
10 Amazing Google 
Productivity Tips For Teachers



Hello!
I AM MJ LINANE

I am an award-winning teacher, blogger and founder of Guildway. I was the 
Recipient of MassCUE 2015 EdTech Pathfinder Award. I am also a published 
writer on Edsurge and Smarter Schools. 

My real passion is designing awesome online courses and lessons. To do that, I 
need to say productive. There is simply too much to do with not enough time to 
do it! 

I want to share with you these tips to help you get done what is most important 
to you.

Stay productive my friends!

MJ

https://guildway.com


Overview
Google Apps are incredibly powerful tools to help teachers 
and students to be more productive. All of it was designed to 
help make work easier. From collaboration, to sharing, to the 
way it syncs between tools. 

It is easy to use and intuitive. Yet, teacher and students are 
probably not using Google Apps to maximize their 
productivity. There is a ton that Google Apps has to offer if 
you know what to look for. Here are 10 tips to boost your 
productivity.



TIP #1 GMAIL AND BOOMERANG

I use Google Mail [Gmail] for my 
professional and personal life. It is very 
reliable and efficient, it helps me keep on 
top of all my messages. Use the extension 
Boomerang and you can schedule your 
emails to send at any time.



TIP #2 GMAIL & CANNED RESPONSES

Like before, Gmail is a productivity dream. 
Even better when you can template the 
emails you send so often. Use the Canned 
Responses in the Labs to template the 
emails you send so often.



TIP #3 GMAIL & YOUR HABITS

Gmail is awesome for productivity but email 
usually isn’t. How do you know your own 
bad email habits? Sign up for the free 
service called Gmail Meter. It sends you a 
monthly analytics and statistics report. Bad 
habit insight is gold.



TIP #4 GOOGLE CALENDAR & INVITATIONS

Ever schedule a meeting on your calendar 
and then have to email others asking if they 
could attend? Use the Add Guest feature to 
instantly send an invite.



TIP #5 GOOGLE CALENDAR & REMINDERS

One of the worst things is when you are 
super productive and organized but miss a 
meeting because you forgot about it. When 
you setup an appointment, make sure you 
set up the customizable reminder for it as 
well!



TIP #6 GOOGLE DOCS & DRAFTBACK

Ever wonder how you could write faster? I 
love writing but I still want to be faster. Use 
the add-on Draftback and you will watch 
yourself write. It is a bit spooky by well 
worth it to find out what is slowing you 
down.



TIP #7 GOOGLE DRIVE & QUICK FIND

A simple tip but one that can help your drive 
stay organized. When you add in folders to 
your drive, there are two ways to quickly get to 
your most used folders/files. Add a “.” to the 
front of your folder/file name and when sorted 
alphabetically, it will appear at the top of the 
list. You can Star it and it will appear in the 
Starred reference list.



TIP #8 GOOGLE DRIVE & ORGANIZATION

Keeping your files organized and consistent 
will definitely boost your productivity. 
Fastest way to achieve this? Customize the 
color of your folders. Gray is so dull but 
grouping like folders by color will help you 
when you need to quickly find them. For 
instance, all of my folders dealing with 
teaching are one color: red.



TIP #9 GOOGLE DOCS & QUICK FILING

When you create a new file, your mind is on 
the task you need to complete. Filing it is 
usually an afterthought but take the extra 
minute to do this without ever leaving the 
doc. At the top, rename your “Untitled 
Document” and click on the folder next to it 
to file it away right there!



TIP #10 SHARE YOUR STUFF ONCE

When working with Google files, think about what 
you want it to do. If it is meant to be shared with a 
lot of people don’t start typing all of their names & 
emails into the invitation bar one at a time. That 
will take forever. And you don’t have forever. Next 
time, click on the button in the top right labeled 
Get Sharable Link. Customize the setting and then 
share that link with whoever you want to view/edit 
the file. Sharing done. Once.



HAPPY 
PRODUCTIVITY!

Thanks for checking out the 10 ways Google 
can make you more productive!

NEED MORE?

To See More Productivity Tips CLICK HERE!

https://guildway.com/category/productivity/


THANKS!
Any questions?

You can find me at:
T: @LinaneJr
E: Mj@guildway.com
W: Guildway.com

https://twitter.com/linanejr
mailto:mj@guildway.com
https://guildway.com/
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