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How to Access & Use Google Documents 
 
1. Create a Google Account  -- with the "Get Started" Link in the parenthesis below the search buttons
 

  
 
figure 1 (above) 
 
OR Sign in if you already have an account                                                               
 

  
 
figure 2
 
2. Click "more" at top (circled with purple in figure 1)  
 
3. Select Documents 
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3. See any documents you have listed. Click on one to open it, or select New in the blue menu bar.  
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4. Save and name the document; if you open a shared document, be sure to select “save a copy” from 
the file menu. 
 
Go File > save as ... to save document 
Go File > rename to give the document a new name 
File > save as a new copy to save a copy of the doc 

 
 
6. To share click "Share" button on top right. 
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7. Typed address of the person or persons you want to share with in the box 
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8. Clicked Invite Collaborators 
The computer will ask you if you want to send them a message with their invitation to the document—
fill in a note if you like.  
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9. Click "return to editing document" (on left side in blue menu bar) to go back to document 
 

 
 
 
If you’re an audio learner and like to “see it done” then be sure to visit the help movie I made on this 
very topic Google Docs too : ) the link is below 
http://www.screencast-o-matic.com/watch/cj6jQpnfd 


