How to share Documents in GoogleDocs

1. Create a Gmail account through Google by going to www.google.com and click on gmail, then create an account.

a. Your gmail account should be under your actual name so that when you submit an assignment, it is clear that the assignment is from you.  If your name is already taken, add a number TO THE END OF YOUR NAME.
b. If you have an existing gmail account, you must make sure your name will appear with the gmail or googledoc you upload.  You can do this by logging in, clicking on “settings,” then “accounts,” and then “edit info.”
2. Once you have created or updated your gmail account, you can go to your documents.

a. Sign in to your gmail account (Red Arrow).
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In the upper left hand corner, click on the “Documents” link.


3. Create a document in Word. Save that Document as follows:
a. Last Name (First Initial, Last Name if someone else also has your last name) and the name of the assignment.

b. For example: “LSmith EC Chapter One” 
4. Open up your GoogleDocs Account. Click on the “Upload” Button. (Red Arrow)
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5. Click the “Browse” Button. Find your file. (Red Arrow)
6. Make sure your filename reflects your name and identifies the assignment name your file in the “What do you want to call it” box. (Blue Arrow)
7. Click on the “Upload File” Button. (Green Arrow)
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Upload a File

Browse your computer to select a file to upload: Types of files that you can upload:
[CADocuments and Sefingsteparhenakisy_Brawse, Documents (up to S00KB)

Or enter the URL of a file on the web: © HTML files and plain text (txt)
© Microsoft Word ( doc), Rich Text (19, OpenDocument Text ( odt) and StarOffice ( sxw)

What do you want to call it? (f difierent than the fle narne) N ) g 6 M from the web, SO0KE via omail
SN Peradin Shif resentations (up to om your computer, 2MB from the web, via emai)

© Microsoft PowerPoint (ppt, pps).
Upload File

Spreadsheets (up to 1MB)
© Cormma Separated Value (cs1).

© Microsoft Excel (xls) fles and OpenDocument Spreadsheet ( ods).

PDF Files (up to 10MB from your computer, 2MB from the web)

Email-In Your Documents and Files

You can start new online documents by emailing thern directly to this email address

Elena+Parthenakis-17018993235049550668-B8fpgkxr@prod.writely.com
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8. Your Document will appear as uploaded.  Now click on the “Share” Button and then “Share With Others.” (Red Arrow)
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9. You can choose whether you want the people you share it with to just be viewers or collaborators (Collaborators will be able to edit your document. Viewers will only be able to view your document.)  BE SURE TO CHOOSE “COLLABORATORS” WHEN SHARING AN ASSIGNMENT WITH ME.  Unclick the Advanced Permissions. (Red Arrow)

10. Click on the “Choose from Contacts” Link. (Blue Arrow)

[image: image4.png]=18l x|

Ele Edt View Hstory Bookmarks Toos Help

[0 N iy rer—m——

facb34mq_Sctjgnsfoshi=en

L2 Most Visted b Getting Started 51 Latest Headines

Google Docs

03 Googe Docs - Owned by me

Google D eparthenakis@gmail.com | Docs Home | Help | Sign out

Hey EVeryone,  <eedan 150975 Aty eors s [ stare - | Savoe ciose

Share this document

(3 Hey Everyon

Invite people: This document is not shared.
@ ascollaborators ' asviewers Breview document as a viewer.
Vigw RS feed of document chances:

Collaborators (0)

Colisborators may et the document and invie more
Separate emai adcresses wih commas peope

Choase from cortacts

Viewers (0)

Invite collaborators Viswers may see the document but nat edt 1

Advanced permissions
¥’ Collaborators may invite others
Only the awner may change this

¥ Invtations may be used by anyone
Alows mailng sts  Lear more

=

start| & winke Compus - .. | @ Werosoft oulook ... | @ Gmall-0box (7) -ep.. | @ Tragedy - Wikiedis, .. |[@ Hey Everyone, - ... (0 Mrssoft Powerport... | (Z)

S o & [« DY LpfBO raran





11. A Contact Box will appear. Choose the contacts you wish to share your document with.  You can also click to share with a group of people.  Click “Done” when you are finished. (Red Arrow)
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12.  GoogleDocs will automatically prompt you to send a gmail to the person you are sharing the document with.  It is up to you whether you want to send one.
[image: image6.png]'SMITH Paradigm St irefox =18 x|
flo Edt Uew oy gookmarts Dok e

62‘. C X (ar [& [neiidocs.googl.comfoocrd=dochma_tcesicin

Most Visited ¥ Getting Started . Latest Headines

Google Docs - Mo:

Google Docs eparthenakis@gmail.com | Docs Home | Help | Sign out

SMITH Paradigm Shift eatedcn 3160 745 AMby Eena Parheniis [ share - | Save & Close

Tellthese people about the document?
Invite people This document is not shared.
@ as collborators € as vewers Tor *exPract <aptact@gmal com= reviw docunent os o ewer

Vi RSS fss of cocunent cranaes

Subloct, [SWITH Paragiam SR
Collaborators (0)

e
e e—— [ s

Choose from cortacts

Message: Mote: 3 inkto th dacument il be ineluded in the message

Viewers (0)

Invite collaborators Viewers may e the document but nat edt 1

Advanced permissions

IV’ Collaborators may invite others

Onlythe owner may change s
I Paste the document tseffinto the email message.

¥ Invitations may be used by anyone

Alows mailng lists  Learn more I ceme

Send | _Skip sending invitation

=

Aistor] @ v comps . | 8 Meroot Outoo. | @ oo 1. | @ gy - . [ @ ST Parains [ Mot pomer.. | @bowtoshre 0o | )

S oo & [« DL LpfBO ruoan





13. Finally, you can click “Save and Close.” (Red Arrow)
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14. The Document will appear in your GoogleDocs account with the list of the people you’ve chosen to share it with. (Red Arrow)
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