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Introduction

When considering software solutions, include tools your library already uses:

● How might they be customized to meet the library’s needs?

● Time spent customizing vs. time spent learning new software



Google Apps

What they are

● Cloud-based suite of office productivity 
applications

● Contain many of the same features as 
Microsoft Office products (e.g. email, 
calendar, documents, spreadsheets, etc.)

Why they’re useful

● Instant collaboration across distance

● Free for personal use!
○ Additional features (and cost) for 

organization-wide suite

● Auto-save progress



Google Apps
● Cost for office suite (G Suite)

● Privacy concerns

● Security concerns

● Learning curveDrawbacks



Primary Apps



Gmail

What it is

● Google’s email service that can be 
accessed both through browsers and 
third-party applications

Why it’s useful

● Integrated into Google’s other 
applications, such as Google Calendar

● Host video and text chats

● Syncs across multiple devices

● Add-ons from Google and third party 
developers allow further customization



Email Templates

What they are

● Add-on to Gmail that allows pre-written 
text to be loaded when composing emails

● Text can be saved, altered, loaded and 
deleted from the ‘compose email’ window

Why they’re useful

● More employees can answer common 
questions

● Pre-written answers saved in one place 
within Gmail



Enable Email Templates

1. From your Gmail Inbox, click the gear icon
2. Select “Settings” from the drop-down menu
3. From the Settings menu, click “Advanced”
4. Enable Canned Responses (Templates)



Create an Email 
Template

1. Compose a new email

2. Click the “More options” icon 
next to the trash bin (arrow in 
old Inbox, vertical dots in new 
Gmail)

3. Hover over “Canned responses”

4. Select “New canned response…”

5. Name the template



Import an Email 
Template

1. Compose a new email

2. Click the “More options” icon 
next to the trash bin (arrow in 
old Inbox, vertical dots in new 
Gmail)

3. Hover over “Canned responses”

4. Select one of your saved 
responses from the “Insert” list



Google Forms

What it is

● Web form that can be used for data entry, 
surveys, quizzes, or any other use that a 
web form might serve (e.g. contact form)

Why it’s useful

● Can be emailed, linked, and/or embedded 
in a web page

● Links to Google Sheets

● Reduces data entry errors

● Supports skip logic



Google Forms

● 1 or multiple sections (i.e. pages)

● Can embed images and videos

● Variety of question types

● Response validation for open-ended 
question types

● Can require a response to submit

● Can limit to 1 response per person
○ Requires respondents to sign in

Options



Add a question, title and description, image, video, or section



Select a question type



Select response destination (i.e. Google Sheet)



Share form via email, link, embedded code, or social media



Carter, S. & Ambrosi, T. (2011). How to build 
a desk statistics tracker in less than an hour 
using Forms in Google Docs. Computers in 
Libraries, 31(8), 12-16.



Google Sheets

What it is

● Spreadsheet with options for added 
functionality

● Contains many of the same features as 
Microsoft Excel

Why it’s useful

● Functions reduce error

● Conditional formatting increases usability

● Macros reduce repetitive tasks

● Add-ons increase functionality

● Built-in Script editor



Functions

Task

● Add or subtract numerical data

● Add up qualitative data

● Add up data based on criteria

● Extract text from cell

● Replace text in a cell

● Return TRUE value of logical expression

Function

=SUM( )

=COUNTA( )

=SUMIF( ) or =COUNTIF( )

=REGEXEXTRACT( )

=REGEXREPLACE( )

=IF( )



Access Google Sheets function list



Conditional Formatting

Task

● Format a single cell

● Format all cells in a selected range

● Format row based on a cell in column B

● Format column based on a cell in row 2

Formula

No formula needed (use built-in options)

No formula needed

=$B1=” ”

=A$2=” ”



Enhance conditional formatting using custom formula 



Macros

What it is

● Method of letting you record, edit, and 
import specific UI interactions

Why it’s useful

● Does not require coding skills to use

● Allows users to complete common, 
repetitive UI interactions much faster



Record and save a new macro



Google Sheets 
Macros

● Can only be used within Google 
Sheets

● Macros are bound to specific 
sheets

● Cannot be included in Apps 
Scripts Libraries

● Macros cannot be distributed 
using a Sheets add-on

Drawbacks



Intermediate Apps



Google Analytics

What it is

“Google Analytics is a widely used, free web 
analytics tool that collects, analyzes, and reports 

website traffic data.”

- Farney, T. & McHale, N. (2013)

Why it’s useful

Determine:

● WHAT content your users access

● From WHERE

● Using WHICH devices / browsers

● For HOW long



Google 
Analytics

● Aggregates user data so that 
no individual user behaviour 
can be tracked

● Choose your data retention 
period

○ Minimum: 14 months
○ Maximum: never expire

Privacy



View Reports

● Real-time
● Audience
● Acquisition
● Behaviour
● Conversions



Farney, T., & McHale, N. (2013). Maximizing 
Google Analytics: Six high-impact practices. 
Library Technology Reports, 49(4), 1-44. 
http://dx.doi.org/10.5860/ltr.49n4



Google Analytics Add-On

What it is

● Google Sheets add-on that links to your 
Google Analytics accounts

Why it’s useful

● Customized reports

● Automatic scheduling

● Data back-ups



Create a new Google Analytics report



Run Google Analytics reports



Schedule hourly, daily, weekly, or monthly Google Analytics reports



Google Apps Script

What it is

“Google Apps Script is a JavaScript cloud 
scripting language that provides easy ways to 
automate tasks across Google products and 

third party services and build web applications”

https://www.google.com/script/start/

Why it’s useful

● Increased functionality to Google Apps

● Automate tasks

● Reduce errors

● Customization

● Easy to understand for new and 
intermediate coders

https://www.google.com/script/start/


Access Apps Script



Google Apps Script editor



Built-in triggers run scripts based on user actions or date / time



Custom menu items run scripts when selected by user



Apps Script

● Requires coding knowledge

● Versioning of script is subject 
to changes by Google
○ These changes may break 

previously working code

● Maximum execution time is 
limited

● Not as functional as the most 
recent version of JavaScript

Drawbacks



Google Sites

What it is

● Simple content management system 
(CMS)

Why it’s useful

● Create websites without coding

● Drag-and-drop interface

● Responsive design (i.e. mobile-friendly)

● Embed Google Apps

● Choose who can access / view / edit



Insert text, images, embedded code, Drive files, etc. Choose a pre-built page layout and theme.



Preview, link, share, publish, and more.



Google Sites

● Can only edit in Chrome or 
Firefox browser

● Cannot edit while on mobile 
devices

● Older versions of sites not 
supported
○ Users need to migrate Old sites to 

New Google Sites

Drawbacks



Old Google Sites



Key Takeaways



1. In the search for technology 
solutions, don’t overlook the tools 

your library might already use



2. Managers should encourage library 
staff to experiment with and learn 

how tools can be customized



3. Don’t be intimidated by unfamiliar
(or even familiar) technology!



Questions?



Thank You!
Laura Gerlitz
gerlitz@ualberta.ca

Sam Hamilton
sam.hamilton@epl.ca



Resources
https://sites.google.com/ualberta.ca/automation-is-here/home

https://sites.google.com/ualberta.ca/automation-is-here/home

