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Introduction
The Web Community Manager Google Folder App allows you to connect with a folder you created with
in Google Drive™—a file storage and synchronization service created by Google.

Once your site administrator has downloaded and imported the Google Folder App, you can add it to
your pages.
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This guide shows you how to add a Google Folder App to a page and link it to a Google Drive folder.
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Work with the Google Folder App

With the Google Folder App, you can connect to a folder in Google Drive. You’ll add the Google Folder
App to a page, insert a Google Drive Shareable Link, set the View Type and set app Options.

Add a Google Folder App
Here’s how you add a Google Folder App to a page.

1. InSite Manager, navigate to the workspace containing the page to which you wish to add a
Google Folder App.

2. Click Actions to the right of the page and select Edit Page from the drop-down list. The page
opens in Edit mode.

Current Pages Common Tools All Tools
| 1 | e T |
New Page Organize Pages Recycle Bin Find Page
- S S ) | = Photo Gallery
Here are four options for adding a PowerPoint® presentation to a page. [)l Forms & Surveys

Files & Folders
PAGE

@ About Mr. Sparks Actions w

! Pending Comments All Comments
| Sparks Science Drive 9
]
There are no comments awaiting approval
| Sparks in Space Edit Page

STATUS
[ Acrive ]
[scive ]
[ Acrve ]
Page Options
@EE® || Sparks Space Library i Total Visits
= Copy Page
=D Apallo 11 Sound Bit S
ollo ound Bites
El i Delete
Set Viewers
[ acnve ] | Science-12 Assignments
5]}
[ scmwve ] = Assignments Calendar Actions v
[ acmive +|  In-Class Projects Actions ¥
L1
= Apollo Project Papers Actions w

b

3. Under Actions, click Manage Apps & Layout. The page opens in Design mode.

Sparks Science Drive Page Actions
Last edited by Eric Sparks about an hour ago.

+ Manage Apps & Layout
Add apps or change your layout.
You are in design mode. Organize your apps by dragging and dropping. Double-click the App to change I'm Done | Page Options

the name. =% 5at the options for your page

- ~ . ‘.‘a Set Viewers
| Add App Change Layout | ! Limit who can view this page.

.| View Page
@] 0

See how your page looks.

4. Click Add App. The Available Apps dialog displays.
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5. Inthe first column, click Google Folder.

Selectan App

Google Folder Google Folder Create Google Folder
A Schoolwires, App for Sharipg Google Enter the name of your app. This name will display in
Drive files | Create New ‘ SOME areas

Heading App

Schoolwires Heading App

Name:

Headlines & Features App | bl [Sparks Science Drive| ‘
Schoolwires Basic App

Sparks Drive |
y Valley School f ! I

Headlines & Features Classic :ap?;G a‘ﬁ;;'g;_ chool il esebers /Spae; | hdudal |
App ric | Google Folder 2

Schoolwires Basic App

Image App

Link Library App

Schoolwires Basic App

Lunch Menu App
Schoohwires Basic App i

‘ Cancel ‘
| —";

6. Inthe second column, you see a list of existing Google Folder Apps. Select an app in the list or
click Create New, enter a name for the app in column three and click Create.

Sparks Science Drive Page Actions
Last edited by Eric Sparks about a minute ago.

Manage Apps & Layout
Add apps or ¢hange your layout.
You are in design mode. Organize your apps by dragging and dropping. Double-click the App to change @ al Page Options

the name. Set the options for your page.

3 Set Viewers
T Limit who ¢an view this page.

: Add App I : Change Layout |
—_—— e

@ ViewPage
” ‘Sparks Science Drive ° See how your page looks
Google Dive

Pending Comments All Comments

There are nc comments awaiting approval.

7. Click I’'m Done. You are returned to the page in Edit mode.

Sparks Science Drive Page
Last edited by Eric Sparks about a minute ago.

Sparks Science Drive
Google Drive

Continue the process by editing the app. You’ll specify the Google Folder Shareable Link and set View
Type. You can also choose to deactivate the app on your page.
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8. Click the Google Folder App. The app edit dialog displays.

Sparks Science Drive -
@ Cancel

Google Drive Shareable Link:
Need help getting your shareable fink? Simply browse to Share a link or a file or a folder.

[ https://drive_ google_com/folderview ?id=0B87xM7v2uyeGWER4ZJN ObFJVWc &usp=sharing ‘

View Type

List

@ oo
a con

¥ Activate on my page

9. Enter the Google Drive Sharable Link. Click the link you see above the field for additional
information.
10. Select a View Type. Click Grid or List.

11. Uncheck Activate on my page to stop the display of the app on the end-user website.
12. Click Save.

Finish by setting app options. Options are grouped into two tabs, General and Sharing.

13. Click Options. Options open on the General tab.

App Name:

Sparks Science Drive A

General Sharing

If you want, you can enter a description of your app

Description:

Sparks Google Folder App to connect with Google Drive Science folder

+| Showthe app name on my page.

Display Settings:
You can display every active record in this app on your page, or a specific number of records at a time

* Display all active app records

Display a specific number of active app records

m Cancel

14. On the General tab, you can change the App Name, add a Description or activate the Show the
app name on my page check box.
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15. On the Sharing tab, you can allow other users to place the app on their pages. They can only

place the app on their pages—they cannot edit the app.

App Name:

Sparks Science Drive

General Sharing

By default, only you can use an app you created. To share this app with others, add specific users or groups.

| Assign Group i | Assign User
! L
% HVHS - Sparks Science
Group

33 McCollin, Ivan

User

@ Cancel |

Remove

Remove

Click the Assign Group or Assign User buttons to search for and select specific users and groups

with whom you would like to share the app

16. Click Save to retain your settings. App Options close.
17. Click Save.

Sparks Science Drive

@ Cancel :

Google Drive Shareable Link:
Need help getting your shareabile link? Simply browse to Share & link or & file or a folder.

[ https://drive. google.com/folderview ?id=0B87xMTv2uyeGWER4ZJNObFIrVWe &usp=sharing

View Type
ooo .—
oo —
aan 4=
Grid List

¥l Activate on my page
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Edit a Google Folder App
Here’s how you edit a Google Folder App.

1. InSite Manager, navigate to the workspace containing the page with the app you wish to edit.

Sparks, Eric

Current Pages Common Tools Al Tools

i

Page Organize Pages Recycle Bin |
L = Photo Gallery

Here are four options for adding a PowerPoint® presentation to a page [] Forms& surveys

Files & Folders
STATUS PAGE

) About Mr. Sparks Actions w

Sparks $ D Pending Comments All Comments
- parks Science Drive

- There are no comments awaiting approval

Sparks in Space

Page Opticns
Sparks Space Library ik Total Visits
i} Copy Page

Move Page
Apollo 11 Sound Bites

5

Delete: 12
Set \iewers 10—
Science-12 Assignments : 3
& B
= Assignments Calendar Actions v (o
4=
" 2-
- InClass Projects Actions w o
L 0~
; £ g0 g s
B Apollo Project Papers Actions w %\q‘i )\\@ G«P @wb o

2. Click Actions to the right of the page and select Edit Page from the drop-down list. The page
opens in Edit mode.

Sparks Science Drive Page

Last edited by Eric Sparks about 33 minutes ago:

Sparks Science Drive

Google Drive

3. Click on the Google Folder App. The app opens.

4. You can change the Google Drive Shareable Link, the View Type, activate or deactivate the app
on your page and edit App Options.

5. Click Save.
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Remove a Google Folder App from a Page

Here’s how you delete a Google Folder App from your page.

1.

In Site Manager, navigate to the workspace containing the page with the app you wish to

remove.

Current Pages
| Organize Pages 1 Recycle Bin

Here are four options for adding a PowerPoint® prasentation to a page.

STATUS
[ rcrive ]
L remve ]
[Acrve ]
[acrve ]
[ onve ]
[ Acrve ]
[cnve ]
[ sorve ]
D

PAGE

@ About Mr. Sparks
Sparks Science Drive

= Sparks in Space
w| Sparks Space Library

5] Apollo 11 Sound Bites

m Assignments Calendar
In-Class Projects

=+ Apollo Project Papers

Science-12 Assignments

Actions v

Edit Page

Page Opticns
Get Link
Copy Page
Move Page
Delete

Set Viewers

Actions v

Actions v

Actions v

Common Tools All Tools

= Photo Gallery
[] Forms & Surveys

Files & Folders

Pending Comments All Comments

There are no comments awaiting approval.

Total Visits

Click Actions to the right of the page and select Edit Page form the drop-down list.

opens in Edit mode.

Under Actions, click Manage Apps & Layout. The page opens in Design mode.
Positon the cursor on the app you wish to remove.

Sparks Science Drive Page
Last edited by Eric Sparks about 33 minutes ago.

the name.

| add App | | Change Layout
||

Sparks Science Drive

Google Drive

You are in design mode. Organize your apps by dragging and dropping. Double-tlick the App to change

Actions

Manage Apps & Layout
Add apps or change your layout.

Page Options
Set the options for your page.

o SetViewers
S5 Limit who can view this page.

€ View Page
& g
See how your page looks
Pending Commenis All Comments

There are no comments awaiting approval.

5. Click the ® icon to remove the app from the page.
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6. Click Yes on the Confirmation dialog. The app is removed from the page and you are returned to
the page in Design mode.

Are you sure you want to remove this zpp

from the page?
@~

7. Click ’'m Done to return to the page in Edit mode.

Note that the app is removed from the page but not permanently deleted. The app is available in the
local App Manager. Click Tools in the current workspace, select App Manager and choose Google Folder
in the first column—you’ll see the app in the list in the second column.

Permanently Delete a Google Folder App

Here’s how you permanently delete a Google Folder App.

1. In Site Manager, navigate to the workspace containing the page with the app that you wish to
permanently delete.

Sparks, Eric

Current Pages Common Tools All Tools
LTS | Organize Pages | Recycle Bin |
7; A ) | = Photo Gallery
Here are four options for adding a PowerPoint® presentation to a page. [E)l Forms & Surveys
Sreie i Files & Folders
[ xemive ] @ About Mr. Sparks Actions w
; Pending Comments All Comments

[ acmve ] Sparks Science Drive Agtions w 9

|

There are no comments awaiting approval.

[ 2cmive ] ~| Sparks in Space Actions w

L1
[ acrve | | Sparks Space Library Actions ¥ Total Visits

P
[acrive ] ] Apollo 11 Sound Bites Agtions w
[ Acnve ] 7| Science-12 Assignments Actions w
[ scnve ] =) Assignments Calendar Actions w
[ acmve ] + | In-Class Projects Actions v

L1
@ | Apollo Project Papers Actions w

2. Click Tools. Workspace tools display.
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3.

4.

7.
8.

Click App Manager. App Manager displays.

Tools

Manage your section tocls and apps.

Files & Folders Forms & Surveys

Organize the files and folders used in your workspace. Create and manage forms and surveys for your section.

Approve Visitor Comments

Approve Community Editing

Approve or reject visitor comments on your apps. =l Approve or reject community edits to your apps.
App Manager Y Reports
Manage and edit the apps in your workspace. == \iew your section’s reports.

— Photo Gallery _ Minibase

ml El

LTeale and ma

age photo galleries for your section.

age minibases for your section.

In the first column, locate and click the type of the app that you wish to delete. In this instance,
the Google Folder App. All apps of this type within the current workspace display in the second
column.

App Manager

Displays all apps created in this workspace.

. 4 APP INSTANCES DETAILS
Goegle Drive

s App for Sharing (Joogle

New Sparks Science Drive

Sparks Google Folder App to connect with Google Drive
Science folder

Heading A
9708 parks Science Drive

r App to connect with

Schoolwires Heading App
Edit

Phone: 'Sparks Science Below are |

Edit App Options
Sparks S Share 4pp

Happy Vel Delete App gopar, bric

Headlines & Features Classic
App

Schoolwires Basic App

Headlines & Features App
St hoolwires Basic App

Image App

. Link Library App
Schoolwires Basic App

Lunch Menu App

Schoolwires Basic App

Locate and click the name of the app you wish to delete. The app instance is highlighted.

In the third column, click More and select Delete App from the drop-down list. A confirmation
dialog displays.

Click Yes. The app is permanently deleted from App Manager.

Click I’'m Done to exit App Manager.

If you permanently delete a page in your Section Workspace Recycle Bin that contains the only instance
of an app, that app is permanently deleted.

When you permanently delete an app, it is removed from your pages and the pages of any user with
whom you shared the app. Shared users receive an email indicating that you have deleted the app.




