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Create a gmail/Drive account

* Go to gmail.com and create a gmail account. With your
gmail account, you will also have a Drive account. When in
gmail, click on Drive in the black/dark grey tool bar at the

top. If using Google Chrome internet browser, click on
Drive icon to go directly to Drive.



Create

Select CREATE to
create a document

(WORD doc),
Presentation (PPT),

Spreadsheet (Excel),
folder, form, or
drawing.
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Create a Document

This document will operate similar to a WORD doc. One
HUGE difference, it saves AUTOMATICALLY!!!

File Edt View Insert Format Tools Table Help Comments - IS
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NEIERGEEnE
Document

Name your
document. Click in
title to rename

document as well.

Rename document

Enter a new document name

Untitied document




Type

Type as you would in a WORD doc. Many of the same functions
and more are available.You do not need to save, Google Docs
saves AUTOMATICALLY for you!!' When you need to share/invite
other users, select the blue SHARE button.

File Edit View Insert Format Tools Table Help

& e AT q00% - Normaltest - Arial

Type as you would in a traditional Word document.




Share

To share the

document, select
the blue SHARE
button on the upper

right screen and the
following screen will
appear to adjust
settings.

Sharing settings

Link to share {only accessible by collaborators)

google.com/document/d/ 1 FOUdBNIPKyDCB7 1nMEeNKcgQCTBC3CITHp4d

Share link via. V3 ".ii m u
-

Who has access

Private - Only the people listed below can

Cl
access b

m Liz Ramos (you} ramosteched@aomail.com I5 owner

Invite people:

permissions, [Changel




Share Settings

Sharing settings
Google Docs Visibility options
defaults to Private. If ;) Publcontheweo
you wish to share S
your document B i o et —
select Anyone with ST
the link. Select the ol propie Akl aranBd panTiASion Gan aecsiss. Sigrtin regifed
Save button when
complete.

MNote: ltems with any wisibility option can still be published to the web. Learn more

m Cancel _eam more about visibility




View, Comment,
Edit Options

Select Can View if you
only want people to
be able to see the
document, Edit if
other people may edit
the document, or
Comment if you want
people to be able to
comment on the
document. Select
Save after changing.

Sharing settings

Visibility options

< Public on the web

Anyane anthe Internet can find and access, N

Anyone with the link

Anyone who has the link can access. NG s1gn-in reguirsg
Frivate

Only people explicitly granted permission can access. Sign-in required

Access. Anyone (no sign-in required) Can view -

Mote: ltems with any visibility optrion can still be published to theNgeb, Learn more

m Cancel Learn more about visibility




Sharing settings

S h a re LI n k O r Link to share {(allows edifing)
ps:/idocs.google.com/document/d/1 FOUABNIPKyDCD71nMBeNKcgQC TBCACITHpAS _

Invite —T v
COpy the ||n k to Who has access

share or invite
people by typing

';_ Anyone who has the link can edit

in their email in W coronos o) cnoscnesgana com
the Invite People

box on the

bottom of the

window and then |

click DONE. s




File to Folder

If in Drive home when create
docs, will be in general Drive.

Move to
[tem Is currently In || My Drive

* " My Drive

If you are in a Folder when you B srsGovchat Resources
create a doc, it will be housed R e
in there until you move it. To

move a file into a folder, hover

I3 PTI Perf Task Assignment

over File in toolbar and select

Move to Folder. Next, select

the folder to move into or

create a new folder. The folder R ——
a document is housed in will

appear next to the document

title in grey-scale next to the

file name in Drive home.

Cancel




Drive

Organization

Use Drive home panel
to find docs. Al
housed in My Drive,

Shared with Me to
find docs shared with
you, Starred to find
starred files, and
Recent will how you
the files you most
recently opened.
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