
Gmail

Create a label

Enable the reading pane

Change the theme

Archive an email, then find it in ‘All Mail’

Search for an email

Delete an email, then recover it from 
Trash

Compose an email and schedule it to 
send tomorrow morning

Use an advanced search to find an email 
from a particular person

Star an email and then look for it in the 
‘Starred’ section

Send an email to a colleague use undo 
send before making a change and 
sending again

Create a filter in Gmail to automatically 
apply a label to emails from a particular 
address

Find Stars in settings and add a new type 
of Star to use

Connect, Create and Collaborate

Set yourself a challenge

Take a look at the list of tasks below. Take some time to challenge yourself and complete as many as you can.

Click the       next to each challenge for extra help if you get stuck 

Chat

Create a room in Chat for your team or 
department and have everyone send a 
message

Add a document to the room and 
collaborate on everyone with it whilst 
messaging in Chat

Schedule a meeting with everyone in 
the room

Add a task to the room

            Ready to take your professional 

learning to the next level?
Explore free training from Google, endorsed by 

Education Scotland, on the Teacher Center

Drive

Create a document, share it with a 
colleague and collaborate in real time

Setup a Shared Drive for your 
department to store resources

Create a simple Google Site for your 
department which displays the most 
relevant/important information

Analyse some data in Google Sheets 
using the Explore feature

Create a self-marking quiz in Google 
Forms for an upcoming lesson
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Housekeeping

Share essential files from your Glow 
account to your new Midlothian account

Reset your Midlothian password

Enrol in 2-Step Verification to secure 
your account
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https://edu.google.com/teacher-center
https://www.youtube.com/watch?v=o5B9dBtpn4A
https://support.google.com/mail/answer/9499937?hl=en-GB
https://support.google.com/mail/answer/112508?hl=en
https://support.google.com/mail/answer/6576?hl=en-GB
https://support.google.com/mail/answer/6593?hl=en
https://support.google.com/mail/answer/7401
https://www.youtube.com/watch?v=hwnXbc5iIEk
https://support.google.com/mail/answer/7190?hl=en-GB
https://www.youtube.com/watch?v=PQbzz6wZRl4
https://www.youtube.com/watch?v=UcNfIMgjjGI
https://www.youtube.com/watch?v=E207lOjLX_g
https://www.youtube.com/watch?v=PQbzz6wZRl4
https://support.google.com/chat/answer/7653861
https://support.google.com/a/users/answer/9300319?hl=en&co=GENIE.Platform%3DDesktop&oco=0#zippy=%2Ccreate-and-collaborate-on-files-in-rooms
https://support.google.com/a/users/answer/9300319?hl=en&co=GENIE.Platform%3DDesktop&oco=0#zippy=%2Cschedule-and-share-a-calendar-meeting
https://support.google.com/a/users/answer/9300319?hl=en&co=GENIE.Platform%3DDesktop&oco=0#zippy=%2Ccreate-and-assign-tasks-in-rooms
https://storage.googleapis.com/onboarding_media/onboarding_v2/week2/lesson2_4_sharingagoogledoc.mp4
https://support.google.com/a/users/answer/9310249?hl=en
https://www.youtube.com/watch?v=cjsoX5Md4Y8
https://support.google.com/docs/answer/6280499
https://www.youtube.com/watch?v=p4llNhYinuM
https://support.google.com/drive/answer/2494822
https://support.google.com/accounts/answer/185839
https://cpb-eu-w2.wpmucdn.com/web.midlothian.education/dist/e/3/files/2021/08/reset-password.pdf

