INTERNATIONAL

CITIES OF PEACE

NOW... to Setup Your ICP
Collaborative Workspace

As a Valued Liaison or Facilitator for
International Cities of Peace, you received an
Invitation to join the ICP Collaborative
Workspace.

Google
Workspace
ME & 0

Now you can connect with people around the
world, access tools, learn new skills, upload to
shared storage, and utilize all the great Google
creative Apps, such as Docs, Forms, Sheets,
Slides, Calendar, and more -- all in a secure and
globally collaborative environment.
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If you have questions, go to our Frequently Asked
Question web page:

https://www.internationalcitiesofpeace.org/workspace-faq/
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Here's How to Get Started!

e Ask to Join, if you haven't already:
info@icpworkspace.org
* Receive your Invitation by email. Click on the
"Sign In" button.

Google Workspace

Welcome to your new Google Account for
Cities of Peace, Inc.

Hello ,
You have a new Google Account with the Cities of Peace, Inc. organization.

Sign in to your Google Account to access the Google services your organization
provides. If your organization has Google Workspace, Google services may include
business-grade versions of Google Drive, Gmail, and other Google services you
can use to collaborate with your team.

Your username: test1 @icpworkspace.org

Password: Click Sign in below to set your password and sign in. To keep your
account secure, follow these password guidelines.
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e You can use your standard Browser (Firefox,
Safari, etc.) or use Chrome from Google.
Definitely your choice.

eceoco

* You will probably be requested to Sign In as well
as Accept Terms of Service. Choose a password
you can remember (and write down) and also one
that is strong and secure.

Google

Change password

Learn more about choosin g asma rt password

@

Create a new, strong password that you
don't use for other websites.

Create password

Confirm password

Change password
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* You can "Accept" the terms and get started.

Google

Welcome to your new account

Welcome to your new account: test.one@internationalcitiesofpeace.org. Your account is compatible with
many Google services, but your internationalcitiesofpeace.org administrator decides which services you
may access using your account. For tips about using your new account, visit the Google Help Center.

When you use Google services, your domain administrator will have access to your
test.one@internationalcitiesofpeace.org account information, including any data you store with this
account in Google services. You can learn more here, or by consulting your organization's privacy policy,
if one exists. You can choose to maintain a separate account for your personal use of any Google
services, including email. If you have multiple Google accounts, you can manage which account you use
with Google services and switch between them whenever you choose. Your username and profile
picture can help you ensure that you're using the intended account.

If your organization provides you access to the Google Workspace core services, your use of those
services is governed by your organization's Google Workspace agreement. Any other Google services
your administrator enables ("Additional Services") are available to you under the Google Terms of
Service and the Google Privacy Policy. Certain Additional Services may also have service-specific
terms. Your use of any services your administrator allows you to access constitutes acceptance of
applicable service-specific terms.

Click "Accept" below to indicate that you understand this description of how your
test.one@internationalcitiesofpeace.org account works and agree to the Google Terms of Service and
the Google Privacy Policy.

Accept

e The email we sent you to join
(firstname.lastname@icpworkspace.org) will be
available to those others our private ICP
Workspace in order to encourage collaboration
and information flow. You can connect to leaders
around the globe!
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Now you'll come to your personal Home screen
Dashboard with all the tools and connectivity
resources available:

PN Dashboard Q@ sl O K1)

Google Workspace services are managed by your administrator.

Your apps Help

E B B ®

Calendar Classroom Contacts Currents

Docs Drive and Docs Forms Gmail
Google Chat and classic Han... Google Hangouts Groups for Business Jamboard

© 2021, Cities of Peace, Inc. 111821-01 6
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e Go to "Settings" to choose your language and

time zone.

WED

< Settings

General ~

Language and region
Time zone

World clock

Event settings
Notification settings
View options

Events from Gmail
Working Hours

Main work location
Keyboard shortcuts

Offline

Add calendar v

Import & export

Q @ & Week ~

THU

3
©

Settings SAT

Trash 7

Density and color

Print _

Get add-ons

Language and region

Language

English (US)

Country
United States

Date format

12/31/2021

Time format

1:00pm

Time zone
D Display secondary time zone

Primary time zone Label
-

(GMT-04:00) Eastern Time - New York

Secondary time zone - Label

Not selected
Ask to update my primary time zone to current location

Learn more about how Google Calendar works across time zones
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* Click on your "account name circle" where you
can personalize your Workspace page with
colors and other options

* g~
{ -: 0
. )

This account is managed by icpworkspace.org. Learn more

@

Test 1

test1@icpworkspace.org

Manage your Google Account

&% Add another account

Sign out

e IMPORTANT! Click on the "Nine-Dot Square
Icon" to access your ICP Workspace Tools and
Resources.

L i)
eee oA
s
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e There are many, many Tools and Resources
available. Click on the Square Nine-Dot Icon at
the top right of your Home Page.

G Dashboard X - ([~}
& workspace.google.com/u/0/dashboard?pli=1 ~ @
12! Apps G Dashboard Reading List

9 Dashboard Q

o
: E2HO
:

Google Workspace services are managed by your administrator.

Your apps

Help

o = 8

Calendar Classroom Contacts Currents

B & B

Docs Drive and Docs Forms Gmail

M

9
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Connect with your teammates wherever they are

M E =

Gmail Calendar Chat
Custom business email Shared calendars Messaging for teams
Meet Voice
Video and voice Enterprise-grade voice
conferencing solution

Create everything you need to bring your project to life

E E )

Docs Sheets Slides
Word processing Spreadsheets Presentation builder
a a ;
Forms Sites Keep
Survey builder Website builder Capture ideas and keep
organized
. ¥ Fo
Jamboard Google Apps Script 3 Add-ons 2
A collaborative, digital ~ Optimize how you work Build and use Google
whiteboard Workspace extensions

Control and access files and data securely and easily

A o

Drive Cloud Search Mobile
Cloud storage Smart search across Work securely from mobile
Google Workspace devices

Vault @
Retain, archive, and
search data

© 2021, Cities of Peace, Inc. 111821-01
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* Your ICPworkspace.org email will not work in
most situations, other than logging into the
Workspace.

[YourGiveNname].[YourSurname] @ICPworkspace.org

You can setup your own personal Gmail address
but it will not be an ICP address but rather a
"email.com" address.

- # mail.google.com/mail/u/0/?tab=cm#inbox ® W ° :
= M Gmail Q. Search all conversations = ® Active ~ @ &3 i ‘ ,I G
~ Mail / D - c E 1-20f 2 < 7 E
J Inbo 2
Yy Starred . .
Get started with Gmail X
® Snooze d
B> Sent :
Customize your » ) Enable desktop
[ Drafts @ inbox 4 St asignatire a notifications @
v
~ Chat +
Gmail Team Get the official Gmail app - Get the official Gmail a... Aug 5
Gmail Team Tips for using your new inbox - Welcome to your in... Aug 5
+
No versatior
Start a chat
~ Rooms +
Program Policies Last account activity: 11 minutes ago
0 GB of 30 GB used B Powered by Google Details

Create or find a room

» Meet
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e You also have a personal Calendar. Click on the 9-
dot icon and open your Calendar.

= E Calendar Today ¢ > September 2021 Q @ @ Momh ~ i ‘—'O

...........

aaaaaaaaaaaa

cccccccccccccccc

* You can also view the Official ICP Workspace
Calendar on our website:

https://www.internationalcitiesofpeace.org/about/icp-
central-calendar/

ICP CALENDAR SEARCH

o TRANSLATE:

Official ICP Workspace Calendar .

[Today) (I B30 August 2021 - SPrint Week Month Agenda ¥ EEEESEE
Sun

Wed Thu Fri Sat ] s =
* 8 ¢ % e 5
> Bl FI=NC oL ES

329 Azcapotza|

EElIEECES

TN Tl WY [l

EHDe T EaEE=

330.5anta Ade ST=E TS = T |
O 1 e

TN TS T B t==ll |

- = N e O

Beta Invitatior| EECLE=EE~

I e BE T B

Select Language v

pppppppppppp PEACEBUILDING NOW

NOTE: BE SURE TO BOOKMARK THIS PAGE TO SEE THE
OFFICIAL ICP WORKSPACE CALENDAR EACH TIME!
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* As a bonus, you have 30GB of "Drive" Storage
for keeping important documents, photos,
TeamBoards, and Action Plans. The 30 GB for
your use is free but you can buy more from your
own resources.

@ drive.google.com/drive/my-drive W o :

L Drive Q_  Searchin Drive ax @ @ s ‘ ] 0

My Drive ~ = -

I— New Y @ E
Priority

» [8] wmyori o

A place for all of your files

Google Docs, Sheets, Slides, and more NSTas0 Teincpiiasanaiundincs @
o) more +
- = DB @
ecen

f{ Starred ; - - =
You can drag files or folders right into Drive

e The "Shared Drive" option allows you to access
ICP documents and other essential tools and
information. You can also create a Shared Drive.

Shared drives
New

Priority
3 @ My Drive

v |22|  Shared drives

A place for teamwork

Use shared drives to organize, store, and collaborate on files

)} it
2  Shared with me Create a shared drive
@ Recent
How to use shared drives on your team [
¢  Starred
]E Trash
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e JOIN A GROUP! Ask to Join the group that
focuses on your Continent: Africa, Europe, Asia,
South or North America, or Oceania.

& - (C & groups.google.com/all-groups?hl=en W 0 :
o . . e g S
= A2 Groups « e = EHO
l— Create group All groups 1-9 of about12 < >
Groups P Member Count Activit
& My groups N B ’
(®©  Recent groups Facilitators .
& facilitators@internationalcitiesofpeace.org = = :
f Al groups Working Board of Director members and persons responsibl...
& Favorite groups ICP Africa
g, icp.teams.africa@internationalcitiesofpeace.org X = :
ICP Peace Team Action Plans, Africa
Yr Starred conversations

ICP Asia

g, icp.asia@internationalcitiesofpeace.org Rl iemberships for this group are hidden :

Asian Cities of Peace Action Plans

ICP Europe
g, icp.europe@internationalcitiesofpeace.org =
European Cities of Peace Action Plans

ICP North America None in the past 30

g, icp.teams.na@internationalcitiesofpeace.org 2 members days :
North American Cities of Peace Action Plans Last post: Jun 29
ICP Oceania

g, Icp.oceania@internationalcitiesofpeace.org - ™
Oceania Cities of Peace Action Plans

ICP South America

& icp.teams.sa@internationalcitiesofpeace.org = =
South and Central American Cities of Peace Action Plans

Sponsors
g, Sponsors@internationalcitiesofpeace.org ™
This is a private window for potential supporters. Privacy rul...

o | IR T IR R~ I A B T e A oo Al bbbtk |

Working Board of Director members and persons responsibl...

ICP Africa

B icp.teams.africa@internationalcitiesofpeace.org = =
ICP Peace Team Action Plans, Africa

.

ICP Asia -]  Asktojoin group
B icp.asia@internationalcitiesofpeace.org ™ :

Asian Cities of Peace Action Plans Y& Favorite group

ICP Europe .
B icp.europe@internationalcitiesofpeace.org - ~ :

European Cities of Peace Action Plans

cmem e .8 e . NAana in tha nast 2N

Ask to join ICP Africa

Link to my Google account profile (D

SUBSCRIPTION

Every new message

Subscribe me to email updates when | post to
a conversation

Reason for joining

| am a Liaison for a City of Peace
in Africa.

Cancel Asktojoin

© 2021, Cities of Peace, Inc. 111821-01
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* You can start a "Chat" for communicating with
others. You can also schedule a "Meet" for video

conferencing.

< > C @ mail.google.com/chat/u/0/#chat/welcome
= P Chat

~ Chat -4

[

No conversations Find and start chats

Start a chat

Find your current conversations and start

~ Rooms +

& 2 C # meet.google.com/?hs=197&pli=1&authuser=0

L Google Meet

Secure video conferencing
for everyone

Connect, collaborate, and celebrate from anywhere with
Google Meet

New meeting ‘ B Enter a code or nickname

Learn more about Google Meet

new ones here

Next

No conversation selected

8:00AM-Fri,Augé @ [0 &

- @

Get a link you can share

Click New meeting to get a link you can send to
people you want to meet with
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e Add contacts for your personal "Contact" list.

y @ contacts.google.com/?hl=en

= eContacts Q. Search ® ®

|— Create contact

& Contacts
4D Frequently contacted

# Directory

¥ Merge & fix

2, Import
No contacts yet

2 Create contact 2, Import contacts

#  Print

e Join a "Classroom Training Class" by entering the
Class Code available from teachers in the Shared
Drive information area.

@ classroom.google.com/h

X Join class

You're currently signed in as

® Test 1 .
. test1@icpworkspace.org Switch account

Class code
Ask your teacher for the class code, then enter it here.

Class code

To sign in with a class code

» Use an authorized account
» Use a class code with 5-7 letters or numbers, and no spaces or symbols

If you have trouble joining the class, go to the Help Center article
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e MOST IMPORTANTLY! Use the Action Plan
Template in your Shared Drive space "All
Liaisons" to write your Plan. The reason to use
the Template is that it uses less drive storage
space. Just fill in the blanks, name your Plan with
your City Name, then Save.

1 A e -
LA OO

ICP Action Plan

|
|
s
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e Once your Action Plan is complete upload it too
the Group Shared Drive and share it with your
Continent's Group. The Action Plan can be

accessed
who will
you deve

by sponsors, Facilitators, and experts
pe interested and supportive in helping

op an effective Action Plan.

New shared drive

City,State/Province.Country

CANCEL CREATE

e Example of how to Share a Folder within the

Shared Drive Space.

Share a folder?

Q test1@icpworkspace.org is requesting access to the following folder:

B Enterprisewide

Open sharing settings

© 2021, Cities of Peace, Inc. 111821-01
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 Many, many other Tools and Resources are
available! Explore. Try each one to see if they
will add to your productivity and collaborate.
work for local/global peace.

Google About Products Commitments Stories The Keyword

products

For all A
A Android Auto Android OS androidtv  Android TV |31 Calendar
@ & Cardboard 2] Chrome Chiine ‘Q Chromebook
- C o Enterprise
— #  Connected e O Digital
- h t t
2.l Chromecas &F Home Contacts ¥ Wellbeing
. o2  Exposure
h N @
a Bocs L Drive ~ Eart °!' Notifications
Google About Products Commitments Stories The Keyword
#™  Google Q
0 Google Tasks a Weorkspace Hangouts Keep
7 Maps ) Measure o Messages @ News
@ PhotoScan s Pixel G Pixel Buds 3 Pixelbook
N Scholar S Search E Sheets B Sites
Slides v Snapseed €' Stadia [ ) TittBrush
= Trusted
@ Translate ﬁ Travel e c Voice
Contacts
e Wear OS by a .
W ® YouT YouT K
@ aze \ Google u ouTube ouTube Kids
@ YouTube Music u YouTube TV v@ YouTube VR

© 2021, Cities of Peace, Inc. 111821-01 19



International Cities of Peace: ICP Workspace Set-Up

Now You Are in Collaboration with the
International Cities of Peace Global Peace
Community!

e Explore how more Google's Creativity Apps can
make your peace efforts productive.

e Contact other Liaisons on your Continent and
beyond.

e Learn from Google Classroom and training
classes.

e Upload your Action Plan to get input and
Improvements.

e Receive a Recommendation on your ICP Action
Plan and programs.

e Increase your volunteer base with special
outreach tools and resources.

e Interest outside supporters, donors, and granting
organizations who will have access through a
special secure and private portal.

® Build ICP Teams in your area and around the
globe

* More great resources to come!

Never doubt that a small group of thoughtful,
committed citizens can change the world. Indeed, it is
the only thing that ever has.”
~ Anthropologist Margaret Mead
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If questions, please go to the FAQ
(Frequently Asked Questions) page on the
ICP website:

https://www.internationalcitiesofpeace.org/workspace-fag/

International Cities of Peace

A Vision for Global Community

Home About v Cities Listing v Programs v Contac

INTERNATIONAL
WORKSPACE FAQ CITIES OF PEACE

ICP WORKSPACE FAQ

The ICP Collaborative Workspace is for Liaisons of member Cities of Peace to join and utilize the many tools and resources
available to International Cities of Peace. If you are not a Liaison for a City of Peace, you will not be able to join (You can always
establish your community as a City of Peace, then join). For those who are in good standing with the ICP Workspace, please use

the following form to send your questions. Follow-up answers and instructions are listed below the form. Thank you for your efforts

toward peace!

© 2021, Cities of Peace, Inc. 111821-01

21



International Cities of Peace: ICP Workspace Set-Up

Build your Peace Team;
Develop an Action Plan;
Get Peace done!

Google Workspace for International Cities of Peace
is free and highly recommended for all City of
Peace Liaisons. Join, access, meet, build, share,
collaborate, and inspire others.

ICP TRAINING PACKAGES!

e Peace Team Training package: Build a Strong
and Effective ICP Peace Team

o Action Plan Training package: Develop a
Transformative ICP Action Plan

e Teamwork Training package: Achieve Greater
Success with ICP Agile Teamwork.

e Current Classroom Training on the Workspace
a. Sustainable Development Goals
b. Master the Golden Rule

If you are not already a part, request to JOIN ICP
Google Workspace!

Questions or Requests? Send an email to:

info@ICPworkspace.org
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REMEMBER TO BOOKMARK THE ICP
WORKSPACE PAGE!

Bookmark the login page you received in
the first Invitation email. Or, if you did not
bookmark that page, go to the sign-in page
and choose an account -- your account is
your @ICPworkspace email address. Here's

the URL to put in the URL address bar of
your browser:

https://workspace.google.com/u/2/dashboard

YOU CAN ALSO RESET YOUR PASSWORD

To reset your passwords without contacting an
administrator — make sure you add a recovery phone
number or email address to your account when in the

Workspace. Then you can receive recovery instructions
by voice, text message, or email. Reset your password
by entering your Google Account address and following
automated instructions.

Have Fun, Do good!

®
INTERNATIONAL

CITIES OF PEACE
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