Google Docs “

http://docs.google.com

Useful for collaborating on documents, spreadsheets and presentations

VQ/

creating a Google ACCOUHt Sign in to Google Docs with your
After going to the URL above you will need to log into a Google Account
Google Account or create an account by clicking on Get =
Started (shown at right). Creating an account with Google
. Password:
is free.
| Remember me on this

computer.

Overview of Google Docs

Once you've logged in you will be presented with a screen
like the screenshot shown below. This is the basic interface
for your Google Docs files. Here you can create new

documents, spreadsheets, presentation slides and folders,

| cannot access my account

Don't have a Google Account?
upload files you've already started working on, share files
with other users, and eventually export or publish Get started

documents after they are completed.
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Creating a New File

The first option you see in the menu is New. Here you can

choose to create a new Document, Presentation, _é Document
Spreadsheet, Form or Folder or choose from a new file from _
a template design. ﬂ Presentation
c
Eif) Spreadsheet -
Upload a File |
If you already have a Document, Presentation or g Form C
Spreadsheet file you'd like to work on in Google Docs or = Folder -
share with others you can choose the second menu option: —
Upload. A screen like the one shown below will load
allowing you to upload one of several file types. Click From template... r
Choose File -and browse 'Fo your file on your computer, click Mo saved searches -
open, and click Upload File. If you want the uploaded file c
to have a different file name you can change that here too. = =1 All falders
Browse your computer to select a file to upload: Types of files that you can upload:
| Choose File | no file selected Documents [up to 5DDKB:I
Or enter the URL of a file on the web: & HTML files and plain text (.txt).
« Microsoft Word (.doc), Rich Text (.rtf), OpenDocument Text {.odt) and
What do you want to call it? (if different than the file StarOffice {.sxw).
name) Presentations (up to 10MB from your computer, ZMB from the web, 500KB
via email)
(Upload File) & Microsoft PowerPoint (.ppt, .pps).
Spreadsheets (up to 1TMB)
« Comma Separated Value (.csv).
* Microsoft Excel (.xIs) files and OpenDocument Spreadsheet (.ods).
PDF Files (up to 10MB from your computer, 2MB from the web)
Sharing a File Share this file &
With the file selected on the Invite people This document is not shared. !
overview screen (click the checkbox @ as collaborators () as viewers ]
Collaborators (0)
next to the ﬁle Nna me) YOU can fom.gorcoran@neartiand.edu Collaborators may edit the document and invite I
choose to Share (the third menu e pene
% Viewers (0)

option) a file for viewing or
collaboration. After clicking Share

Separate email addresses with commas. ‘iigwers may see the document but not edit it.
Choose from contacts

you can type in email addresses of (Unvite collaborators )
the persons you'd like to share your
file with separated by commas. Asvanced permissions

™ Collaborators may invite others
Only the owner may change this

Choose whether that person(s)
is/are collaborators who will work o

. ™ Invitations may be used by anyone
on the files or merely viewers of the Abows mesding lsts Lserm more
document(s). Click Invite
collaborators when finished.

Also choose if Collaborators may invite others and whether
Invites may be used by anyone under Advanced permissions.
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&

Moving a Fileto a
Folder

Under New in the menu one of -4
the options is create a new Folder.
After creating a new folder you
E
&

can begin to store/organize your
documents into folders. With a file
selected (shown below with the
checkbox marked), you can
choose Move to from the menu
and you will see a screen like the
one shown at right. Choose a
folder and click Move to folder to
organize your files.

Hide, Delete, or
Rename a File

You can also hide, delete or
rename files. With the file checked
(shown below) choose Hide to
move the file into your hidden file
folder. Delete will move the file
into the Trash folder and Rename
will allow you to type in a new
name from the main overview
screen.

= Hide

[ Mowve to ™

Move: ﬂ A Century of Flight Presentation

Current folder: none
w My folders
k) HIS 143

( Move to folder) (Cancel )

ﬁDelete Rename More a

® Share ™ poveto ™ i Hide I Delete Rename More actions v
- 77| Name Folders / Sharing
YESTERDAY

=
B
=

@& My Collaboration Document Test

EARLIER THIS MONTH
[ A Century of Flight Presentation

& Assignment 1 Document

EARLIER THIS YEAR
“my Course Survey

Ff) Grades Spreadsheet

me, Tom.corcoran

HIS 143 me

me

me
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e | More actions «

Star
More Actions Fol 3%
With a file seleted you can choose the More Actions Change Owner
menu option for even more options. This More m
actions menu is contextual to which type of file you Manage Sharing

have selected from your list. If you choose a Text
Document you will see all of the options shown at me
right. Text Documents have different additional

View the published version...

mar
ar

options than a slide presentation or spreadsheet. = Preview
These options include the ability to Star a file me Revisions Feb
(marking it as important), change ownership of a file, Save as HTML (zipped)...
manage the sharing of the file, reviewing the me Feb
revision history that the file has undergone and Save as OpenDocument...
saving the file out as an electronic copy to your
computer for offline editing. Save as PDF...
You can even publish the file out to a URL on the Save as RTF...
Internet that can be used to show anyone the Save as Text
finished document or publish files up to a blog.
When you click Publish you are presented with the Save as Word .
two options of publishing to a URL you can share
with others to view the final document or publish Publish
the file up to a blog. (screenshot shown below)
EEE | save Save & Close

Assignment 1 Document cdied on 3/3/08 10:45 Al by Tom Corcoran

Publish this document X

This document is not yet published.

You can publish your document to the Internet, where anyone will be able to access and view it online. Your
document will be assigned a unigue address (URL) on google.com that you can send to your friends and
colleagues.

Publish document

| Automatically re-publish when changes are made

This document has not been published to your blog.
You need to set your bloqg site settings before you can post documents to your blog.

Don't have a blog yet? Create your own with Elogger.
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Left Side Navigation

The left side of the overview screen allows you to select
which files are shown. You can choose to show all items,
only items owned by you, only items opened by you,
starred items marked for importance, hidden items and
items in the trash to be fully deleted.

If you have created folders and placed files in those folders
you can also choose to view those files by selecting the
appropriate folder.

Or if you want to show files by file type you can choose one
of four different files types (PDF, Documents, Presentations
or Spreadsheets) and limit the view to just that file type.

And you can view which files you are sharing and who you
are sharing them with.

Finally you can also save searches. Above the main menu
there is a text box for typing in a search term or terms and
searching through all of your files. Under the search
options button you can choose more advanced search
options including saving a search. (see the two screenshots
shown below). The saved search will then show up in your
Saved Searches area shown a left.

G 0 Oglem Forefathers of Flight

Docs

( Search Docs

= | Allitems
1 Owned by me
& Opened by me
57 Starred
' Hidden

fi] Trash
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= Items by type
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& Documents

m Presentations
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(= Shared with...
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Show search options

™ New ~ B upload | % shae ™Moveto~ ®ride I Delete Rename More actions v

=] Allitems
4 Owned by me

Search results for: Forefathers of Flight

7.7 | Name Folders / Sharing Date .+
# Opened by me
EARLIER THIS MONTH
77 Starred O gy Assignment 1 Document HS 142 me Mar 3 me
i | Hidden
Hide Search Options
Has the words: Sharing: Any B
Named: Shared With:
Type: All types B Owner is:
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Search folders: Date Modified B [ Search Docs | [ Cancel |
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Save this search
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