Spillane 1

How to Access & Use Google Documents

1. Create a Google Account -- with the "Get Started"” Link in the parenthesis below the search buttons

Web |mages Maps News Shepping Gm Classic Home | Sign in

iGOUS[Q !

Google Search I I'm Feeling Lucky |

You have been signed out. Sigpde-to ey stuff.
(Don't have an iGoogle p @

figure 1 (above)

OR Sign in if you already have an account

COL)S[G Personalize Your Homepage

Sign in to iGoogle and... #n in to iGoogle with your

Gouogle Account

Email:lspillal@ocps.nel
assword'.l “““ |

[v Remember me on this
computer.

Sign in

cannct access my account

® Indulge your creativity: Select a visual theme to decorate your homepage and drag and drop individual
sections to rearrange the page however you'd like

® Focus on your interests: Pick and choose from thousands of Google Gadgets to add games, news,
pictures, weather and more te your homepage., all for free

® Change your mind: Switch back and forth between your iGoogle page and Google's "Classic
Homepage" through the link in the upper right-hand corner

New to iGoogle?

If you already use Gmail, Web History or any Google service that requires a sign-in, you already have a Google

Account and can sign in now to save your iGoogle page. If not create an account now to save your iGoogle

page - it's free. Don't have a Google Account?
Create an account now

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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Done
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Spillane 4

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

Gox 18|C‘ Do:(;_s

Untitled cdited on October 8, 2008 4:11 PM by Spillal

Edit View Inset Format Table Tools Help
New B I U A~ S~ Lk = iS

Il

Ctrl+3

Save as new copy
Rename...
Revision nstory

Delete...
Download file as >

Print seftings...
(=l Print... Cirl+P

Print as webpage...

View as webpage...

6. To share click "Share" button on top right.
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{78 Algebral, Edition, ... = | | | visuword.com X | 4 iGoogle X | _@® Untitled - Google ... x l

spillarke@gmail.com | Docs Home | Help | Sign ou

Save Save & Close

&3 Share with others

@ Google Docs - All it = | & Visuwords™ online .. =

Google Docs

Untitled edited on October &, 2008 4:11 PN by Spillal

File Edit View Insett Format Table Tools Help
~dpt + B I U A~v &~ ik = i

Email as attachment...

I
il
Il
[
(1]
Il
N
4§

H @ & A Verdana
""" o collaborators...

Publish as web page...

View as web page (Preview)

Done -3 cY
‘38 e W2F | o | M EaEC R e T M WS 415mM

7. Typed address of the person or persons you want to share with in the box
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| @ Google Docs - Allit.. x | ® Visuwords™ online..

Algehlal, Edition, .. = | || visuword.com = | 3 iGoogle

% | @ Untitled - Google ... x E

Google Docs
BETA

Untitled cdited on October 8, 2008 4:11 PM by Spilal

« Back to editing the document Share this document

spillarke@gmail.com | Docs Home | Help | Sign out

Save Save & Close

Advanced Pegissions
Collaborators may rTEotTe

Only the owner may change this

Invitations may be used by anyone
Allows mailing lists Learn more

This document is not shared.
Preview document as a viewer

View RSS feed of document changes

Collaborators {0)

Collaborators may edit the document and invite more

people.

Viewers (0)
Viewers may see the document but not edit it.

HEE= e Y

8. Clicked Invite Collaborators

VI

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.

| @ Google Docs - Allit.. x| ® Visuwords™ online....

Algehral, Edition, .. = | | visuword.com X | 4 iGoogle

% | (@ Untitled - Google ... x

Google Docs

Untitled edited on October 8, 2008 4:11 PM by Spillal

spillarke@gmail.com | Docs Home | Help | Sign ¢

“onaro-_ [T

« Back to editing the documej

Tell these people about the document?

Invite people

To: lee.spillane-larke@ocps.net
as collaborators @ as e

Save & Close

< |

a8 a viewer

Subject: Untitled

Message: Note: 5 link to the document will be included in the mezssge

document changes

Separate email addresses with comn|
Choose from contacts

Invite collaborators

Advanced permissions

ELERTERE ME e 7 [T] Paste the document itself into the email message.
Only the owner may change thif

[ ccme
Invitations may be used by 3|

Allows mailing lists  Learn mor

[ Send ] [ Skip sending invitation

nt is not shared.

edit the document and invite more:

he document but not edit it.
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9. Click "return to editing document” (on left side in blue menu bar) to go back to document

| @ Google Docs - Allit.. x | ® Visuwords™ online... x

Google Docs
EETA

7 Algebral, Edition, .. % | | visuword.com % | 8 iGoogle % | g Untitied - Google ...

spillarke@gmail.com | Docs Home | Help | Si

Save Save & Cl

Untitled e ———RLCLL | P by Spilal
« Back to editing the document

Share this document

Invite people
@ as collaborators ) asviewers

This document is currently shared.
Preview document as a viewer

View RSS feed of document changes

Collaborators {2) - remove all

Collaborators may edit the document and invite more
Separate email addresses with commas. people.

Choose from contacts

Me - owner

Invite collaborators Lee X

G2 Email collaborators
Create event with collaborators
Advanced permissions

Viewers (0)
Caollaborators may invite others Viewers may see the document but not edit i,
Only the owner may change this

Invitations may be used by anyone
Allows mailing lists  Learn more

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