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Make Things Happen!  -  Collaborative Tools for Green Team Organizing  
  
SCHEDULING TOOLS:  for Green Team meetings and/or for Volunteers of an Event 
 
 

• Doodle Poll: doodle.com  
o Use Doodle poll to find out the best time that most people are available to meet. 
o The free version has the basics of what you need but the paid version has a few more 

conveniences such as no ads and the ability to easily integrate with other programs. 
• SignUpGenius: signupgenius.com  

o Use SignUpGenius to have your group sign up for various needs.  Examples include: 
 You need volunteers to work specific shifts for an event.  Create a signup and then send 

it out for people to sign up for the shift that they would like to volunteer for. 
 You need different volunteers to handle different jobs.  Create a signup and then send it 

out for people to sign up for the job that they would like to volunteer for. 
 
 

COMMUNICATION & ORGANIZATION TOOLS: 
• Gmail / Google Apps: gmail.com 

o Create a free gmail email account (if you don’t already have one) with 15 MB of space.  You can 
pay for more space or more tools if you need to but the free version is a generous amount of 
space for the average person as well as access to tools.  Creating a gmail account gives you 
access to everything mentioned below: 

 Google Groups:  groups.google.com 
•  Google Groups is a great way to collaborate with a specific group of people. 
• You can email the group by emailing the group’s email address.  This is great 

because you don’t have to worry if you accidentally left somebody off or go 
searching to find an email address. 

 Google Drive: drive.google.com 
• Google Drive is where you can create, store, and share files that can be 

accessed virtually anywhere on multiple devices (computers, tablets, phones).   
• When you share a Google document, you can give people the following 

permissions: 
o Viewer (lowest permission): this person is able to view the document but 

not able to comment or make changes. 
o Commenter (medium permission): this person is able to view and 

comment on the document but not able to edit the document. 
o Editor (high permission): this person is able to view, comment, and edit 

the document 
o Owner (highest permission): this person is able to view, comment, edit, 

and change who the owner of the document is.  This person is typically 
the one who initiated the document. 

• How to use Google Drive: https://support.google.com/drive/answer/2424384  
 Google Docs: docs.google.com 

• Google Docs is like a Microsoft Word document that others can view and edit 
simultaneously and be accessed virtually anywhere. 

• Examples of using Google Docs include: 
o Drafting a meeting agenda 
o Drafting a report 

• Google Docs also offers templates to help you fill in your document. 
• More about Google Docs: https://www.google.com/docs/about/  

 Google Forms: forms.google.com  
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• Google Forms is great when you want to create a survey. 
• Examples of using Google Forms include: 

o Creating a survey to find out the interest of working on various projects. 
o Creating a survey to gauge the opinion of your group on a particular 

project. 
More about Google Forms: https://www.google.com/forms/abo 
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