Declutter Your
Digital Life!

Tips to improve efficiency and organization with
the Google tools you use everyday.



Ben
Sondgeroth

Email: sondgerothben@gmail.com
X: @Mr_Sondgeroth




Need to take notes? Use
.New!

Go to the Omnibox of your Chrome browser [where you type URLS]

Type * " and hit the Enter key:
- C & doc.new
This works with most Google apps:
slide.new site.new
sheet.new jam.new

T drawing.new






What does Google Keep do?

“Sticky Notes”

Checklists
Organize
Document
Plan
Share
Integrate

PINNED

Instagram

#golfing #golf #golfer #golflife
#golfswing #golfstagram
#golfcourse #instagolf
#golfaddict #golfers #pga

Title

[Take a note...

& @ (™)

Vacation packing list
[J car seat carrying bab
=2 .
 shoris/eans
shirts/sweatshirt

[ flip-flopsstennis-shoes

Wal-mart

8 8@ O

Toilet brush

Close

Grocery List

Apple sauce squeeze
Cereal

Bread

Bananas

Milk
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Calad han



The Task List!

Google’s Task List is
available in all Google
Tools!

TASKS
New List =

“ Add a task

(O Get presentation done

(O Beready for the weekend

— Details

m Today, 4:00 PM

11




The Task List!

TASKS

My Tasks

¥ Starred Create multiple lists!

< My Tasks

New List

[Z] Create new list




The Task List!

TASKS

Tasks for Googlepalooza ~

“ Add a task

Add Subtasks

(O Decluttler Google Drive

Ly Add a subtask

i Delete

My Tasks
«~ Tasks for Googlepalooza

[F! Newlist

Ll



The Task List!

Feel the sense of
accomplishment!

Check off those
completed tasks!
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https://calendly.com/bson
dgeroth

Completed (304)
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Write £ o tionforS :
Sharing-Story-Genera-Workhop




The Task List!

» Add Dates and times, they

Tasks for Googlepalooza

PR— , show up on your calendar!
% atas :

Decluttler Google Drive FRI

: : Create ~
Tips for Google Drive I_ @
GMT-05

Get presentation done . .
Time Insights A o

OO O

FRIDAY, AUG 11, 2023
Be ready for the weekend W "
2.5 hr in meetings (avg: 0.8 hr)

= Details _
m Today, 4:00 PM ::" A7 More insights 2pM
My calendars A

[C] Ben Sondgeroth

4PM
Birthdays & Be ready for the weekend, 4pm

Demo Class -
[T] Personal Calendar
Remote Learning

Tasks -




Google Calendar!

How can we use Calendar to stay on target?

-y

-=Stay on targﬁ



Share Your Calendar

Share with specific people or groups

e Ben Sondgeroth (Owner)

sondgerothben@gmail.com

Q:z‘ |Ben Sereigeeth Make changes and manage sharing ~ X

R Devi
‘ | ose Levine | Make changes and manage sharing ~ X

+ Add people and groups

Learn more about sharing your calendar with someone




Set up Recurring Reminders

Setting events to repeat allows
you to set it and forget it!

NN <

A §

Morning Check-In
Event Focus time m Out of o

Friday, August 11 9:00am - 10:00am
[J Allday Time zone

Does not repeat

Does not repeat

Daily

Weekly on Friday

Monthly on the second Friday
Annually on August 11

Every weekday (Monday to Friday)

Custom... bef




Use the Description Space

The description area can help you manage what
that task/event is set to accomplish

@ Add location

B I U = = oo Y

Add description

@ {3 Create meeting notes

Add attachment




Add Locations

The description area can help you manage what
that task/event is set to accomplish

(] Add Google Meet video conferencing

@ New Life Lutheran Church, LCMC, 702 W Lynn Blvd, Sterling, IL 61081, USA

0 Notification ~ 30 minutes ~ X



Organizing Google

Chrome
&



Slideshow

sondgerothben@gmail.com

Hide more account

Ben Sondgeroth
ben@gtrainerdemo.explori

Session expired -

edtech.com

other account

[> signout

Ben Sondgeroth

sondgerothben@gmail.com

o~ B8 (@

® sSyncison
G Manage your Google Account

X Close 2 windows

Other Profiles

e Ben (Ben Demo Google)
* Ben (BS Golf Photos)

Ben (Person 2)

Ben (stmarysdixon.org)

Ben (Trainer)

Person 1

Ryder

Student

Guest

Add

+ QO xr @O



Adding Bookmarks

B
Bookmark added I
Name Erin Hills: Public Championship Golf Co
Folder Bookmarks Bar v




Shortcuts!

Shortcut Action

Ctrl + T Open a new tab

Ctrl + W Close the current tab

Ctrl + Tab Switch to the next tab

Ctrl + Shift + Tab Switch to the previous tab

Ctrl + N Open a new window

Ctrl+ D Bookmark the current page

d$+D Bookmark the current page

Ctrl + Shift + T Reopen the last closed tab or window
b + Shift+ T Reopen the last closed tab or window
Ctrl + Shift + A Search all open tabs

£ + Shift + A Search all open tabs



Right Clicking Tabs

New Tab to the Right
Add Tab to Reading List

Add Tab to New Group

Move Tab to Another Window >

Duplicate
Pin

- Mute Site 1

Send to Your Devices

clutter Your Digita
+  Edit View Insert

Close

OO0 ht
Add Locations Lateataratt UL




Managing Extensions

Extensions

Full access

These extensions can see and change information
on this site.

@ Adblock Plus - free ad bloc... X : 7

I American Airlines AAdvanta... J :

& Application Launcher For Dr... I :
®  AwardWallet I :
‘G  Bookmark Favicon Changer X :
BY Google Docs Offline I :

B} Rakuten: Get Cash Back For... X :

Access requested
To give an extension access to this site, click it.

/. Eye Dropper ) | :

£ Manage Extensions



Google Docs

Did you know docs has the ability to help keep tasks
moving??

N /




Add a Checklist

You can add checklists in

lace of bullet points! ; '
P P Project Task List

Besicesn—tepis

[J Research Topic

[J Take Notes
Fetedhealanld-resaarel
[] Create presentation

11111 [J Present]




Use a Building Block

Building blocks are
pre-created templates that
allow you to track progress
on projects!
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Insert Format Tools Extensions Help
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Image

Table

Drawing

Chart
Horizontal line
Emoji

Smart chips
Dropdown

Footnote

Building blocks

Special characters

? Equation

Watermark
Headers & footers
Page numbers

Break

Link

Comment

@ Meeting notes

&2 Email draft

[0 Product roadmap
B Review tracker
 Project assets

~ Launch content tracker




Thank you!

Ben
Sondgeroth

Email: sondgerothben@gmail.com
X: @Mr_Sondgeroth




