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Google Docs: Getting Started

What is Google Docs?

Google Docs is a free, web-based program that you can use to create, publish, and collaborate on publications. Your files can be
stored online, as well as downloaded to your station. The share, revisions, and publish features make this a powerful instructional
tool.

e Create documents, spreadsheets, slideshows, drawings, and online forms.

e Upload any type of file up to 100 MB

° IIlVite others by e—mail address or using Mail Calendar Documents Sites mare ¥ New Features! | j @media.willardi2.net | | Settings | Help | Sign out
a Shared Folder, to edit or view your N¢ [ Sesrch Doz ] [ Search Tormpltes | Sssesmchontons
documents, presentations, forms and
spreadsheets. Crestencw - | Upload | Allitems Refrash
° Vlew yOur dOCumentS', presentations’ W M v Share = Fulders ~ Delste | Rename | | More actions = 13601 36 | Lact modified ~ = .88
.. . hined by me Name Date +
and spreadsheets' revision history and Opened by me ronar &
. Shared with me = 0
1"011 baCk tO any version. ctora O 2| OHTitlelneedsassessment2010. pdf me to everyone, 1 collaborator 11:42 am me
. K Hidden O 1y Google Apps me ta everyone, 4 viewers 11:39 am me
e  Publish documents online to the world Tt vesTERDAY
lems by type O iy Passwords me to 1 viewer Apr22 me
as Web pages, or post documents to " EARLIER THIS WK
ore searches -
bl O & Google Apps Passwords meto 1 collaborator Apr21 me
your Og' w My folders O Passward security Mot shared Apr19 me
‘| P!

e Download documents to your station to . s 2wl e Do o BOSEIEDSDO L o g g a0
open in MS Office.

GO ()Sle Google Apps for Willard R2 Schools wtigers@mediawillardr2net_Hely Sign oy
Apps’

Your services
Hello, Willard Tigers. Welcome to Google Apps.

sites
To startusing your services, just elick on he links to the right Easily share

H i
w h at I s G o o g I e A p p s ’ and collaborate with others in your organization by using Google Apps. Quickly create and publish collaborative sites
u

4 Docs
“Your IT administrator is managing user accounts. Ta invite - Publishand collaborate in reaktime on documents, spreadsheets, and
. . . @ additional users to Google Apps, please contact your IT presentations.
Google Docs is one of the tools in our Willard Google Apps T I
account. Some Of the Other tOOlS in our GOOgle Apps ac- " Organizz sehedules and share events and calendare with athers
Count inClude: Calendar, WebSite Creator, and discuSSion = ﬁnmranl:s our existing mail account with Gmail's powerful search, SPAM
groups. m(;mq‘ :nd thatm?he hrawser i '

&R Groups (user-managed
Create, manags, and search groups

B Creately - Online Diagramming & Design Marketplace
willardr2

B Aviary Design Tools Marketplace
hitp:faviary.comigooglebrowser gdomain=mediaillardi2.net

Advantages

Helps to promote writing as a process, group work, and peer editing skills.
Easily share and publish work

Access documents from any computer that has Internet access

Saves automatically

Monitor student work easily from any computer with Internet access
Leave comments and suggestions at any point in the assignment

Use Revisions History to see which student contributed what, when

Gives students an authentic audience for their work

Improves students’ attitudes toward writing and revision.

Access any file from any station.
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Logging in

It's possible to view a document, spreadsheet or presentation without a Google Account (via an invitation), but an account is required
to edit. Email your building’s Instructional Specialist to request a teacher account be created for you.

File Edit View History Bookmarks Tools Help

@ - c (ot @ ;‘?v 9 - EEEK‘D hiktp: ffunanag, google .comy bR "."’ )_ m'

IE2 Snagit E [E5) |Scr0||ing Window v| |N0ne vl
-.l Google + l 2 ‘ B
Web |Images “ideos Maps Mews Shopping Gmail more » iGoogle | Search settings | Signin

MM Sign in with your

Gou -glc Account

(1 )Email:|jgar‘[on@media.willardrj‘

ex pat@mexample.com

@assword:hnuuun- ‘

Stay signed in

3)L signin |

Can't access your account?

Web |mages Yideos Maps Mews Shopping Mail more v jgarton@media willar

A

Finance
From the top Translate

menu, choose Scholar
your tool. ( Blogs ; e

YouTube
Calendar
Fhotos
Documents
Reader
Sites
Google Search Groups

2vien more »
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Homepage

Search your
documents.

/éelectlUnselect
listed files.

Page 3

W

joarton@media.willardr2.net;

in a Folder.

N\ |[[SearchDocs | [ { Place selected filesjm

ey

Create new~ | Upload items :
= Delete or
All items w Sharex || Folders~ | Rename
Crvyned b ; . L
nedbyme ame selected files. ) &
Opened by me - y
Filter file list. LY Shered with me IERTHIS YEAR Share
Vil . @ Fractice e to 1 collaborator
Stared  ( Sort displayed i Selected files
Hidden < 1y Daily Assig * Mot shared
files by name. - .
Trash @ personal narrative word Jnichols to 1 collaborator
[tems by type « O E] Student Checklist Not shared F
More searches « O @ Paper Not shared
w My folders @ UbDdoc.doc me to 1 collaborator
Mo folders

» Folders shared with me

Check to
el Select a file.

Click to

S S

open file.

Access your Folders

Start a New Document

Calendar Documents Sites ;

Create new ~

_g Document

Upload t

[ select the
correct type.

= Presentation
[} Spreadsheet

2 Form

Falder

Fila

Edit “iew Ingert Format Tools Table Help

Iﬁﬂ e A F v Norrnal tedt = | Avial “pt v B I U Av &~

From template...

4]
1
1
Il
[l
]
il
++
i
4

T

L S — e I BRI A B

lgeradi g .

Use the menus and toolbar 4
to format your text.

=

Janetta Garton e Willard R-Il Schools

@B




7.17.2010 http://www.willard.k12.mo.us/co/tech/google.htm Page 4

Copy, Cut, and Paste

When working in a browser, you often must use keyboard shortcuts to copy, cut and paste, as op- Document & Spreadsheet
posed to using menus.

Tahle Tool Hel
Copy CtrlC (RN 7o ookt

Cut Ctrl X | Docurnent settings...
Paste Ctrl P L Align >
. . Paragraph styles >
If the formatting of your pasted content is messed up, or the test doesn’t respond when you at-
tempt to format it, erase the hidden formatting by first selecting all the text. Then click the Format
#BE Strikethrough

at Slide Tahle Help Presentation ** Superscript Ctrl+.
=] o) A~ il &y o \ *; Subscript Ctrl+,
MNormal - | 3fipt ~B I U év My Link i = ¥ E = = Fle = ox, L @‘ Clear farmatting Ctrl+Space

RRNIFEET i~ SN RSN O S e S SR ”,”.“Ou...r“"\

Name a New Document

Calendar Documents Sites ’

Google docs untted {Click on Untitled. )

File Edit View Insert Format Table Toe

H G0 o ™~ Styles ~ Verdana -

/= Untitled - Google Docs - Windows Internet Explorer

RN LTS S N—— ; \:: (& apogle.com v[&]%|[x & 2]
File Edit View Favorites Tools  Help x @Snagit E Q’
x pi- B3 @ favorite = || Audble || Commerce || compfight || DESEFP | | DESEGM | | DESETech || Evernote [ FP [ | Fusion || Gmal | | Google Apps [ | GRea ™
S Favarites Lgls & L g -
rres 2) Then you will have B~ D e rae sk s @ ARG ES
@' This website to c' ICK here agal n. trust this website, click here ko allow scripted windows, .. /i x
Calendar S/ / joarton@media.willardr2.net | Sign out
GOL)SIE docs Untited 11X If this bar displays, click it Save| | Save & Close | | Share »
and when the menu appears
File Edit Vi Insert F t  Tabl .
- I - e o e Choose the 1 St optlon. Temporatily Allow Scripted Windows
= G o ™ Styles * Verdana b
2 Information Bar Help a
GO- @ J—— 4, til you change it.
ey Nt A B e B i A bt P e g B TR W WS T

Script Prompt:

Enter & hew document name:

your document
here.

Google docs

File View Insert
I & e ™ Styles * Verdana v 10pt> B 7

B, Tarer Y R PRI S S e L
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Save
Google automatically
saves your file every
few minutes.
1 /
GOUSIC docs Meodle Course Planner & Private to only me Updated 10 minutes ago by jgarton | Saved | | & Share |~
Edit View Insert Format ols Table Help A

New > > 24t v B 7 U A~

When the Saved button is
grayed out, that indicates
what is currently displayed
has been saved.

Open..

Upload... PR

See revision history

Rename... -
Make a copy
Download as
) Save now If needed, you can
Page setup. use the File menu to
_ save your document.
Print settings

Print preview

Save a Copy of a File

Google docs wow

]
mEdit “iew Insert  Format  Tah

ey e |
Open... Ctrl+0
4| Upload...

See revision history

Renarme...

@) Make a copy...
Dowenload as -
(= Save Ctrl+5

Save and close

Print settings...
Print preview
Print as wehpage. ..

=l Print... Ctrl+P

L—u«»»—w oty N S
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Upload a File

Calendar Documents Sites “t Yoy can upload, store, and share any file in Google Docs.

Upload Files

Here you can
Selectfiles and destination see your storage
You are currently using 89 MB (5%) of your 1024 MEB. e

limit.

You can upload files up to 1024 MB. Files converted to Google Docs have smaller limits.

Create new ~ Upload

All items
Owned by me

Select conwv

Opened by me . . . Bl Open Files (docs.google.com)

Shared with me COnly converte an be edited online. File types and si

. Look Google D w| £ bl -
Convert documents, presentations, and spreadsheets to oo ‘b ooale Hoee | o
. Stﬁrred r (£ Googledacs videos '@]Googlenpps Advertisement.pub
e il S g etlier o Wihen uplaading files, you agree _m E.lblde by the_GDUgle Dacs T [ Handouts and Practice Files B jetter to teachers sbout student acce

upload ar share any cantent that infringes copyrights or thatyvou My Recent [)Screen Captures = studdent intro lesson.pdf
upload or share. Learn mare Documents | 5 Student accounts £l student intra lesson. pub

,i-\l
Select the file(s).
Held down the
Ctrl key and click
to select multple

= B all about Me spreadshest number.
Destination folder = @ T 6A Passward Reset.pdf
@GA Password Reset.pub
-E ga peer editing.pdf
&H] a0 Getting Started.pub
D gd in plain english. notebaok
out and rollasks

E_]Gmg e Apps presentation. doc

Dresktop

My Documents

~ || Google Docs A love letter . avi fi Ies
5 E_]gnngle earth pro account. doc °
- Gongle_Docs_in_Plain_English.Flv
My Computer
< | >
i File name: |"Goog\eﬁDocsﬁinﬁPIamﬁEnglish.ﬂv" "gapeer ¥ | 2 Open
My Hetwork Files af type: | . | Cancel

R T B TR I e T e e P e AT et

2 IMG_0006 jpg 1.78 MB Remove
Checked: you will be able to\ * select mare files ‘ You can continue to add
edit and collaborate on these more files if needed.
files. Select conversion options
Unchecked: the files can be XJ:IV converted files can be edited online. File types and size limits
stored and shared only. Convert documents, presentations, and spreadsheets to the corresponding Google Docs formats

Convert text from PDF or image files to Google Docs documents. How does this work?

When uploading files, you agree to abide by the Google Docs Terms of Service and Privacy Policy.
Do not upload or share any content that infringes copyrights or that you otherwise do not have the

3 Checked: Uploaded \

images or PDF files are legal right to upload or share. Learn more 6
used to extract text parts, errrsrre— v

which are converted into a
Google document.

Choose a folder
if desired.

Set Sharing
Preferences.

&) Anyone with the link

who has the link can access. No

i

=
5

5

o

o
M

w

o

>

o

-

w

People at Willard R2 Schools can find and
access

People at Willard R2 Schools with the
& jinkc

People at Willard R2 Schools who have
the link can access
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W

« Back to Google Docs

Upload Files

" journalism.doc

Upload complete. +| Upload more files

R e aae St

= Google Docs - All items - Windows Internet Explorer

@ A ‘_é google.com V| ]

File Edit “iew Favorites Tools Help x |@ ‘E [}

X ﬂ' E3 @ favorite = | | Audible | | Commerce | | compfight | | DESEFP | | DES] ech | P
",

¢ Favorites | 5k @& = €| Free Hotmal & | < If you don t see the

file, click the
Calendar Documents Site browser's refresh

The file should be button.

listed when All items =2
Create new ~

_g) Google Dacs - All ikems

iga

7L

is selected.

#“Upload

All items

All items 7 - Share ~ Folders~ Delete = Rename | More actions~
Owned by me — ——

Opened by me =

Shared with me LAY,

Starred O0 @ journalism Not shared

Hidden EARLIER THIS YEAR

Trash K @) Practice me to 1 collaboratord
ltems by type~ O Ty Daily Assignment list Not shared

Templates

o BIOISENTICHOS TS | s st Tt A g g o I s B tetra

You can use the Public Templates to create your document create your own template to share with the share with the public or just
our Willard R2 domain. You students can access your shared templates.

’

Public Templates Wi

llard R2 Schools Templates  Templates I've used My Templates Submit a template

1 Sort by
» Hottest
Create new ~ Upload IMost users

I @ Document Highest rating

—ﬁ Fresentation Narrow by type e e e e e
All types
Spreadsheet - ! i
E p Documents _g Circles Resume &y Goodle
. F Soreadshests drfrdededs B8l ratng:  Ratef  Embed  Repor shuse
=@ rorm 437 Represent your job search clearly and effectively using this modern resurme. This design is
7 ) Prasentations. mirrored in the corresponding Circles Cover Letter. Search for "Circles” to find other templates in
2} Drawing Earms this set
Folder Use this template Preview
" Marrow by category
( 2 lFrUm template.. ] » All categories Pt i bty [ Personal Monthly Budget By Yertexd2 com
Alburns & Flipghooks PN defcdrideds 298ratings Ratet  Embed  Report sbuse
- . Business ng i 5 Thig personal monthly budget © ares projected and actual expenses for a n month.
W g e W = B NP PP =L sy iy budge parsg projgcigd and aclual expenses T Bl Lypreegpe

Jan

[gh Family Budget Planner oy vertex42 com

525ratings  Ratet Embed Repord sbuse

A yeatly budget spreadsheet for family budget planning. Includes a detailed list of income and
expense categories.

Use this ternplate

Al

Preview
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Sharing a File

When you share a file with someone, it shows up in his/her Google Docs Homepage. Only 10 people can edit
a document at the same time. However, you can share a document with 200 people.

1 :
Click here to access
Sharing options.
~
GOUSIC docs Moodle Course Planner & Private to only me fated 1 esa Saved | | & Share [+
P Sharing settings...
File Edit Wiew Insert Format Tools Table Help -
=] Email editorsiviewers...
i M A S+ Normal text » | Verdana = & | = = =
_Share Settmgs are Email as attachment...
... =m..,...1...1...2. .| displayed here for an e
i Publish to the Web .
open document. h
B T e W R e i a i

<
| ’ Search your '

Create new « Upload... All items 2

W - Share « Folders « Delete
Owned by me @Sharing settings
Opened by me o )
Shared with me TODA Email editorsiviewers
Starred Email as attachment r

&

Hidden / Ty Untitled Presentation
e

You can also select
multiple files on the
homepage to share.

ARLIER THIS YEAR

Sharing with Selected Users

Sharing settings

o

Permissions:

® Private - Only the people listed below can access Change
4 Janetta Garton (you) Is owner
[ Click in this box. j
Add people:
| Change]|
[ 1
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Page 9
WWMH-MWMMW}
1) Add people:  Choose from contacts é\
Once you start jgarton|

typing suggestions \

will appear. j "Janetta Garton” <jgarton@rmedia willardr2 net>

Or you can use
this menu to set
permissions.

Can edit

Can view

[0 send a copy to myself 3
5 [ Paste the item itself into the email Indlcate
[share |

Send email notifications (recommended) preferences here.

ge the permissions :Chinge:

If you do not want the "Can edit" people to
be able to share with other people and
change permissions, click here.

Sharing settings ]
Permissions:
® Private - Only the people listed below can access Change
A Janetta Garton (you) Is owner
4 Janetta Garton Can edit =
If you and another collaborator are editing the same
document at the same time, a box at the bottom left of
Add pecple: the screen will appear, showing the collaborators’
|:"'.€' names, emaill adaresses, or groups
names.
Editors be allowed to add people and change the permissions. [Change] OIICG the document iS refreshed, or autosaved, COl-
laborators will be able to see your changes, and you'll
:
be able to see theirs.
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Sharing a Folder

When you share a folder, everything in that folder is shared. If you add files to the folder after it is shared, those files are shared.

1

Mail Calendar Documents Sites more v ;
Goldschmidt
me, AprS
ﬁ Star
!

Create ner@ Share "3 'Sharing settings...
All items Move to Email editors/viewers...
Owned by me Email as attachment

Opened by m: Folders...

=1 AY
Shared with me . Hide
Starred = “
Hidden Delete 8
Trash Rename i=
tems by type ~ Change calor > o
More searches

1 Change Owner... a
ng ht Cl ICk on Mark as Unviewed LIER THIS

the folder.

Export..

Show Details

Janetta Garton e Willard R-Il Schools
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Additional Sharing Options

Click here to
access the other
sharing options.

\ S

Sharing settings GOL)glC docs Moodle Course Planner & private to me + 1 more

Table

Tools

File Edit View Insert Format Help

Visibility options:

© @ Public on the web
Anyone on the Internet can find and access. No sign-in required.

O &) Anyone with the link
Anyone who has the link can access. No sign-in required.

© «ff Willard R2 Schools
People at Willard R2 Schools can find and access.

O & People at Willard R2 Schools with the link
People at Willard R2 Schools who have the link can access.

@ @& Private
Only people explicitly granted permission can access. Sign-in required.

Mote: ltems with any visibility option can still be published to the web. Learn more

Learn more about visibility

Editing Share Settings

At any time you can change the permissions for a shared user, or even remove him/her.

i . i i - -
Ewnlarer net | Documents settings | Sign : Sharing settings El
{agc: by jgarton Saved &Share Menu to
(2 ' Sharing settings... Permissions: change
. . ) # Private - Only the people listed below can acces permissions.
= = &= Email editorsiviewers...
- = = Email tach ; L Janetta Garton (you) Is owne
k) mail as attachment...
{i. |+ B . Janetta Garton Can edit X Removes flser
é Publish to the Web... from sharing.
b | Is owner
Q o Can edit
Can view
Add people:
Enter names. gm
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Revision History

The revision history can be used to view edits and compare versions.

4
GOL)SI(Z docs personal narrative ' edited on 11/17/09
- :
m Edit View Insert Format Table Tools Help 3
New > v 12pt+ B ‘
Open... Ctrl+O ;
4| Upload... L
| —— F Click here to view
@) See revision history i revision list
Rename... GOL)SIC docs Moodle Course F’IannerL
Make a copy... its, but the first |
Download as > « Back to editing « Older 10:00 PM jgarton +
lrentical Aaron

Show less detail below
10:00 PM jgarton
48 PM jgarton
9:45 PM jgarton

Click on a version
to view it.

Moodle Course Planne

™
[ Return to editor. juments Sites more v

GO l(:‘ docs Moodle Course Planner & Private to me + 1 more

« Backto editing « Older Newer » '9:45 PM jgarton v Revert to this on Click here to restore

a previous version.

Navigate through
versions.

Janetta Garton e Willard R-Il Schools
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Creating Folders

Iail Calendar Documents Sites more ¥

'

ype name
for folder.

Page 13

Option: Choose

a color. 7

1 ) createnew ~ | | upload All items
I & Document ¥ + | | Share» | | Fold Uy folders >

&y Presentation I - o [(New Folde 1 { )
EEh Spreadsheet EARLIER THIS MONTH /Add a description
5 Form O by saves !
2} Drawing O 2| OHTitlelne

2 ) I Folder n g Google A 7 alame N

0 g Passwor -“J-W"

romme | |0 g Goner

Adding Files to Folders

It's possible to assign a single file to multiple folders.

Google docs

M new > B Upload % Share ™ Moveto~ MHide [ Delete Rename More actions ~

= ] Alitems

Check the:boxes
next to'the

a ‘& Summer Tech Workshops

B &% L) TiA Breakdown

If needed,

here to dro

Alternately, you can drag an individual file from the Docs list into the the folde

folder of your choice, located in the Docs list page sidebar.

ption: Type
a description

Delste | Rename Maore actions -

Y
tolders -

e Ny folders

= Byiary Files

click
p open
r list.

3) Checkthe L

fold

yvvvvvvvvv
] ]

er(s).

)- Tograms

¥ Folders shared with me

Janetta Garton e Willard R-1I Schools
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Editing Folders

When you delete a folder you do not delete the documents in it. Your documents, spreadsheets and presentations will no longer be
located within the deleted folder, but they will still be
available from your Docs list.

b

Right click

»
: on a folder.
»
» Mauschbaugh
»
: <7 Star
- 9 Ly Share 4 " "
b () Title LA Use "Move to" to

5 Mawe t

b Folders shared wi - nest a folder inside

[ Folders...
e \'L another folder.
I Hide :

Federal Programs

7] Delete : -

Rename

Change color 3
Change Ownher...
Mark as Unviewed

Export... :

Search for Files

Has the words: Sharlmg: Ar v
Named: Shared With:
Type: Altypes ] Owner is:
Search:| Aliems ~| &3, jonncios, johndoebexampie cam
Search folders: Al items Date Modted |
I R . m;hu:ml* T Save this search

Mail Calendar Documents Sites more ¥ Loading... tures! |jwl@media.wilIardr2.net || Docurnents settings | Help | Sign out

| |/[ Search Docs ] [ Search Templates ] H;x;ete;ﬁ;em;ir i
E— Display
// thumbnails.
Createnew » | Upload All items
| Allitems |

actions + 1-49 of 49 | Last modifisdd - = | 55

Enter keyword and click

Owned by me

Folders § Sharing Cate +
Opened by me Search Docs button. -
:tharej with me 0O ) T ITOTUS IOy T me to 1 collaborators hay B me
arre
Hidden O g test me to 1 collaborators Wlay 9 me

s R B o i P A Mt i B TRl B pria M 0 G it 0
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Export Files

You can export file in Office formats, .pdf, .rtf, .html, open document, or plain text. You can backup your files by exporting all of

them to your station.

W | =

Create new - Upload 1

m To select all files

¥ - Share = Faldel
Cwned by me 2 ) Selectall visinle (49) 4 All items
Opened by me

Sharad with me Selectnone b I [ - Share ~ Folders - Delete
Starred I 5 Photostory Pr
arre ’
o M g ol i, ol e SRR il falt A Mame

EARLIER: THIS MOHTH
5 Photostory Project

O
F g test
Select some L

R

b [v] 5 Google Apps Passwords
flles. j/ & personal narrative word
F] g test
. [l *@Software to include in 1011
All items [ 1) Ay, L WEONRY
[ - Share - Folders - Delete | Rename Maore actions
' Convert and Download [x]
Marme ﬁ Star
EARLIER THIS MONTH :.d\ Hide Selected items All items
5 Photostory Project
_é test Change Owner... Choose how you want to download each kind of file:
. GDDg|E f'—"\ppS F'asswnrds Mark as Viewed Change all formats to: M3 Office - Cpen Office - PDE
a
I personal narrative word Mark as Unviewed ‘& Document (1) |Microsaft Ward |
-é LS @ EXPEL- 5 Form (1) |Microsoﬂ Excel ‘V|
N s I it g &t e A A S Y ST (1
Indicate format
preference.
Files to be compressed in a .zip file: 2
fou can expart up to 2 GB at a time.
2

Sign Out
Calendar Documents Sites jgarton@media.willardr2.net | Sign out

GOL)SI(;‘ docs personal narrative = edited on 11/17/09 8:01 AM by jni 1ous | Save | |Save & Close| | 8

File Edit View Inset Format Table Tools Help

QG0 LNl | & a7 RSB o LAY Sz Utk 22 BRERE e e
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