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Kata Pengantar 

Segala puji bagi Allah SWT atas rahmat-NYA yang melimpah. Atas terselesaikannya 

kegiatan PPM di SMK Muhammadiyah 2 Sleman. Laporan ini dibuat untuk memenuhi 

persyaratan matakuliah Kerja Praktek di Program Studi Teknik Informatika, Fakultas Teknologi 

Industri, Universitas Ahmad Dahlan. Yang bertujuan untuk melaporkan segala sesuatu yang 

berkaitan dengan kegiatan PPM di SMK Muhammadiyah 2 Sleman.  

Alhamdulillah program kegiatan pengabdian kepada masyarakat (PPM) berupa 

Pelatihan Aplikasi Perkantoran Menggunakan Aplikasi Google (Gmail, GDrive, GCalendar, 

GForm) dapat terlaksana dengan baik. Salah satu bentuk pertanggungjawaban atas kegiatan ini 

adalah terselesaikannya laporan pelaksanaan KP yang sudah dilaksanakan di SMK 

Muhammadiyah 2 Sleman. 

Terlaksananya kegiatan kerja praktek (KP) ini tidak lepas dari bantuan dan keterlibatan 

beberapa pihak. Kami selaku pelaksana kegiatan ini mengucapkan banyak terima kasih kepada : 

1. Adhi Prahara, S.Si., M.Cs. selaku dosen pembimbing KP di Universitas Ahmad Dahlan 

kami yang sudah membimbing kami dari awal sampai akhir, sehingga kegiatan ini dapat 

terlaksana dengan baik. 

2. Agus Aktawan, S.T., M.Eng. selaku dosen pembimbing lapangan. 

3. Kepala Sekolah SMK Muhammadiyah 2 Sleman beserta staf yang telah memberikan 

tempat dan fasilitas dalam penyelenggaraan kegiatan. 

4. Para peserta yang telah ikut berpartisipasi dengan aktif dalam kegiatan pelatihan. 

Laporan KP ini masih banyak kekurangan. Kami sangat berterima kasih kepada para 

pembaca dan pemerhati kegiatan KP semoga dapat memberikan saran dan masukan demi  

lengkapnya laporan ini. Mudah-mudahan laporan ini bisa memberikan manfaat bagi yang 

membacanya. 

 

  

 

 

 

 

 



4 
 

Daftar Isi 

LAPORAN KERJA PRAKTEK ............................................................................................................. 1 

Kata Pengantar ............................................................................................................................... 3 

Daftar Isi ......................................................................................................................................... 4 

Daftar Gambar ................................................................................................................................ 6 

Daftar Table .................................................................................................................................... 7 

BAB I ................................................................................................................................................ 8 

Pendahuluan ................................................................................................................................... 8 

A. Latar belakang Kegiatan PPM .............................................................................................. 8 

B. Urgensi Kegiatan PPM .......................................................................................................... 8 

Tujuan Kegiatan Pengabdian ......................................................................................................... 9 

Sasaran dan Manfaat Kegiatan PPM ........................................................................................... 10 

A. Sasaran ............................................................................................................................... 10 

B. Manfaat .............................................................................................................................. 10 

Bab VI ............................................................................................................................................ 11 

Pelaksanaan Kegiatan PPM .......................................................................................................... 11 

Bab V ............................................................................................................................................. 12 

Metode yang Diterapkan ............................................................................................................. 12 

Bab VI ............................................................................................................................................ 13 

Kendala Pelaksanaan PPM ........................................................................................................... 13 

Bab VII ........................................................................................................................................... 14 

Kesimpulan dan Saran .................................................................................................................. 14 

Daftar Pustaka .............................................................................................................................. 15 

Lampiran ....................................................................................................................................... 16 

I. Surat Permohonan PPM ........................................................................................................ 16 

II. Surat Ucapan Terimakasih ..................................................................................................... 17 

III. Sertifikat ............................................................................................................................. 18 

IV. Presensi peserta, dosen dan mahasiswa ........................................................................... 19 

V. Materi PPM ............................................................................................................................ 21 



5 
 

GMAIL ............................................................................................................................................ 21 

A. PENGANTAR GMAIL ............................................................................................................... 21 

B. MEMBUAT AKUN GMAIL ....................................................................................................... 21 

GOOGLE GROUPS .......................................................................................................................... 25 

A. PENGANTAR GOOGLE GROUPS ............................................................................................. 25 

B. MEMBUAT GROUP................................................................................................................. 25 

C. MEMBUAT TOPIK ................................................................................................................... 29 

GOOGLE CALENDAR ...................................................................................................................... 30 

A. PENGANTAR GOOGLE CALENDAR ......................................................................................... 30 

B. MEMBUAT KALENDER UNTUK PERTEMUAN ......................................................................... 30 

GOOGLE FORMS ............................................................................................................................ 33 

A. PENGANTAR GOOGLE FORMS ............................................................................................... 33 

B. MEMBUAT GOOGLE FORMS .................................................................................................. 33 

GOOGLE DRIVE .............................................................................................................................. 40 

A. PENGANTAR GOOGLE DRIVE ................................................................................................ 40 

B. MEMBUAT GOOGLE DRIVE ................................................................................................... 40 

VI. Press Release ..................................................................................................................... 42 

VII. Log Book sudah terisi minimal 11 minggu ......................................................................... 43 

VIII. Dokumentasi kegiatan KP PPM .......................................................................................... 50 

 

 

 

  



6 
 

Daftar Gambar 

 

Gambar 1. Logo Gmail .................................................................................................................. 21 

Gambar 2. Halaman Pembuatan Akun Google ............................................................................. 22 

Gambar 3. Google's Term of Service and Privacy Policy .............................................................. 23 

Gambar 4. Halaman Awal Google ................................................................................................. 24 

Gambar 5. Google Group .............................................................................................................. 25 

Gambar 6. Basic Permission .......................................................................................................... 27 

Gambar 7. Google Group Berhasil Dibuat .................................................................................... 27 

Gambar 8. Save My Change .......................................................................................................... 28 

Gambar 9. Menambah Anggota ................................................................................................... 28 

Gambar 10. Membuat Topik ......................................................................................................... 29 

Gambar 11. Google Calendar ........................................................................................................ 30 

Gambar 12. Even dari Kalender .................................................................................................... 32 

Gambar 13. Google Form .............................................................................................................. 33 

Gambar 14. mengisi waktu pada form ......................................................................................... 34 

Gambar 15. mengisi gambar pada form ....................................................................................... 34 

Gambar 16. Form Yang Sudah Jadi ............................................................................................... 35 

Gambar 17. Google Sheets ........................................................................................................... 36 

Gambar 18. Membagikan Form ke Publik .................................................................................... 37 

Gambar 19. Tampilan Form di Halaman Web .............................................................................. 37 

Gambar 20. Membuat Google Drive ............................................................................................. 40 

Gambar 21. Pendaftaran Ulang Peserta ....................................................................................... 50 

Gambar 22.Pembukaan Acara ...................................................................................................... 51 

Gambar 23.Sambutan ................................................................................................................... 52 

Gambar 24.Pelatihan Microsoft Office Word ............................................................................... 53 

Gambar 25.Pelatihan Aplikasi Google .......................................................................................... 54 

  



7 
 

Daftar Table 

Table 1. Rincian Pelaksanaan ........................................................................................................ 11 

  


