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Welcome to Google Docs!

Google Documents, or Google Docs, is a free application that enables users to create, edit and share
programs like Document, Spreadsheet, Draw, Form, and Presentation. It is a free a service by
Google!

Why Google Docs is useful:

There is no charge to the user. The user has full access to all the applications for free.
Saves automatically.
Google Docs tracks revisions allowing the user to go back in time.

Can access remotely. Google Docs exist in the internet which means there is no need to save
a local copy.

There is a program comparable to all major Microsoft Office programs.

Hints:
1. Google Docs works best in Safari, Google Chrome or Mozilla Firefox.
2. Gmail users or just regular Google users will be more familiar with the
organization, symbols and navigation.
3. A Gmail account gains the user access to all Google products.




Signing in:

1. Visit www.google.com
2. Looking at the toolbar choose “Documents”

+You Search Images Maps Play YouTube News Gmail Documents Calendar

Google

Google Search I'm Feeling Lucky

€

Sign in

X
A faster way to browse the web

Install Google Chrome

3. If you do not have a Gmail account you are going to have to create an account. Click the link “Create
an account.” Create an account using any email address. I chose my New York Society Library email

address.

Google

Docs

Create and share your work online

\

Try Docs now | Google Docs Blog | Templates | For Work and School

& & (O =

D: Spreadsh P i Drawings Forms

Create, share, and collaborate on the web with documents,
spreadshests, presentations, and more. Create an account

Signin

Email

Password

m [~ Stay signed in

Cantt access your account?

SIGN UP




GOUSIC accounts

Create an Account

Your Google Account gives you access to Google Docs and other Google services. If you already have a Google Account,
you can sign in here.

Required information for Google account

Your current email address:
e.g. myname@example.com. This will be used to sign-in to your
account.

Choose a password: Password strength:
M

linimum of & characters in

length.

Re-enter password:

111

[ Stay signed in

Enable Web History Learn Maore

Get started with Google Docs

- Default Homepage

Location:

Set Google as my default homepage.
Wour default homepage in your browser is the first page that appears
when you open your browser.

United States hd

Birthday:

MM/DDAYYYY (e.g. "4/27/20127)

- Weord Verification: Type the characters you see in the picture below.

-

Letters are not case-sensitive

- Terms of Service: [T 1 agree to the Google Terms of Service and Frivacy Policy

- [ Create my account. ]

4. Google is going to ask for you to confirm your email address. To do that you must sign into your
email then click the link indicated.

‘Google Email Verification

account-verification-noreply@google.com
@ Extra line breaks in this message were removed,

Fri 4/27/2012 10:28 AM

Jennifer K. Hanley-Leonard

Welcome to Google Accounts. To activate your account and verify your email address, please dick the following link:

ritely &c=CM-k96bnrZXtZRDdrce726D-0dgBE&d

+**NOTE*** Please print this page for your records. You'll need your verification link if you lose access to your account (for example, if you forget your username or password).
If you've received this mail in error, it's likely that another user entered your email address while trying to create an account for a different email address. I you don't click the verification link, the account won't be activated.

If you didn't request this email, but you decide to use this account, or delete it, you'll first need to reset the account password by entering your email address at https:// le.com/|

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

Sincerely,
The Google Accounts Team

Note: This email address cannot accept replies. To fix an issue or learn more about your account, visit our help center:
hittp://wwn { [support/: /




5. Once the email is verified you can “Click here to continue” at the bottom of the page.

Google accounts

Account Creation Confirmation

Can't find our email in your inbox? Learn more

Here's what you can do with a Google Account:

Click here to continue.

Accessing your Google Account is easy
When you sign in to use any of the products listed above, you're automatically accessing your Google Account. Here's how you can view a list of the praducts on your account:

©2012 Google - Google Home - Terms of Service - Privacy Paolic

» Click the My Account link located in the top right-hand cormer of the page.
= Sign in on the Google Accounts homepage.

= Access free Google products, including iGoogle, Picasa Web Albums, Blogger, orkut, Google Groups, and so much more
» Add a Gmail address to your Google Account*
» Use Google AdWords and Google Wallet

“Flesse note that oeating a Google Account dossn't sutomatically give you Gmail, nor will it affect your cumrent email acoount.

jhleonard@nysoclib.org| Google Home | My Account | Sign out

Welcome to Google Accounts! Your account username is jhleonard@nysoclib.org. In order to verify that the email address associated with your account is correct, we've sent an email to
jhleonard@nysoclib.org. Please make sure you click the link provided in the email.

Starting Google Documents:

Vo

+You

Play YouTu

Documents

Docs at

En
Home
Starred
Owned by me
All items
Trash
™ My collections
B nYSL

» Collections shared with me

GO\ ,8[@ Home x

i

TITLE
B nvsL
[ Document example nvst
B Form example nvs.
Draw example 1vsL
[ Presentation example nvs.

il Spreadshest example nvsL

!

Maore =
Open
&% Share...

Add star
Don't show in Home

M Organize...

Rename...
Mark as unviewed
Download...

Submit to template gallery

i Move to trash

QWNER

me

me

me

me

me

me

Jhleonard@nysoclib.org =

Sort

LAST MODIFIED

12:52 pm me

Apr 27 me

Apr 27 me

Apr 27 me

Apr 27 me

Apr 27 me

.oof




By clicking the “Create” button we see that we can make many different types of documents.

v

+You Search Images Maps Play Yo

GO\ nge Home %

4

CREATE

TITLE

B Document
B Presentation

With NeW il Spreadsheet
E Fom

Drawing

Applications!

~ B Table (beta)
S [ Collection

3
From template_..

Going through them all we have a Document which we are going to be talking about most extensively
today. Document is Google’s answer to Microsoft Word. Then Presentation (PowerPoint), Spreadsheets
(Excel), Form (Survey Monkey), Drawing (Paint), and Table Fusion (Access and Excel) which is in beta.

Table: Table is currently in Beta which means that users can expect a lot of changes as Google refines
it. Table is a way to manage spreadsheets and examine and organize information into a database.

Drawing:

Untitled drawing Commenss [

et Foamat Amange Help

-~ g a &




Form:

Form example

ihleonard@nysocib.org |

File Edit View Insert Format Data Tools Form (0) Help Last edit was made 3 days ago by jhleonard
e AR T s % 13- qopt: || B e AR LR CBH- % MY
fx  Timestamp Show all formulas
A B c ] E F G H 1 il
1 Grid is for thos Grid is for thos Grid is for thos
ions (I made ions (| made ions (| made
It is great for There is an There is an Checkboxes this is "required  this is "required  this is "required
Timestam In Form SUrveys option option option question -->) [A]  question -->) [B]  question -->) [C]
2
3
$Additem-  Theme Piain J§share Emaiisform  Seeresponses-  Moreacions - Sawed
Form example
Enter Arechons.

i

Timestamp

Spreadsheet example

File Edit View Inset Format Data Tools Help
B AT b % e [B]
Author

» f

Author | Title

Bingham, Kelly and

Paul O. Zelinsky 2 il for moase

Gantas, Jack Daad end in Norvelt (Audio)
Dormer, Frank W. | The Obsitanate Pen

Patncell, Loshe  Faster! Fastor

Willems, Mo The Duckling Gets A Caokis!?

Stewart, Trenton  The Extraordinary Education of

Hichalas Benedict

+ B Sheet! v

158N
9780060799847
9780374379933
9780805092950
9780763654733

9781423161289

9780316176134

Total=

=605z

Collection & Notes

Maybe Picture Book (Staned). If
516,99 collection can handle anther ABC book.

(Audio) It is supposed to be very funny!
$15.99 Jack reads it himselt

Picture Book (Stamed). Good match for
516.99 the library's writing crowd.

Picture Book. Goad story to read with
§15.99 Dad. Library owns Highe! Higher!

Picture Book. Favorte charactes and
$15.99 about manners

Juv F Seeing Benedict's chidhood This

series remains very popular with NYSL
517.99 youth

599 94

Show all formatas.

Authar




Presentation:
Can animate like
PowerPoint with the
additional features of
Drawing and Collaboration!

(In Document too)

Welcome to the new Google Presentations!

4

Drawing Tools Collaboration
Draw anything directly on Add animations and slide Share and collaborate in
the canvas transitions. real time.

B o

jhleonard@nysociib.org +

Presentation example start presentation |+ | | Comments
File Edit Wiew Inset Slide Format Amange Table Help Last edit was made 3 days ago by jhleonard

+ - @ (&[N G-

Welcome

Google Docs Presentation
2012

Click to add notes




Document Overview:

Google Docs is very similar to your Microsoft Word. Click through the ribbon just to see the options
available.

Jnleonard@nysocib.org +

Document example Comments

File Edit View Inset Format Tools Table Help

Il
1
il
Il
1
i
]
i
it
.

= e~ L) - P Normaltext : | Arial :ln -/ B £ U A-MA- e

1 1

How it is all organized:
e My Collections (NYSL)
e Shared

o Starred*

e All Items
e Collections shared with me

+You Search Images Maps Play YouTube MNews Mail Documents Calendar More ~

GO\ )81()_ Home x x “ jhleonard@nysoclib.org ~

Docs sort ¥ e B
-E O TITLE OWNER LAST MODIFIED

CREATE
Home B vsL me 12:52 pm me

Starred ‘ B Document example nys. me Apr 27 me
Owned by me

B Form examd me Apr 27 me
All items

Trash Draw example nysL me Apr 27 me

~ My collections O Presentation example nvst me Apr 27 me
B NYSL -

il Spreadsheet example nvse me Apr 27 m=

¥ Collections shared with me

10



Sharing:

Is owner

& jhleonard@nysoclib.org (you) jhlzonard@n...

Add people:

jhleonard@nysociip.org
Document example comments | [l
File Edit View Inset Format Tools Table Help
& e o~ O] - P Normaltext : | Arial i1 - B 7 UA-RA-. co i= = -
—
1 1 2 3 4 5 3 7
Sharing settings Sharing settings
Who has access
Who has access
Private - Only the people listed below can Change
Private - Only the people listed below can
a ly the peopl Change access
access
& jhleonard@nysoclib.org (you) jhleonard@n.. Is owner

Add people:  Choose from contacts

" Motify people via email - Add message

Send a
Paste |
email

Cancel

. [Change]

Can edit ~
v Can edit

Can comment

Can view

Documents

Docs at | [] (o]
ol TITLE
CREATE
Home A B s

More

OWHER

me

jhleonard@nysoclib.org ~

o -

Sort -

LAST MODIFIED

3:52 pm me

Sharing Multiple Documents:

More ~

ndar

+You Search Images Maps Play YouTube MNews Mail Documents
Gox Sle Home x
Docs &+ - [
e -
Home B sl
Starred o B Document example nvs.
Owned by me
v B Form example nvsi
All items
v
Trash Draw example NYSL
~ My collections n Presentation example NYSL
B NYSL
Spreadsheet example NYsL
¥ Collections shared with me

More

=* Share...

Add star
Don't show in Home

| Qrganize..

Mark as unviewed

Download...

i' Move to trash

OWNER

me

me

me

me

me

me

Jhleonard@nysoclib.org =

Sort ¥

LAST MODIFIED

3:52 pm me

Apr 27 me

Apr 27 me

Apr27 me

Apr27 me

Apr27 me

11




Tracking Revisions:

ihleonard@nysociip.org *
Document example e
File Edit View Inset Format Tools Table Help
Share... Arial s -~ B 7 U A-RA- e = >
MNew > 1 2 3 4 5 e 7
Open.. Ctrl+0
Rename...
Inleonard@nysoclib.org ¥
Make 3 copy.. Document example —
View anly
< See revision history Alt+Ctri+G > |
Revision history
Language -
. Apr27, 4:26 PM
W jieonard
Download as -
Apr 27, 4:26 PM
Fublish to the Web.. M ineonard
Email collaborators... .A:’h'é:;;fﬂw
Email as attachment
Page setup...
Print preview =
= Print Clrl+P
+ Show changes
Show less detailed revisions
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