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Important Info

* Google docs works only with Google accounts
(in this case, your Gmail account).

e Services you can use with a Google Account:
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What can you do with Google Docs
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HOW TO ACCESS
GOOGLE DOCS



Open your “Safari Browser”and type
“google.com” as the URL address.
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®eno Google Docs - Online documents, spreadsheets, presentations, surveys, file storage and more a
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Google docs
Create and share your work online with Google Docs Sign in with your
¢ Upload your files from your desktop: It's easy to get started and it's free! GOUSle Account
* Access anywhere: Edit and view your docs from any computer or smart phone. Email: elove@randolphcentral.i
« Share your work: Real-time collaboration means work gets done more quickly. ex: pat@example.com

Password: [..........| ]

™ Stay signed in
h F a < &
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Can't access your account?

Login with your
randolphcentral.us

Try Google Docs Now New Features - () Watch the videos

Latest News from the Google Docs Blog Y

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

Tips & Tricks: Using the description field in your documents list
Tue Jun 14 2011

You may not have noticed the description field for items in your
documents list, but descriptions hold great potential ...

More posts »
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CREATING A NEW DOCUMENT
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& Google Docs — Step 1: Select the
: type of document
you would like to
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Cancel Create new

create. In the iPad
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(i | Word document.
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View Google Docs in:
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Step 3: Click on “Create”
Step 2: Type the title P

or name of your
document in the Title
text box.
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When you use Google
Docs from a mobile

- device (iPad, phone,
iPod Touch) you will
Sign out e “# have less editing
en st oo s options (less

functions) than when
you access it from a
laptop or desktop
computer. To obtain
the desktop version
click on the arrow
and choose “Use
desktop version” from
the drop down menu.
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Google Docs error
Google Docs has encountered an error. We are looking into the problem now.

Please try one of these interim solutions:

* Reload this page.
« Download the document by right-clicking on it in the main document list and selecting "Export.”

To discuss this or other issues, visit the Google Docs Help Forum. To see the list of known problems, check the Google Docs Known Issues page.

When switching to
Desktop version,
you’ll get an error.
Just click on the X
to getignore the
message.

Click here
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SHARING A DOCUMENT
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In this area type
the email
address of the
person that you
want to share
the document
with

Sharing settings

Permissions:

@& Private - Only the people listed below can access Change

[ laura suero (you)

There are currently no collaborators, but you can add people to

Add people:  Choose from contacts
Enter names, email addresses, or groups

In this area you can
type a message to
the person,
explaining why you
are sending them
the document
(optional)

Optional: include a personal message

(O send a copy to mysef
(O) Paste the item itself into the email
Smdmlmﬁﬁcﬁom

(recommended

Editors will be allowed to add people and change the permissions. [Change]
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Sharing settings

Permissions:

@& Private - Only the people listed below can access
laura suero (you)

Click on “Share”
and the message
will be sent.

There are currently no collaborators, but you can add people to share with here.

Add people: Choose from contacts
Enter names, email addresses, or groups ’ Can edit v

Optional: include a personal message

a copy to myself
Paste the item itself into the email

Send email notifications
(recommended)

All new invitees will be included on this email

Editors will be allowed to add people and change the permissions. [Change]
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If you get this
page and you
cannot get out,
just click on the Sharing settings
back button






