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Quick Overview of
Google Workspace



Benefits
Why use Google Workspace?

1. Communication is kept all together enabling the 
board members and chairs to easily communicate 
and collaborate with each other

2. Central location for storing necessary information 
and to work on documents

3. Organize important documents and information 
needed by all board members and chairpeople

4. Easier accessibility without the fear of items getting 
lost in cyberspace through emails and texting



Setting Up Google 
Workspace for Nonprofits

● Eligibility requirements
● Request an account
● Wait for verification
● Activate and use Google products
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What is Available

Useful and/or frequently used 
apps
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Admin Console

Tour of the admin console
3

Questions

Questions
4



Setting Up Google Workspace1
1. Before starting the process, gather all necessary documents.

a. 501(c)(3) Determination Letter - The official IRS document that proves the PTA's 
tax-exempt status.  [https://toolkit.capta.org/finance/tax-filing/tax-exempt-status-and-letters-of-determination/]

b. EIN (Employer Identification Number) - The federal tax ID number assigned to the PTA.
c. Organization’s Legal Name and Address - The official name and address registered with the 

IRS and used for tax filings.
d. Official Contact Information - A primary contact (usually a board member) including name, 

email address, and phone number.
e. Mission Statement - A brief description of the PTA's mission and activities.
f. Website or Social Media Profile - URL for the PTA's official website or an active social media 

page (if no website is available).
g. Board of Directors Information - Names and roles of the PTA's executive board members 

(President, Treasurer, Secretary, etc.).
h. Annual Budget or Financial Statements - Recent financial statements or a copy of the 

annual budget to demonstrate the nonprofit's operational scope.
i. Proof of Address (if requested) - A bank statement or similar document to verify the 

organization’s mailing address (sometimes requested during the verification process).

https://toolkit.capta.org/finance/tax-filing/tax-exempt-status-and-letters-of-determination/
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2. Request a Google for Nonprofits Account - (Get Started)
a. Go to “Google for Nonprofits” and press the “Get Started” button
b. Follow the steps

i. If you do not already have a domain name (i.e. website name), you will be 
asked to create one.  Creating one through Google costs $12/year.

ii. If you do not already have a Google Workspace account, you can sign up for 
the 14 day trial (verification and activation usually happen between 2-14 
business days)

3. Wait for Verification - (Get Verified)
a. Google is now partnering with Goodstack.  (previously Percent and Tech Soup)
b. You will be asked to verify your eligibility.  This is where all of the documents you 

collected will be used
c. Verification takes between 2-14 days.  

4. Log into Google Workspace
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https://support.google.com/nonprofits/answer/3367631?hl=en
https://support.google.com/nonprofits/answer/12016036?sjid=16593705474226322841-NC


Useful Apps2
● Email

● File storage
● Collaboration

● Email distribution
● Collaboration

● Create and share 
online forms/ surveys

● Similar to Zoom

● Use like Microsoft 
Word

● Use like Microsoft 
Excel

● Use like Microsoft 
PowerPoint

● Instant message app



Useful Apps - 2
1. Google Drive - personal storage
2. Google Drive - shared storage



Useful Apps - 2
1. Good for communicating with different groups in your organization.

a. Set up distribution lists for your email
b. When not everyone needs the info - i.e. committees



Useful Apps - 2
1. Works similar to Zoom

a. Unlimited time for Google Workspace for Nonprofits users
b. Up to 100 people



Admin Console3
1. Admin Console

Control center of Workspace



Admin Console3
2. Users

Email control center



Admin Console3
3. User Settings



Questions
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Useful Links
Where to get Letters of Determination
https://toolkit.capta.org/finance/tax-filing/tax-exempt-status-and-letters-of
-determination/

Google Workspace for NonProfits
https://support.google.com/nonprofits/answer/3367631?hl=en

Get Verified
https://support.google.com/nonprofits/answer/3367631?hl=en&ref_topic=3247647&sjid=16593705474226322
841-NC

https://toolkit.capta.org/finance/tax-filing/tax-exempt-status-and-letters-of-determination/
https://toolkit.capta.org/finance/tax-filing/tax-exempt-status-and-letters-of-determination/
https://support.google.com/nonprofits/answer/3367631?hl=en
https://support.google.com/nonprofits/answer/3367631?hl=en&ref_topic=3247647&sjid=16593705474226322841-NC
https://support.google.com/nonprofits/answer/3367631?hl=en&ref_topic=3247647&sjid=16593705474226322841-NC


Thanks for attending!

Cayme Momita

7vp@torrancecouncilofptas.org



CREDITS: This presentation template was created 
by Slidesgo, including icons by Flaticon, 

infographics & images by Freepik.

Please keep this slide for attribution

http://bit.ly/2Tynxth
http://bit.ly/2TyoMsr
http://bit.ly/2TtBDfr

