Using Google Docs
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Create documents, spreadsh and pr i online 10f6

Create documents,
spreadsheets and
presentations online

Share and
collaborate in real
time

Safely store and
organize yeur work

Control who can see

your documents

Create basic documents from scratch.
You can easily do all the basics. including making bulleted lists. sorting by columns. adding tables

Read user examples
images. comments. formulas. changing fonts and mere. And it free

Get started Upload your existing files.
Google Docs accepts most popular file formats, including DOC, LS. ODT, ODS, RTF, CSV, PPT, etc
S go ahead and uplead yeur existing files.

Familiar desktop feel makes editing a breeze.
Just click the toslbar buttons to bold, underling, indent, change font or number format, change call
background color and se on

[ Start now ]

Google docs allows users to save, edit, and share documents online.

Advantages for Educators and Students

® Ability for groups to work on documents (word processing, spreadsheet, and
presentations) collaboratively
Simultaneous editing capability

e Store files online
Anytime, anywhere access

Potential Drawbacks
e Requires an internet connection (however, offline access is being testedshould

e The browser you use makes a difference. You need a recent version of Internet
Explorer (PC), Firefox (PC or Mac), or the most recent version of Safari (Mac).
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Getting Started

Sign in to Google Docs with your

1) Enter the following url in a web Google Account

browser: docs.google.com.

Email: Isjbrooksynung@gmail_c

Password:

wraran |

2) Note the login box. Aememier e o e
3) If you have a Google account, computer

login.

4) If you do not have a Google
account, click on Create a new
Google Account.

| cannot access my account

Don't have a Google Account?

Get started

Once you have logged in, look at the Google desktop.
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We'll cover the following topics:
Creating new files........ccoeevviiiiiiiiiiiiiieeeeeeee Page 3
Saving and renaming files.........ccoceeveiniiiniiiniiiiienceeeee Page 3

Basic @diting.......ccooveiiiiiiiiiieeiieecee e Page 4
Organizing files.......coceeviiiiiiiiiiiniiieeeceee e Page 4
Sharing files......coovviiiiiiiiiiieeee e Page 5
Publishing files..........ccooueiiiiiiiiiiiieee Page 6
Printing and copying files.......ccccceeviiiiniiiniieiniieiiceeieee Page 6
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Creating new files

1) Select the type of file you want to create using the drop down menu (shown below).
Click.

L
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@ Document
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' Presentation
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1 Hidden
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Saving and renaming files

Click on the File button. Choose Save or Rename from the drop down menu. Note: You
may also use the Save or Save and Close buttons that appear in the upper right side of the
screen when a file is open.

R = e e I S BN T L TR A=y PR

_@ Google Dacs - Allitems [ @ Module 7 (March 3
Google Docs
Module 7 (March 3- 21)

edited on February 22, 2008 3:03 PM by Sjbrooksyoung

File~| Edit Insert Revisions = Edit HTIL
New

]

& = 1T i=
Save Cirl-§ b= =EE
Print sjbrooksyoung@gmail.com | Docs Home | Help | Sign out
Rename

Save || Save & close | | Discard changes
Copy document

Delete document R Preview B Print B9 Emal m
Save copy as presentation
Export as HTML (zipped)
Export as RTF -~
Export as Waord
Export as OpenOffice pd accountability fo
Export as PDF
Export as Text
Waord count
Find and replace (experimental) |d Professional |
Document settings HELCUCE TS
Close
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Basic Editing

Each type of document includes an Edit bar. If you do not see the toolbar, click on the
Edit tab. These tools function in the same way as editing tools in traditional application

programs.
Word processing file

Google Docs
Module 7 (March 3- 21)

edited on February 22, 2008 3:03 PM by Sjbrocksyoung

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

Save || Save & close

[& Preview Print B Email mm

Discard changes

Filex| Edit Insert Revisions Edit HTUL
o f By@ B I U P lzhe Si=EEK E==TL Shlev| Change~
L. USE LUULIE, U ULIST SEAILIT SIS W U SULIIGHE! VYSH0 SI5S 1U 31 @IS Wil YUUT Stai 10U 1IgHL S1a0 Uss IiRa 1UHT 101 USaL §1sl SIes 0 insipeis onsuins

Spreadsheet file

GOUSIE Docs sjbrooksyoung@gmail.com | Hew features | Docs Home | Help | Sign Out
1budget projection sutosaved on 0ct 1, 2007 1:20.40 PI PDT Automatically Saved | | Save & close

File~ | Edit Sort Formulas Revisions Print mm
ColN" I § [ Format~ | B 7 U s F- 71 Ty B B T Algn~ | | Inset~| | Deletew [JwrapTest @ |Mergsacioss
Presentation file

GOUSIC Docs sibrooksyoung@amail.com | New features | Docs Home | Help | Sian out
Administrator-IT Summit cdii=d on January 19 2008 230 P by Sirocksyoung Save | | Save & close | | Discard changes

File = Edit Revisions E' Start presentation G Email
New slide || Duplicate slide | 4 Delete slide |i Insertimage (T Inserttext ©~]Insertshape ™ Change theme

Slide 10f 9 « Prev  Next» | | |

Organizing files

Google Docs uses folders to organize files. Create a new folder by clicking on New and
selecting Folder. Follow the prompt to name the folder.

@ Document
[ spreadsheet

& Presentation C
C
[ — r
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Move files into a folder by clicking on the box in front of the name of the file(s) you want
to move. Click on Move To and select the appropriate folder from the list that appears in
the drop down box. When a file has been added to a folder, you can see the folder name
next to the file name (on the right). View just the files contained in one folder by clicking
on the folder name on the left side of the screen.
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Sharing files
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It’s easiest to share a file with someone who already has a Google account, however, it’s
not mandatory. You may invite others to be full collaborators (they can see and edit the

file) or just as viewers (they can see, but not edit the file). Right now the sharing feature
is in flux. The most reliable way to share is:

1) While looking at the list of all your Google files, click in the box to the left of the
name of the file you want to share.
2) Click on Share in the toolbar. Add the email addresses of the people you want to invite
to share. Note that Collaborator is the default role.

3) Type a brief message, and click Send Invitations.
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GO() le ‘ H SearchDocs ][ Searchthe Web ]
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Publishing files
Publishing files makes them visible to the entire world. To make a file public you:

1) Click on the Publish tab in the upper right corner of the document.
2) When the Publish screen appears, click publish.

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

Save || Save & close || Discard changes

[& Preview & Print Email ‘ |

Change «
Printing and copying files
e Mosw tols W o s | e pe Suomans

_B) Google Docs - All items _@ Module 7 (March 3
Gox :8[@ Docs

Printing Module 7 (March 3- 21)

Select Print from the File drop down menu. i piapletics .

. . . — it Insert Revisions  Edit HTML
However, exporting a file as PDF first, then New e == a=
. . . . Save 5

printing it often does a better job of oot

preserving formatting. Rename
Copy document
Delete document

O Save copy as presentation
Copylng . Export as HTML (zipped)
Select Copy from the File drop down Export as RTF
. . Export as Word

menu. Note the dialogue boxThe file is Export o OpenCiice fo

saved as "copy of <filename>" Export as PO
Export as Text
Word count
Find and replace experivental) d Professional ¥
Document settings [liatiolcters
Close

Experiment with creating and sharing files (with a table partner).
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