kereskedelmi és Iparkamara
My calendars ~ based on step 2, you can share - , )
- - - _— oy Other notifications F Export calendar \
Vi W 0 - . . -
‘g.e“_""*m_‘*i‘*f—“\jﬂ:ﬁ“_ﬁﬂ*_~ the entire calendar by selecting ™~ css e
Birthdays ] . & 2 earn more about exporting your calendar
Sett d sh
Vintanaptir <:'_“g“_a” S o 3300 cadsgd the Add people and groups
. Mintanaptar
O ralyacrientacio o0 " 000 Shared with
[ Task 060000 Optlon @ Brthdays Veszprém Va i Kereskedelmi 6 Ipark
asKs ‘eszprem Varmegyei Kereskedelmi es Iparkamaraj
@ X ¥ | ® Balyaorientaci b ‘.-eszp'r:z'l'nkdudra@gg]v!:aflcurr :
Other calendars + eoe ——
o= b 2 sort foroth o <+ Add people and groups ,
[ Gnnepnapok - Magyarors: \ I Lo s
N @ Unnepnapok - Magyarorszag N
Option to change the color of the calendar (and calendar entries). |
v . . , Funded by the European Union. Views and opinions expressed are however those of the author(s) only A omERcE
Digital Skills for Tomorrow's SMEs and do not necessarily reflect those of the European Union or the Tempus Public Foundation (TPF). VESERREM
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USE OF GOOGLE CALENDAR
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|3:1 Google Calendar ¢ Settings

_—-————-.~

= [ colendar | Creating a shared calendar: O omermosonss Y
1. At the bottom of the left sidebar, under N
. . -y,
+ create - Other calendars, click the + icon! | crst nwcaendar Rei i
. . Browse calendars of interest \ SR ,
2. In the window that appears, click Create / S~
September 2025 < >
S new calendar! T woon
T 3. Give it a name and description, then / Setings o my calndar (OUT:0200 Gentol upsen e -0~
4 15 1% 17 18 19 20 Confirm by Selecting Create Calendar! L ] Vl‘fszprém?}érmegyci Keresk... ——Vefrém-\!ér-megien@:skedelmiés\parkamare
e m w2 s 4. The newly created calendar will appear R [ crestecalncr R
c @ e under Your calendars in the left sidebar. ® Faporemicis
2, Search for people . B .
e You can then click the : (three dots) icon S—
ocking pages next to the new calendar to set up ® trreprerer e
My calendars Sha ri ng.
Veszpram Varmegyei Kegb... Subscribe to calendar My calendars A
[] sirthdays —-C;lt;e:c;-r;ar.\ Veszprém Varmegyei Kere...
Mintanaptar < - - [[] Birthdays
Browse calendars of interest . . -
[ pélyacrientacio O Fﬂya_une_m
[ Tasks Ardfis ﬁSamplecalenda;X H
R e i . Samvlo cans
<—0th_ercalendars :>\ Import D Tasks
°_\7:' Digital Skills for Tomorrow's SMEs Funded by the European Union. Views and opinions expressed are however those of the author(s) only
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USE OF GOOGLE CALENDAR

Funded by
the European Union

Erasmus+

E Google Calendar

& Settings Assign calendar permissions
General Calendar settings
s clonder . e 1. Inthe familiar left sidebar, click the : (three dots)
Veszprém Varmegyei Kereskedelmi és Iparkamara . .

import & export icon next to the desired calendar. The calendar
Settings for my calendars Description SettlngS |nterface W|” appea I";
© Veszprém Vamegyei .. A 2. Click the Add people and groups icon.

Calendar settings . ofe . .

o : - Share with specific people " 3. A Share with specific people window will appear,

H ntral European Time - Budaj I :

Access permissions for <(GMT+02.00)Ce R )T . P SR GETE Where you Can enter the emall addreSS Of the

Sl Set my primary time zone — .

Event noticatons Cor > person you want to share the calendar with.

Owner -

Alday vt ntfcatins i e e - 4. In the Permissions dropdown menu, select the

Other notifications -Expnrt calendar See only free/busy (hide details H H H

Integrate calendar _ Ses all event details // a p p ro p rl ate pe rm ISSIO n IEVEI .

Learn more about exporting your calendar

Remove calendar Make changes tg/Bvents
@ Sample calendar Shared with Make chpffges and manage sharing
® Birthdays \Ilf Veszprém Vérm;gye\' Kereskedelmi és IparMer)
® Palyaorientacio pezpE S cna 5

T Sy
e e €
Settings for other calendars
Digital Skills for Tomorrow's SMEs Funded by the European Union. Views and opinions expressed are however those of the author(s) only | B cHamee 1MERCE L
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L Google Meet

» Video conferencing from anywhere: easy to use, accessible via browser or mobile.
» Screen sharing and chat available."

Al \
Google Account Q @l HH ,4[,
\ - —

® Home o M /&

. YouTube Drive

E, Personal info q

® Data and privacy E @

8 security Welcome, Veszprém Varmegyei Kereskedelmi és Iparkamara D et

9 people and sharing Manage your info, privacy and security to make Google work better for you. Learn more @ é G oogl e Se rVI Ces
=

B Payments and subscriptions Photos News I n th e G Oog I e a CCO u nt

Q, Search Google Acc , \ o
® avout : . : . . I & o«
| Mypassword | | Devices | | Password Manager | | My Activity | | Email | \ Ve l o My Ad Ce..
S
 + —
Privacy & personalisation You have security -~ ~— s
See the data in your Google Account recommendations I
and choose what activity is saved, to Recommended actions found in the P
personalise your Google experience Security Check-Up
Manage your data and privacy Protect your account
Privacy suggestions available
Take the Privacy Check-Up and choose the settings that are right for
you
\_/V . . . Funded by the European Union. Views and opinions expressed are however those of the author(s) only SHAMBER OF CoMMercE
Digital Skills for Tomorrow's SMEs and do not necessarily reflect those of the European Union or the Tempus Public Foundation (TPF). veszeREM
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USE OF GOOGLE MEET
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L # Google Meet home screen — CREATE A MEETING FOR LATER
1. Click the New meeting icon

to start a video call!

Video calls and meetings for - —

11:08-Wed8Oct @ [0 & 3o

= [ Google Meet

3 Meetings
[k Calls eVeryone
Connect, collaborate and celebrate from anywhere with
Google Meet

——5\

l BN New meeting \ Enter a code or link

- ~N -

’:C—D Create a meeting for later \
~~.--—-————’, .

2. Choose from 3 options!
<+ Startaninstant meeting S

E Schedule in Google Calenda

' 3. Choose Creating a meeting for later!

Try Premium Google Meet
features

Google Workspace Individual includes longer group calls,
recording and other features.

|| "
CHAMBER OF COMMERCE ‘_@

Funded by the European Union. Views and opinions expressed are however those of the author(s) only
and do not necessarily reflect those of the European Union or the Tempus Public Foundation (TPF). AND INDUSTRY

V Digital Skills for Tomorrow's SMEs
Neither the European Union nor the granting authority can be held responsible for them.

VVETech 2024-2-HUO01-KA210-VET-000295830



USE OF GOOGLE MEET

=

L Google Meet

N

The window that appears will display the meeting link.
Copy it and send it via email, including the scheduled time, to those you want to join the conversation at a later time.

\ =y

= [ Google Meet

[9 Meetings

[k CcCalls

1112-Wed80ct @ [ &

eo calls and meetings for

everyone
Connect, ogllaborate and celebrate from anywhere with
Google Meet
e

(E Enteraco wlmk Join =

—

, Here's yourjomlng x
1 information ‘
Send this to people that you want to meet
with. Make sure that you save it so that
‘ you can use it later, too. /
\ meet.google.com/yon-xryk-zjx ||_:|

%4 5

Try Premium Google Meet
features

Google Workspace Individual includes longer group calls,

recording and other features.

Digital Skills for Tomorrow's SMEs
Tech 2024-2-HUO01-KA210-VET-000295830
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Meeting link

Quick copy of the meeting link
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USE OF GOOGLE MEET
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1. Atthe scheduled meeting time, open the link to start the conversation!
Lﬂ Google Meet 2. The following window will appear.

3. Once you have opened the meeting, other participants can also join by opening the link and
clicking the Request to join icon in the window that appears for them (image of mobile login).

= 4. Participants' join requests D ygh-nxkr-rmi
(- w) appear in the left sidebar.

‘ Q,  Search for pecple ‘
L / Participant’s
WAITING TG JOIN picture
(if set in the Google]
1 ~ 4 account)

5a. Clicking Admit let you

O oo | 2o 5 admit the waiting participant
into the meeting.

Contributors 1 ~

If someone was not previously invited or a
participant requests the link again, you
can easily resend it by clicking Add
people and selecting the email
addresses.

'/ Veszprém Varmegy... (You) °
NV iecting nost

5b. If more people try to join at

the same time, their names will —

appear in a list. Clicking Admit ~
all will allow everyone to enter T S——
the meeting at once."

Veszprém Varmegyel Kereskedelmi és Iparkamara @ Someone wants to join this call

~ " . 1:30
= = 4 - A N
A O & @ B 3 bz & S b HON s 10,08 B

11:30 | yon-xryk-zjx

Funded by the European Union. Views and opinions expressed are however those of the author(s) only Il
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L Google Meet

The video picture of the participant
(if there are multiple participants, each picture will appear smaller).

“

No one else is in this meeting St o
2+ Add people
J—

Q_ Search for people Ad]ust\l'iew

Contributors [EPN : Full screen

b e 00 @

. .. Open picture-in-picture mode
Video picture of the participant LISt Of pa rici pa nts
(ifthe camerais on) Backgrounds and effects
—=
Report a problem
More options e
Timea Csitei has left the meeting Troubleshooti ng and help
Veszprém Varmegyei Kereskedelmi s Iparkamara
1:a4 | yon-xryk-zix ; [0} Py S Settings
Number of -
Turn on/off . .
Bottom menu bar: . /off Video Share Turn on Leave call participants
microphone settings captions
Screen Raise hand
Send a reaction (like etc.)  (for question) Il
\_f .. . , Funded by the European Union. Views and opinions expressed are however those of the author(s) only - CHMTNE;EEE::ME
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USE OF GOOGLE MEET

sl Google Meet home screen — START AN INSTANT MEETING

11:08-Wed8Oct @ [0 & 3o

= [ Google Meet

3 Meetings

[k Calls

Video calls and meetings for
everyone

Connect, collaborate and celebrate from anywhere
Google Meet

l BN New meeting \ Enter a code or link

= Create a meeting for later

-y gy,

-
<+ Startaninstant meeting 'S

RN
[ 4

-

5 Schedule in Google Calendar

Try Premium Google Meet
features

Funded by
the European Union
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1. Click the New meeting icon
to start a video call!

- —

\. 2. Now choose Start an instant meeting!

Google Workspace Individual includes longer group calls,
recording and other features.

\j@ Digital Skills for Tomorrow's SMEs
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USE OF GOOGLE MEET

(4 Google Meet — START AN INSTANT MEETING

Your meeting's ready
o - . _—y ~
2+ Add others )

Or share this meeting link with others that you
want in the meeti
o

meet.google.comiseu-hgvg-mmtb

b) Forwarding the meeting link via
email to the participants.

5] People who use this meeting link must get your
permission before they can join

Joined as veszpremikamara@gmail.com

11:53 | seu-hgvg-mtb

Conducting the meeting is the same as when participants are invited for a later time.

\_f; Digital Skills for Tomorrow's SMEs
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On the screen, there are two options
for inviting participants:

a) Click Add others, then select the
participants' email addresses on the
screen that appears.

Add people X

2 Invite

Enter name or email

Suggestions

E-mail address 1

E-mail address 2

E-mail address 3 -

CHAMBER OF COMMERCE

VESZPREM



USE OF GOOGLE MEET

(sl Google Meet home screen — SCHEDULE IN GOOGLE CALENDAR

11:08-Wed8Oct @ [0 & 3o

= [ Google Meet

3 Meetings

[k Calls

Video calls and meetings for
everyone

Connect, collaborate and celebrate from anywhere with
Google Meet

——5\

l BN New meeting \ Enter a code or link

GO Create a meeting for later

4+ Startaninstant meeting
-—_-----—-.~
ﬁ Schedule in Google Calendar ',

e

N

Try Premium Google Meet
features

Google Workspace Individual includes longer group calls,

recording and other features.

v Digital Skills for Tomorrow's SMEs
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1. Click the New meeting icon
to start a video call!

- —

2. Now choose Schedule in Google Calendar!

CHAMBER OF COMMERCE
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_#l Google Meet home screen — SCHEDULE IN GOOGLE CALENDAR

7. Save the scheduled meeting! After that Google Calendar

1. Add the title of the meeting! will appear with the updated meeting entry.

[, ’i——~\4/
<' X Add title ~) ( @ ) @ Upgrade @4l
el T T e SN
¢~ T o T IR e 2. Add the date, time and duration of the meeting!
~~ D All day Does not repeat ¥ ” @

~ -
- ———————--~
~

Event details Find a time - Guests

( ) <«— 3. Selection of the invitees. 9
Lt :25,;:;5;3%51?;?«hm Up to 100 guest connections @ II—:I X s\ Add guests -
—---~\ = e - -
Q -A(ﬂmition— Guest permissions +

-y,

-
9ﬂo{iﬁcation - 30 %uh -

D Modify event
\ Invite others.
Add notification

oy -

-
o -
o) Veszprém Varmegyei Kereskedelmi és Iparka

See guest list

4. Link of the meeting (available any time)

(] Busy ~ Default visibility ~ (@

= & B I U = = & ¥
— . .
(I’AMESC”P“U" o 5. Setting of event reminder(s)

J
\~~ ”
T ey

6. Description of the meeting

°_\7” Digital Skills for Tomorrow's SMESs Funded by the European Union. Views and opinions expressed are however those of the author(s) only
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USE OF GOOGLE MEET

ErasmUS+ - 'Ic:huengﬁfol:)!t{aan Union

(_# Google Meet — USEFUL FUNCTIONS ON THE SCREEN

3. Chat during the meeting
(right corner)
1. Mute the participants

2. Set or blur the meeting background ealmessages *
People X (three dots : in the bottom menu bar)
2+ Add people
Q_ Search for people :’uac:f::mmg'
h Adjust view e
IN THE MEETING
Full screen
Contributors 2 ~
Open picture-in-picture mode
Chat —
QL ‘:"esiprém \:’én‘negy,.. (You) ° Backgrounds and effects
ee qu nos’
o
OCxy_1 (9):
N\ .
Reportabuse 2_ erte
Troubleshooting and help ad messa ge - 1 . Cl ic k
Settings \ (: -F d m:sag?) on Chat!

Funded by the European Union. Views and opinions expressed are however those of the author(s) only
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E Google Forms:

» Enables the quick and easy creation of questionnaires, surveys, registration forms, and tests with various question types (e.g.,
multiple choice, short answer).

» Response collection and analysis: After the form is filled out, the responses are automatically collected and can be analyzed in a
tabular format (in Google Sheets).

» Free and easily shareable: Can be used for free with a Google account, and the created forms can be easily shared via email or link.

Google Account Q (‘?‘ HH ‘q[,
L I
—
@ Home .\ I 3
[ Personal info q Google Ads ~ Google @ Travel
-—
@ Data and privacy ’ \
B securiy Welcome, Veszprém Varmegyei Kereskedelmi és Iparkamara [ | E \ Vi On G | .
. N " ‘ Forms ' Chrome ... Password ... Oog e SerVICeS
O, People and sharing Manage your info, privacy and security to make Google work better for you. Learn mere @ \ - l .
in the Google account
B Prayments and subscriptions .. B
& Szed Gl : Google A... Merchant...  YouTube ..
@ About
| Mypassword | | Devices | | Password Manager | | My Activity | | Email | -—
— - ~» @
Wallet Motebook... Tasks
—
Privacy & personalisation You have security
See the data in your Google Account recommendations I
and choose what activity is saved, to Recommended actions found in the 4
personalise your Google experience Security Check-Up
Manage your data and privacy Protect your account
Privacy suggestions available
Take the Privacy Check-Up and choose the settings that are right for a
Funded by the European Union. Views and opinions expressed are however those of the author(s) only Il
‘\_/\‘7 o . . and do not necessarily reflect those of the European Union or the Tempus Public Foundation (TPF). D NpusTaY
Digital Skills for Tomorrow's SMEs VESZPREM
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USE OF GOOGLE FORMS

E Google Forms: HOME SCREEN

Click on Start a new form!
—

Erasmus+
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= E Forms -
P A

l Start a new form

\

\
5

Blank form

Recent forms

Recent forms

\

-~ -

/

\__f,

-

~y ~ Szakmai vizsga keérdéiv Vi...
B&:‘ Oct 2025 E E Opened 30 Sept
oy

Search

Template gallery

By

Contact Information RSVP Party Invite T-Shirt Sign Up Event Registration

Owned by me ~ B az O <

N

~ List view

— Sort options (A-Z etc.)

Open file picker

kbl T
- oy
-

bl
s
S

\

]

Y4
4
Cim nélkiili Grlap Minta drlap Cim nelkilli Grlap Jelentkezés -Nyelvek Eur... . g ’
2025 % B &, 30 sept 2025 B 2, 29 5ept 2025 : g_—-—,‘ ’E’

___—

\j@ Digital Skills for Tomorrow's SMEs
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E Google Forms- CREATING QUESTIONS AND ANSWERS

Title of the form The form content can be edited across three tabs, with the current tab highlighted:
/ Questions, Responses, Settings.
————— ]
(ﬁ Untitled form Yy ¢ 53 0 ©® 5 ¢ o & m H \ll’
---__——’ —_-—----~
< Questions Responses Settings ’
-_—" e _—

Title of the form <—fUnt|'t|ed form -3
-~ -

L] -
Form descri m\on\

A few sentences to inform the 4+~ -E:EF -
respondent about What Valid email address .
he/She WI” be fllling OUt- This form is collecting email addresses. Change settings SeIeCt the qUEStlon type Add queStlon

/ Import questions (e.g. from word document)
oy

Add a question  — Untitled Question > ( 5( © wultple cholce > 9 Add title and description

-_— - - - - /v
- L]
Add the response o7 Tortnt =~ i T Add image
p N Insert a picture to - 7
options e ~L Add option or Add *Other" _ the question 5 Add video
m——— O 0 reae @ = _—Y Add section: feature that lets|you divide your form into
equire H . . . .
/ | \ multiple sections or pages. BEach section can have its
v X own set of questions, and respondents will move from
Duplicate the Delete  Response is one section to the next, either automatically or based on
question required their answers.
°_\7D .. . , Funded by the European Union. Views and opinions expressed are however those of the author(s) only Il
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USE OF GOOGLE FORMS

E Google Forms- CREATING QUESTIONS AND ANSWERS

Preview of the form

Add-ons that provide extra features to the basic form.
For example: automatic grading, timing, email notifications, etc.

Erasmus+

Funded by
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Publishing the form, making it public and accessible.
When you click it, the following screen appears with two options:"

AN

¥

A
Publish form
2 Respcnders_‘_ -
Anyone with the link ‘ , Managej,
- - - ~ -

Nobody will be notified when publishing the fg

X
Undo and redo action
ls
S Copy responder link
Questions  Responses  Settings e . . .
\ (just after publishing)
. @ Téma X .
Untitled form PALS Share the form with others
Form description ,, \\ :Z:"'Egmus 7
Email *  shortanswer \‘ Raboto - You ¢an choose the
el emal scciess % Paragraph ‘ Kerdés form S color, insert an Copy responder link
This form is collecting email addresses. Change settings ' Roboto 12 - . .
I \ image in the header,
(® Multiple choice Széveq .
I \ and adjust the font, [ Press cuivco copy |
Checkboxes Froboto M . 9 Shorten URLC Copy
Untitled Question m] | |_Slize, letc.
l ( Drop-down Fejléc ‘
DpﬂDﬁ 1 Kép kivalasztasa . . . .
: P - In this case, a link will appear, which can
Add o ~Other ile uploa .
pdepten or Adarom I be copied, shortened, and shared.
l e+ Linear scale — .°. . . .
(] 1 = 0000
| ¢ Rating [ New } +
“ EEE Multiple-choice grid naner (£ -
Vi rickboxgrig " In this case, the recipients’
\ / v email addresses can be
h‘ pate J Question types entered or selected from a
QOgrme 4 list.
\ y 4
\ ‘, —

Funded by the European Union. Views and opinions expressed are however those of the author(s) only
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S a:Ur&ed_orm_ (Ol

People with access

Veszprém Varmegyei Kereskedelmi és Iparkamara

4 oo

General access

@ E0rvew Reswicted <

Anyone with the fink ~

© Fesvonder
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E Google Forms — RESPONSES

Click from the current Questions tab to the Responses tab!

E Untitled form [J Y  Allchanges saved in Drive l 0 © 5 Q@ o g | Published 3= ‘ \JL
-,
Ouestions{Responses\ Settings
=
O responses Link to Sheets

No responses yet. Please check back later

Funded by the European Union. Views and opinions expressed are however those of the author(s) only Il
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USE OF GOOGLE FORMS

B Google Forms — RESPONSES

Number of responses

Erasmus+

E-mail addresses of

1 response

———

(

B
- e e e e -

Summary

- -
- _—— iy,
Link to Sheets
—— ] - -
] ------

-

- -
Individual

Question
-
- -

Who has responded?

Email
-

——— gy,

’ csitei.timea@veszpremikamara.hu ’
= -

v

Distrib

respondents S
fdasfdsa pom N B may |_|:| Copy chart
Choosen respond (now based on (~ 1 response ) ’¢*’— -‘~~\
. . S _’
pre-defined answer options] " = ,’ o s \\\
/ @ e \ The chart can be copied if, for example,
" I‘ you need to visually present the survey
ution of respondents' answers y results in a presentation.
displayed in a chart (generated by —> \\ ,/
SO -
Ty [ —— =

ny
—'
---\

|
E Untitled form [J %  Allchanges saved in Drive ¢ 53 O © 9 ¢ © & Published T ‘ \IL
n N Iy
Ouestion( Responses o fttings
w L& -

N\

— Import responses to a spreadsh

On the Responses tab, you can
between three pages; this slid
the Summary tab (the current
underlined).

Funded by
the European Union

eet

switch
> shows
tab is

Google)

\j@ Digital Skills for Tomorrow's SMEs

VVETech 2024-2-HUO01-KA210-VET-000295830

Funded by the European Union. Views and opinions expressed are however those of the author(s) only
and do not necessarily reflect those of the European Union or the Tempus Public Foundation (TPF).

Neither the European Union nor the granting authority can be held responsible for them.

CHAMBER OF COMMERCE
AND INDUSTRY
VESZPREM



USE OF GOOGLE FORMS

Erasmus+ the Eurons
the European Union
B Google Forms — SETTINGS |I.
57 B © © ¢S G &+ | Published Tt ‘ : \IL‘
q Seunss
Questions  Responses Settings Choose Settln S'
—— d — g

ttings

e -y, ~
( Make this a quiz _ g If you want participants to see how many correct answers they gave, this option should be enabled.

m@@ﬁlﬂMS.—set answers and automatically provide feedback — Ena b||ng it will reveal additional settings.

[ —— -y
( Responses g >
S~ e — ) A

Ma 1age fow responses are collected and protected

Here you can make the settings regarding of the responses

- . . Sy [
CJolleﬂemall addresses S

Responderinput =
Respondentsﬂl manuallv enter their email response

» Collect email addresses: automatically requests the respondent's email address.
- -y | B B B N N N [ - -
< Send responders a copy of their response —’ Off -
e e e -

» |t can be set so that respondents receive a copy of their own responses (either always or upon request).
" - o .y - ..'
". Allow response editing P/ . L. . X .
e o g submitted » Edit after submission: allows respondents to modify their submitted answers.
[ a1
’—REQUIRES SIGN-IN~S
[ L >

Limit to 1 response

When enabled, the respondent must sign in to the Google

account, meaning he/she need to
have a Google account. He/she can submit the form only

DNce.
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-
Questions  Responses e,Settings ‘

Presentation
Manage how the form and responses are presented

—__-—_~

<FORM PRESENTATION 9
--_—_—_——'
w— -y
Show progress bar N\

- Prog -

-_— - -
| N N |

 w . -_— oy
€ Shuffle question order N
. S - - -
— L .
#” "AFTER SUBMISSION :
N -
— Confirmation message

Thank you for your respond. Save !

We wish you a nice day!
Best regards, /
Chamber of Commerce and Industry Ves m ]

s

- ) . L]
Q Show link to submit another response_ 4
il N —— T

(.-Vhew results summary - p/]

— -

share e e '@.'lt?r'espondents. Important details
RESTRICTIONS:

(———__---------55

~ Disable auto-save for all respondents -
---———-————__—

60 © © ¢ & ‘Published Iz

3

When enabled, respondents see a bar at the top of the page

showing which question, they are on and how many are left.

The questions appear in a different order for each respondent.

After completing the form, a short message can appear for t
This message can be freely customized (e.g., “You will receiv
“Thank you for your application!”).

After completing the form, respondents can fill it out again

he respondent.
e an email soon,”

the option will appear) if this feature is enabled.

If you enable this option, respondents will be able to see the aggregated results after completing the
form. These results are displayed in graphical form (charts, bar graphs, pie charts) — similar to what

you see on the Responses tab. This can be useful, for examp
everyone to see the current results, or you’re running a surv
participants to see how the community responded.

le, if: you're creating a poll and want
ey and it might be interesting for

By default, responses are automatically saved while filling out the form if the respondent is signed in to their
Google account. This means that if someone stops partway through and later returns using the same
account, they can continue from where they left off. However, if you enable the disable option, the
automatic saving feature will no longer work. In that case, respondents must complete the form in one go;

otherwise, all entered information will be lost.
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E Google Forms —SECTIONING

Sectioning (branching, or “jumping” based on answers) makes the form and the filling process more flexible and personalized.

Advantages:

» Different paths within a single form: allows you to create completely different sets of questions within the same
form. For example, you can have separate questions for entrepreneurs and separate ones for students or teachers.
The first question determines in what capacity the respondent is filling out the form, and based on the answer, they
are directed to the relevant set of questions (e.g., those for teachers).

* Personalized questions: not every question is relevant to every respondent. For instance, if someone does not own a
car, they don’t need to go through questions like “How often do you refuel?” or “Where do you usually park?”

* Time-saving: respondents finish faster because they only see the questions that apply to them. This also reduces the
likelihood of drop-off.

* More professional appearance: The questionnaire appears more logical and well thought-out, which increases
respondents’ trust.
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1. Openanew form.
2. Enter the first question and the answer options. (The respondent’s next questions will depend on the selected answer.)

3. Click the Add section icon.

5 0 ® b ¢ o 2 Published -_T,—:‘ : \llf

Questions Responses e Settings

Untitled form

Form description
Email *
valid email address

This form is collecting email addresses. Change settings

o “—__--_-——- @
' 2 ‘ Are you a student, a trainer or represent an SME? \ |Z| @ Multiple choice - D
. ~ o s,
‘\'l "—.E——-——_—r T
P student Ny X
S (™)
( trainer ' x
/ P
\.. —VE B x ( = =3
Add option or Add "Other” \ 'l
3.
0 m Required ) i
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-~
Section 2 of 2 ( 5’
pr—y 1 NN L
. . . ( Students and digitalizatio?\ ¥
4. A new section will appear below the question. ~o _
Desmpmn.ﬁuﬁnmu -
5. Name the section. e m——
- ~
. . . P ~ ®
6. Copy (duplicate) the first question and drag and drop T———— O @ witpechoce - .
. . A Y =
it under the section. t _ \ T
I once, twice a week 1 X T
7. Edit the question and the answer options ‘\ one a day ,' —— % =
/. 7.\ =
(You can also select a different question type from the Q) awars R4 ‘\(\ R4 X =
~ P 4 =
Aﬁ [ " er” ”
dropdown menu.) N L L e
0O Required ~ @)
- . | P
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8. The question you want to branch from, click the three dots (:) and select
Go to section based on answer.

L]

9. The text Go to next section will appear next to each answer option, . ) .
. . Are you a student, a trainer or represent an SME? [ (® Multiple choice
along with a downward-facing arrow at the end of each row.

10. Click the arrow to choose the appropriate option. student % Continue to next section | v
For example: for Student select Go to section: 2 (Students and - ~‘
Digitalization). trainer ¥ Continue to next section L (\9- J 4~
-
SME > Continue to next section -
Are you a student, a trainer or represent an SME? [ @ Multiple choice v
Add option or Add "Other"
student Q X Continue to next section (’8~\
trainer » Go to section 1 (Untitled form) ~ "
e 0 Required . :
SME { Go to section 2 (Students and digitalization)}
~~-—----——_—— ~
Add option or Add "Other~ Submit form 10) 11.The SEtup has been Completed'
N

If a student fills out the form, they will
answer the 'How often do you use...?"

O o Required : . . .
= o question after the first question |
&\\;7/? Funded by the European Union. Views and opinions expressed are however those of the author(s) only N NpusTaY
Digital Skills for Tomorrow's SMEs and do not necessarily reflect those of the European Union or the Tempus Public Foundation (TPF). veszRREM

VETech 2024-2-HU01-KA210-VET-000295830 Neither the European Union nor the granting authority can be held responsible for them.



USE OF GOOGLE FORMS

Funded by
the European Union

Erasmus+

B Google Forms — SCREEN DURING FILLING OF THE FORM

Untitled form

csitei.timea@gmail.com Switch accounts Saving..

* Indicates required question

Respondent add the e-mail ad S.

Email *
. .
’—— --\

Respondent chooses the respond. L vkik@reszpremikamarahd Y
(now: student)

~~-—_———'

—_-----
- e

-~ SN
," Are you a student, a trainer or represent an SME? * N
/ \
Click on the Next text and the I © student 1
. \ ) Vi Funded by the European Union.
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Untitled form

csitei.timea@gmail.com Switch accounts & Draft saved

Respondent gets only the questions _ _ _
* Indicates required question

tailored to the students. \ e
Students and digitalization

-—

Question and options - ~
\ ,/ﬁow often do you use digital tools for learning? * \\
’ 1N
, O once, twice a week \\
If the respondent wants to change ( ® oneadsy I
the answer, he/she can go back to \\\ O shuaye ,’
. . ”
the previous question. s o -~
\ —--- ——"

-y
( ~» (R —— ek
Back Clear form
N I
-

If there are no more questions, the text //'

his content is neither created nor endorsed by Google. - Contact form owner - Terms of Service - Privacy Policy

Submit will appear, which can be clicked Does this form look suspicious? Report
to submit the form. Google Forms
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Untitled form

o
-~

-
,ffThank you for your respond. ‘N\
4" \\

l/ We wish you a nice day! \‘
After submitting the responses, .\ et reaard J
. . est regards, y

the confirmation message set by \\ Chamber of Commerce and Industry Veszpré’ny’
the form creator appears on the ~

screen.

Seeo
L]
Submit another response

This content is neither created nor endorsed by Google. - Contact form owner - Terms of Service - Privacy Policy
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https://support.google.com/a/users/answer/9991170?hl=en
https://support.google.com/calendar/?hl=en#topic=10509740
https://support.google.com/meet/?hl=en#topic=14074839

Funded by

ErasmUS'l' the European Union
©

Thank you for the attention
and have a great progress in learning.
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