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Google Docs are entirely web-based. There is no need for someone to worry
about carrying around a flash drive or some form of storage, because Google
stores all the files (up to 2GB) right in your account on the Internet. The
variety of Google Docs available are Google Documents (like a Microsoft Word
document), Google Spreadsheets (like Microsoft Excel), Google Presentation
(like Microsoft PowerPoint), and Google Forms (can create surveys and
questionnaires). Now keep in mind, these are all online and web-based, so
anywhere the user has access to the internet, they can get to Google Docs.

The wonderful thing about Google Docs is the sharing capabilities. Once a
user creates a document or any other file in Google Docs, they can then share
that document with anyone that has an email address for editing or viewing.
Google Docs avoids the process of emailing attachments back and forth with
updated versions. Changes are made right on the web and stay on the web!
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1 Users first need to create an account by
C reatl n g a n ACCO u nt clicking on "sign in" in the upper right
corner

Most Visited =  Meadville Weather F... Meadville Weather F...

| |:| State Board of Educatio... £ T ﬁ Meadville Weather Fore... € 1 -‘l Google [x] I @' (3 unread) Yahoo! Mail,... & T 5. Breaking News | Latest.. €3 | @ Nick Paclini - Google D.. N WH
iGoogle | Search settings | Sign in|

Web Images Videos Maps News Shopping Gmail more v

Google

Advanced Search
Language Tools

Google Search | | I'm Feeling Lucky |




G()ug[e accounts

Sign in to per

Google has more to offer when you sign in to your Google Account. You can customize pages, view recommendations, and get more relevant search results.

ize your Google experi

The user will then see this screen. If you
are an existing user, then you can enter
your email address and password here.

Sign in on the right or create one for free using just an email address and password you choose.

b

Gmail
Get a fresh start with email that has less spam

Web History

Access and manage your web activity from any computer

iGoogle
Add news, games and more to the Google homepage

Google Checkout

A faster, safer and more convenient way to shop online

©2009 Google - Google Home - Terms of Service - Privacy Policy - Help

Let's create a new account!

Sign in with your
Gougle Account

Email: npaclini@penncrest.ius.
l'—'asrswmrd:F
™ Stay signed in
Sign in |

Can't access your account?

Don't have a Google Account?
Create an account now

If you do not have a
Google account, you
need to click on "Create
an account now" here




Google accounts

Create an Account

Next, the user has to enter

If you already have a Gocgle Account, you can signin here.

Required information for Google account

Your current email address:

Choose a password:

Re-enter password:

— the desired email address,
ey — password, word verification

e.9. myname@example.com. This will be used to sign-in to your

- and agree to the terms of
seerrenne Passw

service @ the bottom.

WV Stay signed in

Creating a Google Account will enable Wep History, Web History isa
feature that will provide you with a more personalized experience on
Google that includes more relevant search results and
recommendations. Learn More

# Enable Web History.

Location:

Word Verification:

Terms of Service:

[ United States. Pl

Type the characters you see in the picture, W,
I L]

Letters are not case—sems\tlve6 IMPO RTANT The User mUSt

Please check the Google Account infermation you've entered above SCrO I | a I I th e Way to th e

(feel free to change anything you like), and review the Terms of Service

eelow bottom of the "Terms of
omgie T ot Serviss 7”‘"'“‘*"8'5';’; Service" or Google will not

leloome to Google! ' create your account.

1. Your relatiomship with Google

By clicking on 'l accept' below you are agreeing to the Terms of
Service above and the Privacy Policy.

(Taceest. Creste oy ccoume. ) Click here when finished




TO CONTINUE YOU MUST...

Check your email. A verification email will be sent to the email you entered to
establish your Google account. So log into your email address you used, click on
the email that Google sent you and activate your account! Once you do this, you
are set to go!




Accessing your Google Documents Home

Most Visited ~  Meadville Weather F...  Meadville Weather F.
|| State Board of Educatio... € | [ Meadville Weather Fore... € ‘-‘] Google @ [[&! (2 unread) Yahoo! Mail,... € Al Breaking News | Latest... € | ) Nick Paolini - Google D... @ | + \',
Web Images Videos Maps News Shopping Gmail more v nickpaolini81@gmail.com | [Google | Settings v | Sian out

Groups
To access your / S 7
Google DOCS7 CI|C Finance — 0 U: ; e

on the "more" drop =
down arrow here Calendar
and SeIeCt E::Lor:enls %
u Reader Google Search || I'm Feeling Lucky
"Documents"” a—" o
Sites Once you sign into your Google account,
evenmore » | you should see your email address here

indicating that you successfully are
logged in.




Once you've accessed "Documents”,
you should see a page that looks like
this.

|| State Board of Education: State... € | [ig Meadville Weather Forecast an... € | g Google Docs - Items not in fol M PENNCREST Commons @ | [A Breaking News | Latest News |... €@ | =+ |-'_
Gmail Calendar Documents Reader Web more v ick inig il.com | New! Share a folder | Offiine | Settings | Help | Sign out
Google docs (Search Doss ) ( Search Templates
Createnew ~  Upload Items not in folders
All items ¥ ~ | Share~ | Folders~ | Delste me  More actions ~ 1-34 0f 34
Owned by me
Opened by me Name Date
Shared with me TODAY .
Starred =] '@ Questions 5:07 am me
Hidden YESTERDAY
Trash (=] _g Technology Committee Jwilliams o 20 colla Oct 19 me
ltems by type = EARLIER THIS WEEK
More searches ~ a = NWP Presentation Mrs. A 13 Oct 18 mrs A
EARLIER THIS MONTH
¥ My folders o & PSBA: 10-14-08 Oct 15 me
& CCFF; ‘ o [ House Needs Oct12me |
examples
Personal ° a [y CSHS Friday 9th Schedule Oct 9 me
Folders shared with me =] @ Saegertown Jr. - Sr. High School Homecoming Election Oct 8 me
=] _g@ CFF Coach Discussion 10/06/08 Oct B mstatmar

This page is called your "Document Home" and is where any and all Google Docs you

create will be archived.




Creating a New Google Document

You create a
new document
by clicking on
"Create New"
on the upper left
side

Start Page Gmail Calendar

Go« }3[!‘: docs

Create new ~ Upload...

I a Document -

ﬂ Presentatior®

—lj Spreadshee! e

—

B Form

2 Drawing
Folder

From template...

+ My folders

There are 5 types of Google
Documents you can create. A
Document, Presentation,
Spreadsheet, Form and Drawing




Let's start with a Document. This is a
blank Google Doc

Google docs

nickpaolini81@gmail.com | Docs Home | Help | Sign out|

EIZE | save Save & Close

Untitled cdited on 10/20/09 8:26 AM by Nick Paolini

ST EREEEE V¥
The first thing a user should do is
rename their document by clicking on the e ———
"Untitled" title @ the top. You will be | @ ;
prompted to type in the desired name of \" !
your document.

(cancel ) (_OK )

Google docs

Once the document is renamed, it will take a second_ »
and the name should appear here 4 " sus®

File Edit View Insert Format Table Tools Help

I & o ™ Styles ~| verdana ~1pt ~ B 7 U A~ &




Google docs

red on 10/20/09 8:26 AM by Nick Paolini

File Edit View Insert Format Table Tools Help

M
[t
hd
o1
M
i
il

Link

I = e ™ Styles ~ | Verdana ~1pt + B I U A~ &~ EH ‘
The formatting bar allows the user to do almost everything he or she can do to a Microsoft

Word document. For example, saving, printing, undo, redo, font styles, font sizes, bold,
underline, bullets, spell check, etc.

Now all the user has to do is type their content. Once the user has their desired content typed, he or she can manually|
save their work, or Google Docs will automatically save the work every minute or so. Use this button in the upper right

corner to manually save.

IO UNGN T

nickpao..
Google Calendar [x] m BreakingfNew 3 8+ | =
New version | nickpaolini81@gmail.cd | Settings v | Sign out

Saved &Share -

10




Sharing a Google Document

The concept of collaboration and sharing is the
backbone of Google Docs. Instead of attachinga_
file to an email, Google Docs attaches email e

ﬂ Breakinjewﬁm_ iGoogle E:ﬂ-‘l a8 4+ | =

addresses to a web-based file. You do this by
clicking on "Share" in the upper right corner

Click on the "Share" button and
this box will appear

i ini81@gmail.com | Settings v | Sign out

Saved @,Share -

Sharing settings [x]
Permissions:
w Private - Only the people listed below can access Change m
:t} Nick Paolini (you) Is owner
8 Phyoung1326 Can edit =
8 Mcrocker Can edit ~
& Myoung Can edit ~ L
v
Add people:
Change
(Close)

11




Once you see this block, you can type in the email address here of the desired person you

want to share your Document with.

i
i i H n "
Sharing settings = IMPORTANT: The options here, to "edit
permissions. or to "view" allow the person you are
rmissions: inviting to do just that. If you invite them
e
@ Private - Only the people listed J€low can access Change as an editor they can make ChangeS tO
5 Nick Paolini (you) s owner —""your document. If you invite them as a
& Phyoung1326 Canedi - viewer, they can only view your
AL Merocker Can edit » document and not make changes
4 Myoung Can edit = .
1aj 1
Add ! Choose from contacts
4 Can edit
You can also
send an
E optional
message if you
[ Send a copy to myself wish here
[ Paste the item itseff into the email )
_Share | [ Cancel ) ™ Send email notifications (recommended)
Change

Click "share" to share your document
with the other user

12




Once you click "share" you will then see this block. This is just the portion that shows the
user who has access to the document as well as their privilges of editing or viewing.

AN

-

Sharing settings

Permissions:

@ Private - Only the people listed below can access Change
’3} Nick Paalini {you) Is owner
. Phyoung1326 Can edit ~
4 Merocker Can edit «
4 Myoung Can edit ~

A
Add people:
Change
[’_ Close W

N\

You now want to click on
"close" here to continue
working on your
document.

You've successfully
shared your
document with
another user!
Congrats!

13




The person you shared your document with will get an email that looks like this.
All the user has to do is click on the link, log into Google and begin the
collaboration process!

Nick Paolini
&+ nickpaolini8l@gmail.com

To: Paclini, Nick <npaclini@penncrest.org>
I've shared a document with you:

Nick Paelini

http://docs.google.com/a/penncrest.org/Doc?
docid=0AS52rkMz hJR|ZHQ3a245cF82MmdgZ3Zwenh24&hl=endinvite=CLP20JcC

It's not an attachment -- it's stored online at Google Docs. To open this
document, just click the link above.

But what if they dont have a Google account? Will they still be able to see my
document? YES! The invited person can create an account like you did,
or......see the next page about how you can send a document without requiring
someone to create an account.

14




To send a document without requiring the recipient to log in or create a Google
account, open the document you want to share, click on"share" and this block will

appear.

To make this document available to
anyone, click on "Change" here.

a—

Sharing settings

Permissions:

i Private - Only the people listed below can access

ﬁ Nick Paolini {you)

Change

Is owner
young1326 Can edit
U Merocker Can edit
4 Myoung Can edit =
Add people:
Change
!". Close \

15




Make sure to click this bubble to activate the editing option. So click on "Anyone with

the link" here.

Also, to allow anyone to
edit, check this box here
and click "Save"

lap

Sharing settings E3

Visibility options:

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

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

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

\El‘dit access:

[ Allow anyone to edit (no sign-in reguired)
\Nc[e: Items with any visibility option can still be published to the web. Learn more

(Save ) ( Cancel ) Learn more about visibility

15




Now, to share this link/document with someone
who does not have a Google account, the user
needs to copy the URL here and then paste the link
into an email.

Student Laptop Training — Google Docs

). @ mmms 1/ /docs.google.com/Doc?docid =0AS52rkMz_h|RjZHQ3a24 5cFExOWdtYnpwdmY0&hl=en

Ty

PITTSBURE.
| Home ANGEL Learning Google Calendar Gmail - Inbox - nick... Yahoo! Mail (nickpao...
ms QJ _{ Student Laptop Trainin .. €3 JLE 10 Day Weather Foreca.. € [ 5 Google Calendar [x] “ Breakin:
wents Web Reader more v nic
udent Laptop Training &2 Anyone with the link
t Format Table Tools Help
yles v TimesNewRom » 10pt + B J U A~ &~ Link S & E|E == ¥
ALDR)
1 laptops
vill result in loss of privileges
hile using

7 of liguid on your desk at any time while laptop is on desk

the only one that opens the locked carts.
ed by teachers or coach

The receiver of the email ONLY needs to click on
the link to open the document and begin
editing.....no Google account needed.




Once the user as worked on their document, saved it, and shared it, they can find their document in
the "Documents Home" page shown here. /

Most Visited =  Meadville Weather F...  Meadville Weather F...

[] state Board of Educatio... € | g Meadville Weather Fore... © | [l BreakingINews | Latest... © || &I (0 unread) Yahoo! Mail,... © | @ Google Dogs — All items @ [I"& Nick Paolini - Google D... @ | + | =

Gmail Calendar Documents Reader Web more v nickpaolini81@gmail.cpm | New! Share a folder | Offline | Sgffings | Help | Sign out

CGoc )8[0 docs (Search Docs ) ( Segffch Templates ) mﬁg
Create new ~ Upload All items
B - Share ~ Folders ~ Del Rename More actions - 1-50 of 59
Owned by me
Opened by me Mame Date &
Shared with me ToDaY
Starred a L@ Nick Paolini o 9:50 am me
Hidden (=] @ Questions 8:07 am m=
Trash YESTERDAY
Items by type ~ =] @ Technology Committee Oct 19 me
More searches ~ EARLIER THIS WEEK
(=] =) NWP Presentation Mrs. A. to everyone, 13 viewer Oct 18 s a
= My folders EARLIER THIS MONTH
a crr =) & PSBA: 10-14-09 Oct 16 me
CFF examples A
- =] = Reaistry stuff Ot 12 Khiest
li=1lle
Here is my open document titled "Nick
. en .
Google Docs will archive any file you EiaO“”' and here is my Documents
create or that has been shared with you ome

here in the Documents Home. You may
have to hit refresh to see your document.

16




Gmail Calendar Documents Rea

Google Spreadsheet Google dovs ——

Create new ~ | Upload A
. _@ Document
Click on "Create new" and drop down to I i Prosertaton —
the "spreadsheet" option and click. 3 Spreadsheet
m Form C
Folder C
Fram template. -
You will then see this screen. First More searches +
thing's first! Rename your document by + My folders €
clicking on "Unsaved spreadsheet" a o
CFF examples ’:
Personal -
Folders shared with me €
C
C
C
E
3 Unsaved spreadsheet =
7::' ':§ ':Z:" ":E:' ‘:ihttp'Nspreadshee(s,google. — The page at http://spreadsheets.google.com says: | T \'-:
Most Visited — ’Eadv'\llt Weather F. Meadville Weather F. @ Save spreadsheet as: |
[] state Board’f Ed... € || [L§ Meadville weather... € | [ Breakin 'ﬁ @ Nick Paolini - Goo...
Goc )SIC diCS Untitled spreadsheet kpaoclinid1@gmail.com | N
Unsaved spreadsheet ( Cancel ) ( OK )
File Edit View Insert  Format Tools Form Help \
G o« o~ § % 123~  10pty B s A~ B~ [ =~ =] = -
ey B c D E F G H
2
- Rename’here
o
o ————1
]

17




The user may recognize this document and associate it with a Microsoft Excel file. Just about
anything you can do in Microsoft Excel, you can do with Google Spreadsheet.

| | State Board of Edé m Meadville Wea/@ /Breakmg Newsjl| L j' (0 unread) Yahoo! Q 5 Google Does - All O @ Nick Paolini - Goo... 3 _d Nick Paolini Q + ",I

C()l ,{;;[(_, docs nickpaclini81@gmail.com | New features | Docs Home | Help | Sign Ouj
Nick Paolini | Share~ |
File Edit Insert  Form. Tools Help

G v ~ § % 123+ 10pt~v B»CA- B~ O~

I:!

I
4
4
™M
4

@ No o s wn

Once a spreadsheet is renamed
Google Spreadsheet takes away
the manual save option and
automatically saves all changes.
Notice the difference from the
Google Doc

The sharing directions are all the same
for Documents, Spreadsheets, and
Presentations. See the pages 12-14 for
sharing instructions

18




Google Presentation

First things firstt Rename your project!

) (A ) (g} hip://docs.google.com/present|

Meadville Weather F...

PR R
22 &)
Most Visited = Mﬁdville Weather F...

[ || state Board offEducatio... € T &% Meadville Weather Fore... © T 14 &

Enter

w

Gmail Calendar Documents Re

Let's create a new Presentation Google docs ——

\!

Create new~  Upload |

_g Decument

'y Presentation
Uz Spreadsheet
Form

Folder
From template...
More searches ~

* My folders
¥ (3 cFF
» CFF examples
» Personal

¥ Folders shared with me

v ¥ )= (™ coogle Q)

age at http://docs.google.com says:

ew presentation title

B Google Docs - All items @ | Xy Untitled Presentation -... € | + ;

Untit|

Google dj:s

Untitled Presentation saved on Ociober 20, 2008 2:38 PM by Nick Paclini

File Edit View Insert Format Slide Table Help

nickpaolinid1@gmail.com | New features | Docs Home | Help | Sign out

led Pri§entation

Cancel OK

Share ~ Save & close

Slide 1 0f 1 [+ =]

Click to add title

Click to add subtitle

19




The user may recognize this as a Microsoft PowerPoint. Just about all the
features you can do in Microsoft PowerPoint, you can do in Google Presentation.

Google docs

nickpaolinig1@gmail.com | New features | Docs Home | Help | Sian out

ed on October 20, 2009 29 PM by Nick Paolini m Share v Save & close

Insert Format  Slidef Table Help

Nick Paolini
File Edit Vi

Slide 3 of 3 (/7] o JH & e ~ F&E

For presenting purposes, the
user can go into Presentation

mode by clicking here for 2 Lesr G ele

f | tati share their presentation
ormal presentations. as well as manually
Click to add title save the presentation

here. See sharing
directions on pages
Click to add subtitle 12-14

20




Gmail Calendar Documents Rea

Let's take a look at Google Forms.

yogle d —

Google Forms are used to send Google docs
questionnaires or surveys. Crestenew~ | Upload | A
I _é Document |

'y Presentation
[z Spreadsheet

@ Form E
nickpaolini81@gmail.com | Help | Sign out Foider I
E
I =k Add item ~ Theme: Plain Email this form I See responses -~ | More actions ~ I Save I From template... -
More searches ~
i B
Untitled form - My folders E
'You can include any text or info that will help people fill this out. b2 coFF -
[ 4 CFF examples =
» Persanal
+ Folders shared with me €
-
Question Title Sample Question 1 || & =
Help Text
Question Type | Text H

"1 Make this a required question

Sample Question 2

This is the screen you will see when you
select "Form" from the "Create new"
drop down

21




The user enters the title of their form here

Goaogle docs

=k Add item Theme: Plain

nickpaolinig1@gmail.com | Help | Sign out

Email this form See responses More actions Save

“Untitled form

_~Question title here

'You can include any text or info that will help people fill this out.

And a brief description of the e
form the participant will be taking

Directions or help text

Sample Question 1

here Question Title

Help Text

Question Type

("Dane ) [ Make this a required question

Sample Question 2

Click "Done" when finished

[ Text )

/ here

J he question type here

The user can make it a requirement for
the participant to answer a question
before then can submitt by clicking this
box

22




Your Google Form will look like this. To add a The user will have to manually save the

question, simply click here on "Add ltem" Form here
WO wg[c docs nickpaclinid1@gmail.com | Help | Sign o
&= Add item Theme: Plain Email this form | See responses More actions Save
Sample
This is a sample Google Form The user Can edlt
questions by simply
cursoring over the
What is your favorite Google Document? q ues_tlon and a
Pick from the answers below penCI|, bIOCkS and a
() Documents .
- trash can will appear.
() Spreadshest . .
() Presentation TO ed.|t, CI|Ck OIn the
O Fom pencil, to duplicate,
click on the blocks, to
Sample Question 2 tl’aSh, CI|Ck on the
trash can. (NOT
CAPABLE OF

BEING SHOWN)

23




Once the user clicks "save" the form will appear in the Documents Home as a

spreadsheet
Umall Lalendar Documents Keader Web re v nickpaclinig1i@gmail.com | New! Share a tolder | Uitine | Settngs | Help | Sian oull
G l o d Show search options
Qf )8 ¢ docs (Sear:h Docs) f:Search Templatesj Browse template galler
Create new ~  Upload All items
m ~ - | Share Folders ~ Delete | Rename = More actions ~ 1-50 of 6
Owned by me N —
Opened by me ame e
Shared with me o TopaY Nick Paolini 810
] : ick Paolini A : L sharad 10 am
Starred ok Paolin $===———Cllick on it to open the spréadsheet "
Hidden a & Nick Paolini Not shared 7:39 am ms
Trash =] [ Nick Paolini Not shared 7:28am me
ltems by type ~ =] g Nick Paolini me to 2 collaborators, 2 viewers 6:50 am me
More searches ~ ] B Questions Not shared 5:07 am me
* My folders YESTERDAY
o CFF (=] g Technology Committee Jwilliams to 20 collaborators Oct 19 me

This spreadsheet will appear and this is where all of your results will be archived
for all of those who take the survey/questionairre.

3(3\ ISIC docs nickpaolini81@gmail.com | New features | Docs Home | Help | Sign Out
Nick Paolini Share ~

File Edit View Insert Format Tools Form(0) Help nickpaolini81 Is viewing ¥
S e o~ % 123+ 10pt-mé- B- O~

A B & E F G H 1 J
What is your
favorite Google  Sample Question
Timestamp Document? 2

W N e W R

E

24




(=1)

Google docs

To access the link and email your survey around to others, the sharing process is a bit different. If you
wanted to share THIS spreadsheet, NOT the survey y do so here. See previous pages on sharing

Nick Paolini | Share~ |
File Edit WView Insert Format Tools Form (0) Help
w5 % 123+ 10pl'BAbté B~ O~ =~ E
A B c D E F G H 1 J
What is your
_ favorite Google  Sampl i .
Limestamp Document? The results of the survey will appear
— \ here.
But to get the link to the live survey so others can take the survey, you need to click on"Form™ and
drop down to "Go to live form" You will then see your live form Iikyh';.
Sample
:' ‘.E.‘ ( : ) ( E.‘ C http:/ /spi -google.com)viewfor = 2hSNTBfVnZuZ 1BQUJBDVUL4YKEEMA WY --’»‘l- Q
M«;st Visited ~  Meadville Weather F.. Meadville Weather F.
T[] State Board of Educatio.. € | i Meadville Weather Fore... € | [l Breaking News | Latest.. € || G (0 unreadiWggoo! Mail, . & | 3 Google Docs - All items € | @ S ol+=
Sample

This is a sample Google Form

What is your favorite Google Document?
Pick from the answers below

st The user needs to copy the URL
O Fresemauen at the top, paste it into their email
and email those you wish to take
Sample Question2 this survey.

Powered by Google Docs

Report Abuse - Terms of Service - Addilional Terms

25




Finally, the last portion of Google Documents to manage is your Documents Home. If you have a Microsoft
Document, Spreadsheet or PowerPoint saved somewhere on your computer or hard drive, you can upload that
document to have IN your Google Docs Home by clicking here.

Gmail Calendar Documghts Reader Web more v nickpaoclini81@gmail.com | New! Share a folder | Offline | Settings | Help | Sign out
Gor lglt‘ docs (‘Search Docs ) ((Search Templates ) 1w ssarchoptions
Create new ~ | Upload All items
¥ v | Share~ | Folders* @ Delete Rename | More actions ~ 1-50 of 62
Owned by me Name Date +
Opened by me
Shared with me TopAY il
Starred &} g Nick Paolini 11:10 am me
Hidden =] 'y Nick Paolini 10:39 am me
Trash =] Uty Nick Paolini 10:28 am me
Items by type - (] g Nick Paolini 9:50 am me
More searches + 0 @& Questions 8:07 am me ,
+ My folders YESTERDAY
a coFF (=] _@ Technology Committee Oct 19 me
CFF examples EARLIER THIS WEEK
Personal =] T NWP Presentation Oct 18 wrs. A
Folders shared with me EARLIER THIS MONTH
] g PSBA: 10-14-08 Not shared Oct 16 me

26




The user will see this screen below, to find your file you wish to upload to Google Docs, click on "Select
files to upload”, then select your file.

lost Visited =  Meadville Weather F. Meadville er F.
| | State Board of Education: S!ale.lﬁ ﬁ Meadville w@d o e e el e s 2L s Sl E‘ kpa... & 1 @ Google Docs - Upload a File @ I + ]!
Email Calendar Documents ader Web more v ( ( = ‘ UI'] ( Desktop H (Q search | l@gmail.com | New! Share a folder | Settings | Help | Sign out

S0¢ )gle docs ¥ DEVICES ¥ CFF Survey Results.pdf
2 Macinto.. | Flags.doc
Back to Google Docs S [ Foxpro [
[ psds... & Google Docs
" psds... = -
Upload Files I adminto mileage-form.xls
| | 2 npaclini .
ro Development 3
& adson {2 Pro Devel URI

|B ce1si7510
[ cecusssos |
(B cegifirazs

= Profession...tation.docx
[2 wedding »

Select files to upload

Destination folder: B ceguiso7?
[E51 No folder ~ ( start upload @ Al
¥ PLACES
= Desktop | 1
8 npaolini | ¥

Cancel Select
e =ancelNy

(@ Show infarmatinn an amailina in Jpore daciments and files

The click "Start Upload" and your file will
upload to your Google Docs Home

27




The user can create a new folder under the "Create new" drop down button to

store and organize their files.

Gmail Calendar Documents Reader Web more v

Show search options

("Search Docs ) [ Search Templates | Browse tomolats aalle

Google docs

Create new ~

I _g Document
'y Presentation

Upload All ijafns

v v || Share ~ Folders ~ Delete | Rename | More actions

MName

[ Spreadsheet ToDAY

Form O _g Professional Development Presentation.docx
Folder (=] _g Flags.doc
From template... = Nick Paolini
S —— O 'y Nick Paolini
More searches ~ o 7 Nick Paolini
¥ My folders O g Nick Paolini
3 CFF 8 g Questions
CFF examples YESTERDAY
Personal (] _g Technology Committee
Folders shared with me EARLIER THIS WEEK
2 T NWP Presentation

EARLIER THIS MONTH

nickpaoliniB1@gmail.com | New! Share a folder | Offline | Settings | Help

Sign out

1-50 of 64

Date +

12:12 pm me
11:28 am me
11:10 am me
10:39 am me
10:28 am me

s, 2 viewers 9:50 am ma

8:07 am ma

Oct 19 me

Oct 18 wrs A
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When the user starts to accumulate more and more documents in the Documents Home, he or she can
begin to organize. The left part of the Documents Home allows the user to view items according to the
options located here. "All jtems", "Owped by me", "Opegned by me", etc.

Gmail Calendar Documents Regg# nickpaolini81@gmail.com | New! Share a folder | Offline | Settings | Help | Sign out

~ Show search options

Pocs ) [ Search Templates Browse template galle
J . plate gallery

Share ~ | Folders ~ || Delete | Rename || More actions ~ 1-50 of 64

Mame Date ¢+
Shared with me TopAY [
Starred ] gy Professional Devel Pri ion.docx 9:09 am me
Hidden =] g Flags.doc 8:28 am e
Trash ] @ Nick Paolini 8:10 am e
Items by type ~ ] x4 Nick Paolini 7:39 am me
More searches ~ =] f@h Nick Paolini 7:28 am me
¥ My folders ] _g Nick Paolini me 6:50 am e
o CFF (] _g Questions 5:07 am me
CFF examples YESTERDAY
Personal =] g Technology Committee Jwiliams Oct 19 me
Folders sfared with m! EARLIER THIS WEEK
=] T NWP Presentation Mrs. A. Oct 18 s a

The user can also create folders to store documents. All the user
has to do is click, drag and drop the file he or she wants to putin
each folder.
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Remember, as the user creates more and more Documents, they get archived here at the Documents

Home page. —
Most Visited ~  Meadville Weather F... Meaxme Weather F...
|| state Board of Educatio... €3 m MEadviII\Wea!her Fore.. €3 | 5, Breaking News | Latest... €3 | &&! (0 unread) Yahoo! Mail,... €3 ] I Gcogle Docs - All items €3 | Him) Nick Paolini a0+ |!
Gmail Calendar Decuments Reader Web rjore v nickpaolini81@gmail.com | New! Share a folder | Offline | Settings | Help | Sign out
> Show search options
GOL )SIL docs ("Search Docs ) ( Search Templates ) Browse template gallen,

Create new -~ = Upload All items

m ¥ = | Share Folders ~ = Delete = Rename | More actions ~ 1-50 of 62

Owned by me

Opened by me Narme D
Shared with me Topar M
Starred e @ Nick Paolini \Form 8:10 am me
Hidden B iy Nick Paolini . . 7:39 am me
Trash g () Nick Paolini Presentation 728 8m e
Items by type + o _g Nick Paolini \ Spreadsheet 6:50 am me
Mare searches - =] & Questions \ Document 5:07 am me
- My folders YESTERDAY
3 cFf =] g Technology Committee williams to 20 collaborators Oct 19 me
CFF examples EARLIER THIS WEEK
Personal =] 1§ NWP Presentation Mrs. A. to everyone, 13 viewers Oct 18 M. 4
Folders shared with me EARLIER THIS MONTH
(=] @ PSBA: 10-14-09 Not s Oct 15 me

Also as other users share their
documents with you, they will
automatically archive here in your
Documents Home. This was shared
with me by Jwilliams.
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Google also has a drawing feature under the
"Create new" drop down here. -

Create new -

_g Decument

' Presentation

_|j Spreadshest

) Form

27} Drawing
Folder

Upload...

From template...

w My folders

This feature allows the user to create drawings,
insert images, symbols, etc. The drawings are
saved as a typical Google file in your Docs home
and their icon looks like this.

TODAY

@O (@ (@O D O

All

Lt

D (0 O|00|ad

J

2 Untitled drawing

& Student Laptop Training

_g Intro to Macbooks

& ITSC Internship TimeSheetLog
‘) Budget & Vendor List




This is an example of some simple things Google
drawing can do. The drawings, similar to
spreadsheets, documents, etc are shared the same
way as covered previously

File Edit View Insert Format Help
Fle DRI N N8 0T &

Nick Paglin




That concludes your training on Google Docs. Google Docs has
many more options, tools and gadgets that are beyond this handout
and presentation. If you every have a need, question or concern,
please do not hesitate to contact me. Enjoy the world of Google
Docs!

Nick Paolini

Instructional Technology Coach
Saegertown Jr./Sr. High School
18079 Mook Rd.

Saegertown, PA 16433
npaolini@penncrest.org
814.337.1658

724.333.4120
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