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I. Getting Started

* From the Robert Morris homepage, click on “Current Students”.

e Then, click on “Google Docs”.

* Next, use your university-issued username and password. It is the same as your

email account.
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\ Create and share your work online.
Sign in to your account at

Username:
* Keep your documents current.

a record so you can see who added and deleted what, when.
Password:

& Remember m on this * Edit your documents and spreadsheets from anywhere.
EEOA as attachments, simply save a copy to your own computer in the format that works best for you.
(Signin)
— © Share changes in real-time.

e " ; Lhe
e e e contactlist 5o its easy to invite new collaborators and viewers within an organization.
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Robert Morris University /elcome to Robert Morris University documents and spreadsheets program, powered by Google. Get started creating new documents, or upload your
isting documents. The familiar desktop-feel makes editing easy, and the sharing tools make it easy to choose who can edit or view your files
(o It's easy to make sure everyone sees the most updated version of your file, everytime. When there are multiple people editing at once, we'll keep.

All you need is a Web browser - your documents and spreadsheets are stored securely online. To work on documents offiine, or distribute them

Invite people to your documents/spreadsheets and make changes together, at the same time. Your sharing tools are integrated with your Gmail

Powered by Google
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7 Starred
Hidden
Trash

((Search Docs)  Show search options

Name Folders / Sharing

[#l Saved searches
= All folders
| ltems not in folders
# Items by type
[=1 Shared with...

No items

Once you are logged into your Docs account, this is what you “Docs Home” will look like.

jphstd@mail.rmu.edu | Offline | Settings | Help | Sign out

Date .

Welcome to Google Docs! Click the "New” button to create a new online document or the "Upload™ button to edit a file from your desktop. Your documents will show up here. Leamn more

If, for some reason, you cannot log into Google Docs through RMU, you can

simply go to docs.google.com, and set up your own account. Follow the steps for
account setup and verification, and then log into your account.

Sign in to Google Docs with your
Google Account
Emal |
Password:

] Remember me on this
computer.

(signin)

| cannot access my account

Don't have a Google Account?

Il. Create a New Document
StartPage Mail Calendar Documents Sites iphsts@mail.rmu.edu | Offine | Settings | Help | Sian out
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£l | Alitems Nam Folders / Sharing Dat
4 Owned by me
1 Opened by me
¥r starres
Hidden Welcome to Google Docs! Click the "New” button to create a new online document or the: “Upload" button to et a fl from your desktop. Your documents will show up here. Leam more
Trash
) Saved searches

B[ Alfolders
| ttems notin folders
1 Hems by type
2 Shared with
No ftems.

Click on the “New” tab, and then select “Document”.
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Formatting, editing, and saving a document are all very similar to Microsoft Word



e To return to the main page of Google Docs, click on “Docs Home”, which is
located in the top right corner.
* Be sure to use the menus within Google Docs, and not the menus of your

browser.
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lll. Uploading Files

* From the Docs Home, click on “Upload”. You will be prompted to choose a
file. Your document will automatically open in Google Docs.

Browse your computer to select a file to upload:

("Browse... )
Or enter the URL of a file on the web:

What do you want to call it? (if different than the file name)

(" Upload File )
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IV. Sharing and Collaborating

To perform an action on a document (share, delete, move to a folder, etc.), you
must first select it from the Docs Home.

Name Folders / Sharing Date +
EARLIER THIS MONTH
) MS Detention Log me, Romanj, Rowec

] Jan 15 Roman
0 ) High School Detenti me, Beltz] Jan 15 me
M I=| Acast, Alsst01, Ascst, Ckfst, Cmast, Crdst01, Edtst, Fmpst, Hjwst, Idgst, Jdbst01, Kmdst03, Krwst, Mamst03, Mcmst, Mefst, Rjzst
(=} ) pressubj me, Acast, Alsst01, Ascst, Ckfst, Cmast, Crdst01, Edtst, Fmpst, Hjwst, Idgst, Jdbst01, Kmdst03, Krwst, Mamst03, Mcmst, Mefst Jan 6 Rz

Once a document is highlighted, you can then chose from the following menu.
To share the document with another person, click on “Share”.

You also have the option of sharing an open document, by clicking “Share” in the
upper right corner.

Go .SIC Docs jphstd@mail,rmu.edu | Docs Home | Help | Sign out

This is my Google Docs exampl... edited on 4/3/09 3:19 PM by JASON HANK [ | Jsave Save & Close
File Edit View Insert Format Table Tools Help

@ G o ™~ Normal v Serif vipt v B I U Av &y Lk =i &€ E EEE ¥
This is my Google Docs example file. {

When the following menu appears, type in the email addresses of the people with
whom you wish to share.

Share this file
Invite people This document is currently shared.
 as colaborators ) as viewers
Collaborators (0) U 1
Viewers (26) - remove il
Acast
Alsstot
Advanced permissions Ascst

# Collaborators may invite others Ot

# Invitations may be used by anyone

If you do not want the person to be able to edit the document, then invite him/her
as a viewer.

If you do wish for the person to be able to edit the document, then invite him/her
as a collaborator.
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V. Downloading Documents from Google Docs

* If you wish to convert your open Google Doc into any other file format (Microsoft
Word), start by clicking on “File”.

» Be sure to click on the “File” button from within Google Docs, not from your
browser.

e If you want the document to be a Word file, choose “Word”. You will then be
prompted to save the document.

Google Docs Example  saved on February 3, 2009 10:44 AM by Jason Hank

Edit View Insert Format Table Tools Help Opening Google_Docs_Example.doc
New By 1pt v B I U Av &~ Link =i & B E=E=E ¥ You have chosen to open
i save xS #) Google_Docs_Example.doc
Save as new copy which is a: Word Document
Rename. from: https://docs.google.com
Revision history What should Firefox do with this file?
Delete.
-
Open with ( Choose..
Download file as > HTML (zipped) S LEINTUIL | dkiild
Print setings. Openofice OsaveFile
& Print up  PDF ] Do this automatically for files like this from now on.
Print as webpage... RTF
View as webpage. Text —
Word (" Cancel )

VI. Inserting Comments into Google Docs

e If you would like to make comments on a shared document, without editing the
actual document, it’s possible with Google Docs. Inserting a comment is like
writing a comment on a hardcopy. See the following example.

Go ‘SIC Docs hankj@basd.k12.pa.us | Docs Home | Help | Sign out
Google Docs Example  saved on February 3, 2009 10:58 AM by Jason Hank | | | save Save & Close

File Edit View Insert Format Table Tools Help

e e

| & o ~ Styles v | Verdana v1pt v B I U Av &~ Lnk == & EEE=E=E ¥

My car needs cleaned. You need to put "to be" before the participle outside of Pittsburgh. -Jason Hank 2/3/09 10:57 AM

She speaks spanish good. "Spanish” should be capitalized. "Good" is an adjective. You should you the adverb "well". -Jason Hank 2/3/09 10:58 AM

He talks quick. "Quick" needs to be an adverb. Add "-ly" to the end of "quick". -Jason Hank 2/3/09 10:58 AM

* To insert a comment, click on “Insert”, and then choose “Comment”.

* These comments will later need to be deleted, before the document is printed
(Mac only).

 Comments will disappear if the Google Doc is saved into Word, or printed from a
PC.
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VIl. Revision History

* If you would like to see who has contributed what to a document, when certain
additions were made, or even revert back to a particular version of a document,
that can be done through viewing the revision history.

* To do so, click on “File”, and then “Revision history”.

Edit View |Insert Format Table Toc
New >
= Save xS
Save as new copy
Rename...
Revision history
Delete...
Download file as >
Print settings...
(=) Print... =P
Print as webpage...
View as webpage...

* As you can see in the following example, the revision history tells you what
revisions were made, who made them, and when they were made.

Go S|L Docs j k12.pa.us | Docs Home | Help | Sign out

Google Docs Example

« Back to editin Compare Checked
Revision Last Edited Changes

] Revision 6 4 minutes ago by Me "Quick" needs to be an adverb. Add "-ly" to the end of "quick". -Jason Hank 2/3/09 10:58 AM
(] Revision 5§ 5 minutes ago by Me You need to put "to be" before the participle outside of Pittsburgh. -Jason Hank 2/3/09 10:57 AM She speaks spanish good. "Spanish'
(] Revision4 8 minutes ago by Me He talks quick.
[ Revision 3 9 minutes ago by Me My car needs cleaned. She speaks spanish good.

] Revision 2 21 minutes ago by Me no text added Revisions 0-2
« Back to editing Compare Checked

VIll. Printing from Google Docs (Mac Users)

e Similar to Word, you need to click on “File”, and then choose “Print”.

* Do not click on “File” from your browser, and do not use & + P to print.

* The document will not be immediately sent to the printer, but rather be made into
a PDF file, which will open in Preview.

* Once the document is opened in Preview, then it may be printed.

Google Docs Example  saves on Februan
Edit View Insert Format Table Too 80 Opening Google_Docs_Example.pdf
New >
i save xS
Save as new copy
Rename...
Revision history What should Firefox do with this file?
Delete. @ 0pen with  Preview (default) [~
Download file as > Save File
Print settings Do this automatically for files like this from now on.
Print P
Print as webpag Cancel o)
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IX. Online Resources and Tutorials

Docs Help
Google sween

‘Sosgie iz Google Docs Hep

http://docs.google.com/support/?ctx=ausers&hl=en

Docs Tour

Google: s - -

http://www.google.com/google-d-s/intl/en/touri.html

Google Apps Learning Module

Google: comeoms

http://services.google.com/apps/resources/overviews/welcome/topicDocs/index.html

Google Apps Channel on You Tube

Y T h English¥ Sign Up | QuickList | Help | Sign In
uu u e Videos | Channels | Cemmunity | Upload | searcn |

Google Apps Channel

http://www.youtube.com/user/Google Apps
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