
GOOGLE APPS FOR EDUCATION 
QUICK REFERENCE GUIDE 

 
 
Login at: http://mail.google.com/a/bubblers.us 
 
For students, the format will be the same as their Windows server login / SonicWall 
login: GradyearLastnameFirstinitial@bubblers.us  (example:15DoeJ@bubblers.us) 
Student password will be their student ID. 
 
 

 
 
You will need to “Agree” to the terms and conditions and then change your password 
the first time you access your account. 
 
Your home screen will be an email interface which you may feel free to use as a private 
secondary email account.  
 
 
 

15DoeJ 

****** 
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       Click “Drive” for file storage. 
 

 
 
 
Your drive space is accessed by clicking on “Drive” from your email interface. The drive 
space will allow you to setup folders and organize files the same way that you do in your 
HOME folder on the SMSD server. 
 

 
 
Notice how you can toggle back and forth between your email interface and drive 
space. 
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Click on the upload icon to copy files to your Google drive space. 
 

 
 
You can upload single files, groups of files (using CTRL + click) or entire folders. 
 
You can create a range of documents directly in your drive space by clicking on the 
create icon. 
 

 
 
You can edit your documents and save them and re-open them just the same that you 
now do from the file server. 
 
NOTE: Your documents automatically save every few seconds. 
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You can even “Share” documents with people who you select. (This is an advanced 
concept not covered by this Quick Reference Guide, but feel free to give it a try.) 
 
 

 
 
 
If you copy a Microsoft Office document to your Google drive and then want to edit that 
document using the Google interface, Google will convert it to a different format. RIGHT 
click on your Office document and select “Open With” and “Google Docs.” 
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If you want to copy a file in your Google drive space back to your local computer, 
RIGHT click the document and select “Download.” 
 
 

 
 
 
The download dialog box will allow you to convert your Google documents to many 
available formats including Microsoft Office. 
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Things to Know 
 
1. However, your Google drive space will not allow you to restore files that you 
accidently delete or change. 
 
2. Documents converted between Office and Google formats may not retain their exact 
formatting. 
 
3. You can access files on your Google drive space anywhere there is an internet 
connection. 


