Google Chat in the OCDSB

Translate this Document

Google Chat makes it easy to collaborate using instant messages with individuals or
groups. You can also share and discuss Google Docs, Sheets, and Slides all in one place.
Google Chat is available for all staff and for educators to use with students in grades
9-12.

Etiquette Infographics can be found here. Some key points to

consider include:

Use Chat for purposeful communication
Be kind, respectful, professional in your communication: Think before you type.
Set boundaries: e.g. remove notifications, communicate during work hours etc.

Keep your personal information private
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For Educators: Why use Chat with your class?
e Quick check-ins
e For students most comfortable asking questions privately

e Specific, short, purposeful communications


https://docs-google-com.translate.goog/document/d/e/2PACX-1vR7VkEg-bA-wR-5Huyb8vdrXjjoEhXNe89GNDpP4CkZO3smrXh1Qg43cC_bi9oECbl2BWsxNxY93bME/pub?_x_tr_sl=auto&_x_tr_tl=fr&_x_tr_hl=en&_x_tr_pto=wapp
https://docs.google.com/presentation/d/1xMGL-9bw02hB57pDS6zRNz4HDnEcFRN_UF3QbjoWgcU/edit?usp=sharing
https://drive.google.com/drive/u/0/folders/1lDrd9P10vncJujpvtAvfXmlnQVE-C6jz
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What does Google Chat Look Like?

By default, Google Chat appears on the left side of your screen in your Gmail as shown

below.

The Chat View from Gmail
= M Gmail

/ Compaose

Inbox 23
Starred

Snoozed

Important

==

Sent

Scheduled

Drafts 2
All Mail

Spam 3

2 0 Q@ O &

Trash

~  More


https://drive.google.com/drive/u/0/folders/1lDrd9P10vncJujpvtAvfXmlnQVE-C6jz

)

Hey!

Launching the Google Chat App

1. Go to go to https://chat.google.com/ or
2. From the App launcher (#1), select Chat (#2).
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The Chat View from the Chat App

The Chat app will open Google Chat in a separate window.
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The following steps work from both the Chat displayed in your Gmail as well as from the

Chat app.

Sending a Message to a Person for the First Time

The first time you send a message to someone, you will need to add them to your Chat.

1. Click on the New Chat button (#1) to open a drop down menu.
2. Click on Add 1 or more people (#2) and type the name of the person you want

to chat with. When their name appears, click on it to select it. Now you can send

a message.
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Responding to and Sending Chat Messages

Sending messages is done the same way whether you are sending them to an

individual or a group. Here’s how to respond to and send messages:

1. Inthe Chat app, or from the Chat displayed in Gmail, click on the Name of the
person or people you wish to send a message to (#1).
2. Type your message (#2) and click the Send icon (#3).

= “ Chat Q, Searchinchat o~ @ &

El New chat < & TASTeam v

»  Shortcuts - -

~ Direct messages

B TAS Team

=

v  More \

Thank you
® |

>
©
v



https://drive.google.com/drive/u/0/folders/1lDrd9P10vncJujpvtAvfXmlnQVE-C6jz

| 9, C’% HELLo
| b

Creating a Space (Group Chat)

Use a Space to quickly connect with a group of people. This used to be called Group

Chat, but encompasses the features of that tool.

1. Click on New Chat (#1).
2. Select Create a Space (#2).
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3. You have the option to name the Group Chat (#1). Next, type in the name of

each person you want to be part of the group (#2). (As you type, the name is
auto-suggested). Then Click Create, to start the Chat.

Create a space

New Space

Group Chat

& TASTeam X | M SARAOCDSS X ) JOHN OCDSB X w

A. Under Space Access you can choose Restricted or OCDSB

& TAS Team X ¥, SARAOCDSE X = %) JoHN OCDSE X

Igl Space access is Restricted ¥
Only added people

" Restricted

Advanced >

Ottawa-Carleton District School Board

B. Under Advanced, there is an option to restrict access further

Advanced v

can't be modified after the space is created

D Allow people outside your organization to join

D Only space managers can post  Learn More
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4. Once the new Space has been created, it works the same as a regular chat,

except that messages are sent to all participants.
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You created this space today

&+ Add people & apps & Share afile (% Assign tasks

(& HISTORY IS ON

Messages sent with history on are saved
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Ottawa-Carleton District School Board
Google Chat in the OCDSB
B&LT/TAS Team/BLTTUT/Created March 2020/Updated May 2024
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Replying to a Specific Message

You can reply to a specific message in a group chat or Space.

1. Hover over the message you want to reply to and click on the “Reply in Thread”
Icon (#1).

8:20AM B

2. This will open a side window titled Thread, to the right of your chat. Enter your
Reply (#1) and click the Send Button (#2).

Thread Follow *

Thu 11:48AM

Okay, thank you.

>
©
®
[
®



https://drive.google.com/drive/u/0/folders/1lDrd9P10vncJujpvtAvfXmlnQVE-C6jz

HELlo

3. There will now be 2 notifications of the reply. At the top right of your Chat

Screen (#1) and below the message that was replied to (#2).

s New Space

W

2 members - Restricted

Chat Files

Kelly Test 3 min

19 Hi Matt

B 1reply 2 min

How are you?

Tasks

(© HISTORY IS ON
Messages sent with history on are saved
Matt Said added Kelly Test

Today

A

How's it going? How are you doing?

(® | Message New Space C

Active threads

3 min

Hi Kelly
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Sharing Docs from Drive in Google Chat

1. Inthe message section of the Chat screen, click on the plus button (#1) and

select Google Drive (#2). (This will open a small Window with File Options)

¢ n NewSpace ~ Q [@ B Threads
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Q, Find apps

WORKSPACE )
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2. Select Attach Drive files to open a Window where you can choose from all the

items in your Google Drive.

P

Google Drive

L
) Attach Drive files ’
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Google Docs

Google Slides

Gaogle Sheets
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3. It may be helpful to select Recent (#1). You can also search by keyword (#2).
4. Click on the file (#3) and then click Insert (#4).

&, Selectanitem Q, Search in Drive or past... 3t X
load My Drive Shared drives Shared with me Starred

Recent ::

Name

o Minutes 14 Dec 2023 Meeting pdf & )

X 1 selected K

5. Click the Send icon as shown below.

b"-.-’-'_‘ ssage New Space

® AO® & & |B

Note that if the recipients don’t have access to the file you shared, they will

automatically be given the permissions to make suggestions.
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Setting Chat Notifications

You will automatically receive notifications when you create or respond to a message
and when you are “@mentioned” in a message or Space. You can customize these

notifications.

Customizing Global Chat Notifications
You can specify which notifications you’d like for all chat messages. (These are device
specific, so if you use multiple devices, you will need to adjust the notifications on each

of your devices.)

1. Open Google Chat and click the gear icon in the top right of the Chat screen.

= u Chat Q, Searchin chat ® - @ &) =

B Home | 3 Unread | )

2. Turn Chat notifications on or off (#1). Chose Notification sound (#2). Choose to
receive an email notification for direct messages (#3). Email reminders apply to

messages you haven't read after 12 hours.

Chat settings %

Desktop notifications About notifications @

AlloW chat notifications

Show an example

Notification sounds

Tones

Email notifications }

Receive an email if you haven't read a message

Only @mentions & direct messages -
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Setting Do Not Disturb Schedules

1. Choose from the preset Do Not Disturb Times (#1) or create a custom Do Not
Disturb time (#2).

Do not disturb schedules @3

urn on do not disturb automatically at the following times

D T:00PM - 7:00AM
Sun, Mon, Tue, Wed, Thu, Fri d

D 12:00AM - 12:00AM

Sat, Sun

+ Create new w

Using your device's time zone: Eastern Standard Time

2. Choose a time for the Do Not Disturb to start (#1) and end (#2). Choose the
days you would like to repeat (#3), and click Save (#4). Your newly created
option will appear in the Do Not Disturb Settings.

New schedule
Turnon

4:30PM =] 7:30AM

Do not disturb schedules @

Turn on do not disturb automatically at the following times

Next day

— D T:00PM - T:00AM
REPEATS Sun, Mon, Tue, Wed, Thu, Fri

00000 :
D Sat, Sun
4:30PM - T:30AM /

Mon, Tue, Wed, Thu, Fri
+ Create new

Using v

Man, Tue, Wed, Thu, Fri

ne zone: Eastern Standard Time
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Disabling Notifications from a Specific Person

Open Google Chat.
Hover over the name you want to disable notifications from.

0N

Click the three dots beside the name of the person (#1).

»

Select Notifications (#2) to open a new window.

~  Direct messages

A Kelly Test H
= % * B E5  Mark as unread

L Pin
¥ Mute

N Motifications

Al

@ Block
& Hide conversation

[ Delete conversation

5. In the Notifications Window you can choose to Notify always or turn

Notifications Off. If you make changes, click Save.

Kelly Test

Notifications

@ MNotify always

For all new messages

O Notifications off
You'll still see a notification dot if you're @mentioned

Mute conversation
D Prevent this conversation from bolding and moving to the top for unread
messages. You will still see a badge if you're mentioned.
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Disabling Notifications from a Space

This is very similar to disabling notification for a specific person, but there are more
options:

Hover over the Space name and click on the three dots (#1).

2. Select Notifications (#2).
3. Select your preferred frequency of notifications (#3).
4. Don’t forget to click Save (#4).
~ Spaces
5 Mark as unread
0 pPin
“y Team Tremendous in T... N Mute
o Notifications
K Leave
@ Block this space

Team Tremendous in TASmania!

Notifications

@ All
Notify for new messages and replies to threads you follow

O Following

Motify for replies to threads you follow and @mentions

O Off
No notifications

Mute conversation
D Prevent this conversation from bolding and moving to the top for unread
messages. You will still see a badge if you're mentioned.
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Enabling Conversation Summaries

You can enable conversation summaries in Spaces which will summarize a conversation
if you have been inactive or have many unread messages.

1. Open Google Chat and click the gear icon in the top right of the Chat screen.

= u Chat Q, Searchinchat ® - o) K1 B

2. Check the box next to Show summaries in spaces with many unread

messdages.

Conversation Summary

Show summaries in spaces with many unread messages

Below is an example of a conversation summary.

< Conversation Space ~ a * B i
& members * Restricted
Chat Files Tasks
9 Kelly Test <> 15min
s
Hi guys! @
UNREAD
.
M
Conversation summary X

Suggested by Google

& Jordan r, Kim | and Deborah talk about Chromebooks. |ﬁ g] EI +
. Kim [, 15min
Hi Kelly!
3 Nancy 1 15min ®
. Hil

< Jump to bottom
. Jordan 15min e
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Need Help?

Access the IT Su

)

Hey!

ort Portal to Submit a Service Request or Report an Issue or contact

csc@ocdsb.ca.

A Cautionary Note:

Bots should be treated as Chrome Extensions and should not be
added without considering the security and privacy of students.
Currently no Bots are approved by the OCDSB except Google

Meet and Google Drive.
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