
 

 

 

 

 

 

Digital Tool - Google Keep 

How to use Google Keep in teaching adults with learning 

difficulties 
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Google Keep 

 

Overview 

Google Keep is a notebook application that allows you to create these notes in many 

different ways. Notes in Google Keep can contain simple text, lists, images, audio 

content or all together. Notes can be customized with different colors and different 

backgrounds. You can set reminders. Google Keep is integrated into the Google 

infrastructure and can be accessed from any type of device that has internet access 

and a Google account. The app allows sharing notes with other people. 

 

Learning Objectives 

The learning objective of this tool is to develop personal organization skills.  So this 

tool helps people who use it to manage daily tasks, organize their ideas and 

remember information that is important to them, which is useful for people with 

learning difficulties who need clear and organized structures. 

 

Skills Developed 

● Personal organization skills 

● Time management  

● Collaboration and teamwork 

 

Key features 

● Accessibility 

○ Google Keep can be used both online on the web and offline in the app. 

The app can be downloaded on Android and iOS. It has a simple 

interface and is easy to use even for beginners. The information 

synchronizes which allows you to access notes from multiple devices at 

the same time. 

● Multimedia elements 

○ The tool lets you attach images to notes or create audio notes. 
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● Interactivity 

○ Notes can be shared with other users and edited by multiple users at 

the same time. Also, comments can be left on notes. 

● Personalization 

○ Notes can be personalized with different colors and backgrounds. 

 

Instructions/ Integration 

Sign in to google keep 

To log in to Google Keep you need to log in with your Google account. If you don't 

have a Google account you need to create one, if you already have one you need 

to enter your email address and password or confirm on your device that you 

want to access the site.
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Familiarize yourself with the interface  

Once you are logged in, get acquainted with the interface and the main 

categories. These are: Notes, Reminders, Tasks, edit labels, Archive, Trash. 

 

 

Create your first note 

To create the note you need to start typing in the middle line of the screen where 

it says „take a note„. You can title it and write something. 
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Customize the note and add audio-visual content 

In the bottom bar, below the note text, you'll find tools for customizing the note 

and adding audio-visual content.

 

 

See more 

Click on the three dots in the toolbar and explore your options.

 

Create a reminder or task  

In the main panel scroll down and click on reminder/task. There similar to the first 

note you can start typing, but for the reminder you can also set a time when you 

will be notified about this topic. 
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Collaborate 

In order to collaborate with someone, you need to give them access to the note, 

for this in the note you want select the second tool which is called collaborator and 

give access to the person you want to work with by email. 
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Export 

Google Keep allows you to save your notes on Google Drive. For this in the toolbar 

select three dots where the option to save to drive will appear. 

 

 

 

Assessment and feedback 

Google Keep does not offer traditional methods of assessment and feedback, but it 

can still be used as a learning tool because of its sharing function. The teacher can 

view notes or lists made by the student, leave comments, or edit content directly. 

 

 

Technical requirements 

Google Keep works on PCs and Macs, smartphones (Android and iOS), and tablets. 

An Internet connection is required to synchronize information in the cloud, but the 

app can be used without the internet. 
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Useful resources 

● User tutorials on Youtube 

● Google keep help center  

● Online communities and blogs 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 
 
 

9 

 

GUIDE: Facilitating Training of Adults with Learning Difficulties for 

Professional Development 

 

Project no.: 2023-1-IT02-KA220-ADU-000160459 

 

 

 

 

 

 

 

 

The work is licensed under Creative Commons CC 1.0 DEED 

 

 

Funded by the European Union. Views and opinions expressed are, however, those of the author(s) only and 

do not necessarily reflect those of the European Union or the European Education and Culture Executive 

Agency (EACEA). Neither the European Union nor EACEA can be held responsible for them. 

https://creativecommons.org/publicdomain/zero/1.0/deed.en

