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Joining the Chat
1. Open the email titled 

“OPFNE” space - 
Invitation to join

2. Click on 
“Open in 

Google Chat”



Joining the Chat

3. Click “Join”



You have joined the Google Chat!
It should take you to this screen.



How to Find the Google Chat after you join

If you have gmail:

Your email here

Click here to 
open Google 
Chat/Spaces



How to Find the Google Chat after you join

If you do not have gmail, you can download Google Chat to your computer.  Read all 
of the options below before you start the process.

1. Sign in to chat.google.com.

2. To install the app on your computer, try one of these methods:

● If the app isn't already installed, a pop-up window opens to download the app.

○ Tip: This pop-up window might appear shortly after you first use Google 

Chat.

● At the top right of Google Chrome, in the URL bar, click Install           and then 

Install. (Shown on next slide, #8)

● At the top right of Google Chrome, clickthe three vertical dots  “Customize and 

control Google Chrome” and then Install Google Chat. (Shown on slide #9)



How to Find the Google Chat after you join

If you do not have gmail, you can download it to your computer.

Go to: www.chat.google.com and log in there:

Click on this 
symbol         to 

download the app 
to your computer.

http://www.chat.google.com


How to Find the Google Chat after you join

If you do not have gmail, you can download it to your computer.

Go to: www.chat.google.com and log in there:

1. Click on 
these 3 dots 

2. Click on 
“Install Google 

Chat”

http://www.chat.google.com


Creating a post

You can create a post to communicate anything with the other support group 
leaders. 
This may include:

● Sharing a great online resources that your group felt was beneficial. You can 
write your message about why it was good and then put the www. Address 
into your post and it will link to that resource.  

● Sharing information about a great speaker that you had and share their 
contact information

● Sharing a great .pdf resource and write about it in a post.  (I’ll show you how to 
upload that resource in a bit)

● Posting to ask questions of other support group leaders
● Sharing information regarding an upcoming event

Any communication that you feel would be beneficial and appropriate for other 
support group leaders can be shared as a post in this group



Creating a post

Enter your question or 
information you’d like to 
share here and press 
“Enter” on your keyboard or 
the       symbol at the end of 
this line.



Creating a post

If you have a file to upload, 
you can write why you’re 
sharing it and click this 
button to upload it here. It will 
show up here in the chat and 
in the “Files” tab. 



Replying to a post
When you hover your 
cursor over the post, these 
three symbols 
show up. You can then 
reply to this post by clicking 
the middle         button. 



Replying to a post

It opens up a 
thread on 
the right side 
and you can 
reply here. 



Reading replies to a post

If a post has a reply, you 
can see it here. Click on 
the “# reply” and it will 
open up the window on the 
right so you can see all 
replies. 



Reading replies to a post

All replies 
will be 
here.



Posting a File

If you have a file to upload, 
you can write why you’re 
sharing it and click this 
button to upload it here. It will 
show up here in the chat and 
in the “Files” tab. 



Finding and Posting a File

All files posted can 
be found here. You 
can also click here 

to upload a file 
without writing a 

post about it. 



Finding a File

Click here to open 
the file. Click here to 

see any 
posts related 

to this file. 

Click here to 
download the 

file to your 
computer. 



Finding a File

Click here to add a 
file



Finding a File

Find the file you 
would like to 

upload on your 
computer and 

select it. It will then 
show up in the list 

of files



Other Resources
This information can be found under the 
Support Group Leaders Tab at 
ohParkinson.com  or directly at 
https://www.ohparkinson.com/message-
board/ 

Video Tutorial: 
https://youtu.be/ltg0S7HeqTs?t=165
(It will intentionally start you at 2:45)

Please reach out to Amy Larocca at: 
amy@polarisspeech.com or 330.227.4656 with 
any questions. 

http://www.ohparkinson.com
https://www.ohparkinson.com/message-board/
https://www.ohparkinson.com/message-board/
https://youtu.be/ltg0S7HeqTs?t=165
mailto:amy@polarisspeech.com

