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INTRODUCING

Lorman’s New Approach to Continuing Education

ALL-ACCESS PASS

The All-Access Pass grants you UNLIMITED access
to Lorman's ever-growing library of training resources:

Unlimited Live Webinars - 110+ live webinars added every month
Unlimited OnDemand and MP3 Downloads - Over 3,800 courses available
Videos - More than 1,900 available

Slide Decks - More than 3,000 available

White Papers - More than 1,900 available

Reports

Articles
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... and much more!

Join the thousands of other pass-holders that have already trusted us
for their professional development by choosing the All-Access Pass.

Get Your All-Access Pass Today!

SAVE 20%

Learn more: www.lorman.com/pass/?s=special20

Use Discount Code Q7014393 and Priority Code 18536 to receive the 20% AAP discount.

*Discount cannot be combined with any other discounts.




Collaboration used to be restricted to the people in the room. As technology has evolved,
collaboration has become capable even at great distances, across time zones, and over
continents thanks to Google Suites Google Sheets and Google Docs (and the internet).

Google Sheets and Docs are powerful tools on their own. They are free tools that are capable
of:
e Replacing the need for Microsoft Office Suite —almost
e Pulling data from each other, other Google products
o Analytics
o AdWords
o Maps
e Pulling data from other platforms
o Salesforce
o Facebook Advertising
e Instant collaboration
o Builtin chat
o Live comments
o Multiple users can be working on the same file at once
e Version control
o Automatic saves
o Named versions
o User by user change tracking

The Google programs are free for users — you may have to increase your Drive storage if you
like the programs enough. While they are free, they are also fast and flexible and the
automatically save. Depending on your internet connection, they might even save after every
keystroke.

One of the best, and most underrated, features is the version control feature. Users are capable
of tracking changes by user, while Google keeps version updates. Users can name different
versions and revert to previous versions if need be.

While Microsoft has made strides in the share-ability of the Office Suite, Google Docs and
Sheets have always been extremely shareable. While a document must be created by a Google
user, it can be shared with non-Google users who can then collaborate and use the document
as if they had their own Google accounts.

Create and Collaborate

Creating documents is incredibly easy:
e Navigate to your Google Drive
e C(lick the + New button below the Drive logo
e Select the document you would like to create



e Name your document

Collaborating is almost as easy as creating a document:
e Open a document you wish to share
e Click on Share — just to the left of your avatar
e At this point, you can either get a shareable link or enter email addresses of the people
you would like to share your document with
e | recommend emailing folks and sending them a link — just to make sure
e If you are part of an organization, like Anvil, you can choose how the people in your
organization can see the document
o They can fully collaborate by editing
o They can collaborate by commenting, but making no physical changes to the
document
o They can view the document
e You can also invite people outside your organization by entering their email and
selecting their level of access
o Edit
o Comment
o View
At this point, collaboration is a streamlined effort with three different channels for
communication in the document.

The first channel is directly on the document where multiple users can be updating the
document at the same time. This can get confusing, but when roles are defined, users are
capable of completing a document in less time than if one user were to write their portion,
save, and then send the document. On page, immediate collaboration also works perfectly for
getting changes made immediately.

To offer a suggestion or propose an immediate change, collaborators have two options: either
write directly where the other user’s cursor is with the suggested edit, or start up a
conversation in the in-document chat pane. A chat is a less obtrusive way to immediately offer
a suggestion, raise a questions, or get another collaborator’s attention.

Finally, users can make comments that are attached to specific locations on the document
(cells, words, paragraphs). These comments are most often used in the editorial process as they
include a “resolved” button that users can click on after they have addressed the comment. The
comments can also be responded to and users can be called out in the comments by using the
“+” alongside their name. This works best in the editorial process in order to not distract from
work that might be currently happening.
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Linking the Google Suite is one of the best uses of Sheets and Docs and makes them incredibly
powerful tools. When you consider that most add-ons are free, you can save thousands of
dollars simply by utilizing the add-ons feature of Docs and Sheets.

Use Case: Digital Marketing Pacing

At Anvil we use Google Sheets every day to generate reports, pull data, and create actionable
data for our clients. One of the ways we do this is in our pacing document.

We manage Google AdWords accounts for many of our clients. This includes managing their
monthly budgets. While it would be easy enough to set a suggested monthly budget and deal
with over-spends if and when they happen, we prefer to take a hands on approach. Using
Google Ad Words and Supermetrics to pull Google AdWords data into a Google Sheet, we are
able to take two metrics: month-to-date spend and yesterday’s spend and turn those into how
much we should adjust the budget of a client’s account on a daily basis in order to spend
exactly what they have budgeted.

There are many other add-ons that you can explore and customize for your own needs, too.
Version Control

When collaborating with other people, it can be a huge bear to attempt to manage what
version of a document people are looking at when you are attempting to collaborate strictly
over email. With Google, you can simply click on the “last saved” link and it will bring you to a
version dashboard.

The dashboard reveals what version is currently loaded, when previous versions were last
saved, the option to name a version for fast recall, which users have made which changes, and
the option to reload a previous version.



The material appearing in this website is for informational purposes only and is not legal advice.
Transmission of this information is not intended to create, and receipt does not constitute, an
attorney-client relationship. The information provided herein is intended only as general information
which may or may not reflect the most current developments. Although these materials may be
prepared by professionals, they should not be used as a substitute for professional services. If legal or
other professional advice is required, the services of a professional should be sought.

The opinions or viewpoints expressed herein do not necessarily reflect those of Lorman Education
Services. All materials and content were prepared by persons and/or entities other than Lorman
Education Services, and said other persons and/or entities are solely responsible for their content.

Any links to other websites are not intended to be referrals or endorsements of these sites. The links

provided are maintained by the respective organizations, and they are solely responsible for the
content of their own sites.



