Google Docs Tutorial

1. Go to google docs at http://docs.google.com.

2. If you have not yet created an account in google docs click the Get Started
button.
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3. Fill out the form with your information. When you are finished click the “l accept,
create my account” button.

Required information for Google account

Your current email address: f

&0 myname@example com. This will be us

Choose a password: Password strenglh,

Minimum of 8 characters in length

Sign-in to your account

Re.enter password;

Fill out the form 5] Remember me on this computer

with your
information.

reating a Google Account will enable Web History. Web History is a feature
ithat will provide you with a more personalized experiance on Google that
includes more relevant search results and recommendations. Leam Morg

[¥] Enable Web History

Get started with Google Docs

Location: | United States b
Word Verification: Type tha characters you see in the picture balow

Letters are not case-sensitve

Terms of Service: Please check the Google Account information you've entered above (feel free
to change anything you like), and review the Terms of Senice balow

Google Terms of Sexzvice a1 |
Welcome to Google!

1. Your relaticaship with Google |

Ey clicking on 1 accept’ below you are agreemg to the Temns of Service above
and the Pavacy Palicy
- Click Accept
| accept. Create my account |



http://docs.google.com/�

4. You will receive an Email Verification. To activate your account access your
email and click on the link provided in the email.
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Freen: aecounis-noreply Bigoaghe. com [acounts-noreply Bgaoghs .com| Sent: Mon 1/5/2003 B:50 AM
To: Glag, Muchale
(=]
Subject: Google Emad Verification i ]
i Click link to verify email

Welcome to Google Accounta. To Activace your accounfyand verify your e-mail
address, please click on the following link:

g/ v google . comfaccountcs/VE?
cemyritelyio=Cl65clirl FCdAhCIovwinu T SwpgBahlm

If you have received this mail in error, you do oot need to tale any
action to cancel the account. The account will mot be activated, and
you will not receive any furcther =mails.

If clicking the link above does not work, copy and paste the URL in a
new browser window instead.

Thank you for using Google.
For gquestions or concerns regarding your account, pleass visit the

Google Accounts FAQ atc
htop:/ fwww. google. comf supporcfaccounts/ .

This is a post-only mailing. Replies to this message are Dot monitored
or answered.

5. You will receive an “Email Address Verified” letting you know your account has
been activated. Click the “Click here to Continue” link.
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Thank you for verifying your Google account. Your account is now activated.

Click here to continue.
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6. Your google docs page will open. To get started click the “New” button. You
may choose document, presentation, spreadsheet, form, or folder. It would be
best to start with presentation, which is similar to PowerPoint. The presentation

page will open. Begin creating your presentation. You will see menu bars that
are similar to word and powerpoint.
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7. To add text, images, shapes, or video click insert.
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To add a new slide click “Slide” and then “New Slide.”
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Select your slide layout and continue with your presentation.
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10. When you are finished with your part of the presentation, you will need to give
your group members access by clicking “Share” and then “Share with others”.
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11.Invite all your group members as collaborators. Enter each group members
email address. Separate email addresses with commas. This way each of you
can go in and add your part to the project and you don't have to email a
PowerPoint back and forth. Be sure you are inviting group members to be
collaborators and not viewers or they won't be able to edit the presentation.
When you have added all email addresses click the “Invite Collaborators” button.
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12.You will receive and Email message to fill out that will go to your group members.
Type a subject, message, and then click send. This will send an invite to your
group members so that they will be able to work on the presentation.
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13.Click Docs Home to return to the main google docs page.
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14.0nce you have completed your project in Google Docs you will create a word
processing document named groupproject that contains the URL to your Google
Docs Presentation. Be sure your instructor has access to your Google Docs by
clicking on “Share” and then “Share with others”. Click on Invite Viewers. Enter
your instructors email address. If you have created more than one document, you
will need to do this for each document created.



