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Explore the Admin console  Your Google Admin console is where you manage all your   G Suite services. Add your billing details, add or remove users,  set sharing preferences, manage security settings, and more.  The Admin console is only available to administrators.   When you sign in to your Admin console, you’ll see some   of the features that administrators use most frequently.   If there’s a feature you don’t see right away, click More Controls  at the bottom.   Below are some of the tasks admins typically do when they visit  the Admin console.   Note: If you make any changes in your Admin console, remember  to click Save at the bottom of the active window before closing it.      
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Sign in to your Admin console    1.



Go to admin.google.com. 



2.



Enter your G Suite administrator username and password. (This address ends  with @yourcompany.com, and isn’t a @gmail or personal Google Account.)  



Forgot your password?   If you can’t remember your password and need to reset it:  1.



Go to admin.google.com. 



2.



Enter your G Suite administrator username and click Next.  



3.



Click Forgot password? and follow the instructions to reset your password. 



If you’re still having trouble, see the Admin Help Center sign-in help or try our  Troubleshooter.   
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Open your Admin console from Gmail, Calendar, and Drive    Easily open the Admin console if you’re already signed in to Gmail, Google Calendar, or  Google Drive.   1.



Make sure you’re signed in to Gmail, Calendar, or Drive with your G Suite  administrator username and password.  



2.



At the top of your screen, near your account picture, click App Launcher



3.



All your G Suite services will be displayed. If you don’t see Admin



.  



,  



click More.  4.  



Click Admin



.  
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Update your billing information   



  Note: If you have a G Suite for Nonproﬁts account, you can skip the Billing section. You won’t  see billing details in your Admin console since you’re not billed for your subscription.     In the Billing section, you can add or change your billing details if you haven’t already done  so when you signed up for your trial version of G Suite. You can also change your payment  method, add or remove user licenses, and change your payment plan.   1.



Sign in to the Admin console with your G Suite administrator email address  and password. 



2.



Click Payments.  



3.



Click Set Up Payments.   The wizard will walk you through choosing a plan and adding your  billing details.  



4.



(Optional) If you’ve already set up your payments, you can manage your  licenses by clicking More



next to G Suite for Work and clicking 



Manage Licenses.   5.



(Optional) To cancel your subscription, click Cancel Subscription  instead of Manage Licenses. 



Find out more about billing.     
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Add someone as an administrator    If you have more than one user on your account, you can add someone to help  manage your G Suite account by making them an administrator. They can help  manage your account, such as resetting passwords while you’re on vacation or if  you’re busy.  You can choose what kind of privileges they have by selecting from pre-built  administrator roles or by creating a custom role with the privileges you choose. The new  administrator will be able to sign in to the Admin console and will have access based on 
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those roles. Other users who aren’t administrators won’t see the Admin console, just the  services they have access to (such as Gmail).   To make someone an administrator, go to the Users section of the Admin console. Click  the user, and select an admin role. Get more detailed steps for adding an administrator.   
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Add your company logo    Did you know that you can brand your G Suite services with your own company  logo? The logo shows up at the top of the service window when your users sign  in to their account.   Your logo must ﬁt the following ﬁle size and format:   ●



PNG or GIF format 



●



Maximum ﬁle size: 30 KB 



●



Maximum dimensions: 320 x 132 pixels 



Images with smaller dimensions will scale. But for the logo to upload, use the same  aspect ratio.  1.



To add your logo, from your Admin console, click Company Proﬁle >  Personalization.   (If you don’t see Company Proﬁle on your dashboard, click More Controls  at the bottom, then click Company Proﬁle.)  



2.



Select Custom logo. 



3.



Click Choose File, and select your logo from your computer.   



4.



Click Upload.  



5.



Refresh your browser window or clear your cache.   It may take up to a few days for the new logo to appear.  
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Add users    To let people on your team use G Suite services like Gmail and Hangouts, you  have to add them to your account (if you haven’t already done so when you  signed up for your G Suite trial).   To add users, ﬁrst make sure you bought licenses from the Payments section.  Add the number of licenses you need, and agree to update your contract. If you  run out of licenses, you can still create users. But, they won’t have access to the   G Suite services until you buy licenses for them. By default, G Suite auto-assigns  available licenses to users.   If you have a G Suite for Nonproﬁts account, you can add users at no extra charge.   Find out more details about how to add users. 



     



© 2018 Google LLC, 1600 Amphitheatre Parkway, Mountain View, CA 94043 



5 



























[image: Jamboard - G Suite]
Jamboard - G Suite












[image: Box for G Suite]
Box for G Suite












[image: The Google Guides Program - G Suite]
The Google Guides Program - G Suite












[image: The Google Guides Program - G Suite]
The Google Guides Program - G Suite












[image: Meet Drive - G Suite]
Meet Drive - G Suite












[image: Impo contacts - G Suite]
Impo contacts - G Suite












[image: Google+ Cheat Sheet - G Suite]
Google+ Cheat Sheet - G Suite












[image: HIPAA BAA - G Suite]
HIPAA BAA - G Suite












[image: G Suite  Cloud Platform]
G Suite Cloud Platform












[image: Business Enterprise Basic Product Suite Designed ... - G Suite]
Business Enterprise Basic Product Suite Designed ... - G Suite












[image: Gmail Cheat Sheet - G Suite]
Gmail Cheat Sheet - G Suite












[image: Calendar setup for administrators - G Suite]
Calendar setup for administrators - G Suite












[image: Docs Cheat Sheet - G Suite]
Docs Cheat Sheet - G Suite












[image: Identify your accounts - G Suite]
Identify your accounts - G Suite












[image: Cancel your G Suite account]
Cancel your G Suite account












[image: G Suite Security and Trust]
G Suite Security and Trust












[image: Aide-mÃ©moire Gmail - G Suite]
Aide-mÃ©moire Gmail - G Suite












[image: Calendar Cheat Sheet - G Suite]
Calendar Cheat Sheet - G Suite












[image: Cloud Search Cheat Sheet - G Suite]
Cloud Search Cheat Sheet - G Suite












[image: Team Drives Cheat Sheet - G Suite]
Team Drives Cheat Sheet - G Suite












[image: Transforming retail collaboration across ... - G Suite]
Transforming retail collaboration across ... - G Suite












[image: Give Google voice commands - G Suite]
Give Google voice commands - G Suite















Explore the Admin console - G Suite






G Suite services. Add your billing details, add or remove users, set sharing preferences, manage security settings, and more. The Admin console is only available to administrators. When you sign in to your ... see billing details in your Admin console since you're not billed for your subscription. In the Billing section, you can ... 
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