Creating a New Google Group

Once you are logged into Drive.  Select Groups at the top of your screen.  Then click on New group.
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You will now be brought to a new screen.  Enter the Group name.
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As you can see on the below picture, when you are typing in the Group Name the Group email address will automatically fill in.  When you are naming your group always title it School Initials-Last Name-Class-Title-School Year.[image: Macintosh HD:Users:user:Desktop:Screen Shot 2012-10-11 at 2.03.37 PM.png]Continue down the screen changing any information you feel would suit your Group the best.[image: Macintosh HD:Users:user:Desktop:Screen Shot 2012-10-11 at 2.01.55 PM.png]
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At the top of your screen select the red Create Group button.
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You will now be given options to Invite people, change settings, or add a new topic.[image: Macintosh HD:Users:user:Desktop:Screen Shot 2012-10-11 at 2.04.10 PM.png]When you select Invite people to join the group you will be brought to a new screen and will be able to start entering their email addresses to add them into your Group.
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If you selected Customize your group’s settings you will be brought to this page and can use the sidebar to navigate between settings options.[image: Macintosh HD:Users:user:Desktop:Screen Shot 2012-10-11 at 2.05.38 PM.png]
To Add a topic select the red Add Topic button at the top of your screen.[image: Macintosh HD:Users:user:Desktop:Screen Shot 2012-10-11 at 2.06.19 PM.png]
You will now enter the information into your post.
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When you are selecting the Type of post you will have these options to choose from.
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When you are finished select the red Post button at the top of your screen.
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Congratulations! Your Google group has been created.
‘Wondering what to do next? How about...

« Invite people to join the group
« Customize your group's settings
 Add a topic and start posting
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