Using Google Documents

1. Step 1 - Getting to Google Docs

a. Open: https://mail.google.com/a/nosd.edu

i.  Sign in with your family NOSD email

ii. At the upper left of the page, click “Documents”
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2. Step 2 — Create a Google Doc
a. On the upper left, click “Create New”
I. Then Select Document
ii. Note: you can also create PowerPoints & Spreadsheets
b. You can also upload a file created offline in Microsoft Office or Open Office

i. Just select the “Upload” button.

ail Calendar Documents Sites more

Goaie Frall ) Sear

Create new » Uploadl... DwnEd by me
B Document v Share - Falders «
I T Presentation -

) Spreadshest TODAY

& Form il ‘& Testing

K | Dirawing EARLIER THIS YEAR
Folder ol FE) hs student info 1C

il ) sla - student lists

Framtemplate... i FEh 10th grade wkee

3. Step 3 — Setting up the document
a. Give your document a title — upper left
i. Replace “Untitled document”, with the new name
ii. This document works just like Word or Open Office

b. Always Save — upper right



Mail Calendar Documents Sites more

GUL}SIE docs Untitled docurment & Private to only me

File Edit “iew Inset Format Toolz Table Help

W A P Mormal text +  Arial ~ 1ipt = B [



4. Step 4 — Sharing
a. Save your document — upper right
b. Share - Choose “Sharing Settings”

I. Add user: ex. econn@nosd.edu (or any other teacher)

ii. Make sure the person “Can Edit”
c. Unselect “Send email notification”

d. Click “Share”

Sharing settings
Permissions:

@ Private - Only the peaple listed below can access Change
A Eric Conn (you) ls owner

Add people:  Choose from cortacts

"Eric Conn" <econn@@nosd. edus, Can edit =

Motification messages will not be sent, but you will be able to send the link
yourselfta any of the people that you add.
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5. Step 5 - Submit the File
a. Make sure to Save
b. Copy the link in the browser

c. Paste into the dropbox
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