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Chapter 17 The Basics

Introduction

Hello and welcome to GotgyDocs training. With this manual, you will learn how to use the
Google Docs set of applications.

So what is Google Docs?

Google Docs is a free wdinsed set of productivity applicatiotatinclude aword processor
application presentatiorapplication,andspreadsheetpplication all of which arerunentirely on
the web. Actually, the Google Dopgesentatiorapplication was used to make a training video
that supplements this manual.

The fact that these applications are vielsed is significant becauiseneans that you can access
the applications, as well as any documents saved to your Google Docs account, from any
computemwith internet accesd his is great for people who travel a lot and still want to be able to
work on their documents without luggy around a computer everywhere they go. Google Docs

is also great if a group of people are working on the same document or the same set of
documents. Google Docs makes this type of collaboration easy by keeping the documents and
applications in one plac® that they are accessible from any computer, by any authorized user.

An important thing to remember about Google Docs is thatunsing asa Beta version. That
means it is not a final application; rather, it is always changing. New improvementsatune$
areadded regularly to Google Docs. It is even possible that by the time you read this manual,
some of the ways of doing things may have changed slightly, and new features may have been
added. Still, this manual will give you a good starting pfymin which you carbeginmastering
Google Docs.

Now that you have an introduction to the background of Google Docs, the best way to learn is to
start usinghe applicationPoint your browser thttp://docs.google.comas your starting point.

Recommendation for Learning Google Docs

To really become familiar with Google Docs, it is recommended that you try to follow the
examples in the manual while you afgnedin to your Googleaccount on the internet. At times
it may be difficult to actually perform thetepdisted in this manuadl try to follow the
instructions carefullyand work with practice documents until you are comfortable with the
applications

Since there are different computer systems (mainlyibashandWindowsbased) and

different browsergMicrosoft Internet Explorer, Mozilla Firefox, and many others), some of the
screershotsin this manual may look slightly different from yocwmputer screerHopefully

you will see some similarity to your own computer.

http://www.SimonSezIT.com 1




Creating an Account with Google

Before you can start using Google Dogsu will need to have a Google Docs account. We will
walk you through séing one up below.

If you have not already started Google Docs, with your browser open and the address bar
highlighted, type irhttp://docs.goode.comand press [Enter].

o 3 - e ————
'€ Google - Internet Explorer provided by Dell

QU -

| File Edit View Favorites Tools Help

& http://docs.google.com/|

You will be taken to a page like the one shown below.

GO L)g[e Welcome to Google Docs

Docs

Create and share your work —— Sign in to Google Dacs with your
online BN LT n- (i) e e e Google Account
—— nrilB e 2 s urEYRDT @ 7
+ Upload from and save to your desktop sttt 4 =0 S 2\ umber of Books Read a . Emal] |
« Edit anytime, from anywhere pEs S ;-< b = o ‘:;‘, SremTnT:
« Pick who can access your documents gl Fm— [7] Remember me on this
Share changes in real time e ﬁ computer.
. . - -
_ _ "Google!Docsiinsklain English"
« Files are stored securely online
« It's FREE! — I cannot access my account

(LB @ (=)

« Take a tour - New Features

Don't have a Google Account?
Get Google Docs for iGoogle

Access documents right from your homepage. Add to iGoogle »
g v pag I cet started -

©200% Google - Help - Privacy Policy - Terms of Use - Legal Motices

In order to use Google Docs, you need to have a Google account. If you already have a Google
account, then you can go ahead and |dgyientering youaccountnfo in this section———

If you do not already have an account, you will create an acbguntlowing the procedure
below. Note that once your account has been created, the section identified abovenhiirbe
you will typeyour login info to sign into Google

To create a Google account, you will begin by clicking@®e¢ started button (circled in red

abovg, thenyou will see a window similar to the one on the next page. You will need to fill in
some information here, before you can get your account. Fasthgve to have an email address

to use this service because your email address wilsed tosignin to your Google accounglf

you do not have an email address, you can look into some freehesigduch asrahoo,

Hotmail, or Gmail) Before you camproceed in setting up your Google Docs account, you will

need to setup an email address first. If you already have an email address, you can proceed with
filling in the required information.

http://www.SimonSezIT.com 2



GO L)gle Create a Google Account - Google Docs

Accounts
Create an Account

Your Google Account gives you access to Google Docs and other Google sewvices. 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:

Minimum of & characters in length

Re-enter password:

Remember me on this computer.

Creating a Google Account will enable Web History. Web History is a feature
that will provide you with a more personalized experience on Google that
includes more relevant search results and recommendations. Learn More
Enable Web History.

Get started with Google Docs
Location: United States -

Word Verification: Type the characters you see in the picture below.

O1/7. 4244

Letters are not case-sensitive

Terms of Service: Please check the Google Account information you've entered above (feel free
to change anything you like). and review the Terms of Service below.

Printable Version
Google Terms of Service a

m

Welcome to Google!

1. Your relationship with Google -

By clicking on 'l accept” below you are agreeing to the Terms of Senice above
and the Privacy Policy.

’ | accept. Create my account.

After typing inYour current email address: in the text boxyou have to choose a password
for your Google Docs account. As you can s@eyr passwordhas to be at least eight characters
long. Onthe righthand side of the scregBooglewill rateyour password strengthwhether i6s
too short, strong, fair, goodtc.For maximum security,gu wantyour passwordo be strong if
you can, so keep trying until you get a bar like tRizssword strength: Strong. (If you

click on thePassword strength link, you will see some rules and helpful tips for
strengthening gur password. Then you need to f/pe your strong password again, in the text
box below.

http://www.SimonSezIT.com 3



You have the option to check the box ¥/ Remember me on this computer. |f you are on your
personatomputer and no one elbas access ity you may want to leave this checked because
this will save you time whegigninginto Google But, if you areusing a publicomputeror a

work computer on a public servggu donot want to check this.

Then, Google informs you that creating this account will enable Web History, which means that
some infemation about your searches and about what you do on the intereetnided This
feature existso that Google can create a more personalized experience for you on the web. If

you do not want this to be darieselect thisheck boxhere for¥! Enable Web History. T¢
makea more informed decision about this choice, you may want to click dretinen More
link.

The next section asks for your location. The defaudetdsoi Uni t ed St at etid so yo
unless you are in another countryydiu are inanother countryse the list to select where you
are located.

Next you have to type in the Word Verificati@Qodethat is somewhat scrambled looking. This
is to make suréhata persor{and not a computei3 creatingheaccountEnter the codas it
appearsonthescred n t he case above, .you would enter i

Then there is a section on therms of Service. You should read through this, because you
want to know whayou areagreeing to before you activate a Google accdiake the time to
read through the Termthereis also a&rintable Version link if you want to save a copy.

I f you agree with Gleoegtthiegysu nded to dosis clickon®e r vi c e,

| | accept. Create my account.

| button. This means that you want to have an account
with Google, and that you would like siart using Google Docs. You will then seeaccount
creation confirmation screen, whichsisnilar to the imagéelow.

Notice that you will need to activate your Google acchafibre you are able to begin using the
Google Docs applicatioWhen you creatkyour account, an emailas sent to the email address
you entered. You wilhow have to activate your account from that email.

ch@ufl.edu| Google Home | My Account | Sign Out

GO (l)gle ch's Google Account

Accounts
Account Creation Confirmation

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

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

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

« Access free Google products, including iGoogle, Picasa Web Albums, Blogger, orkut, Google Groups, and so much more
» Add 3 Gmail address to your Google Account*
« Use Google AdWords and Google Checkout

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 products on your account:

e Click the My Account link located in the top right-hand comer of the page.
« Sign in on the Google Accounts homepage.

Click here to continue.

“Plesse nots thet cresting s Google Account dossn't sutomatically give you Gmail, nor will it sffect your current email sceount,

http://www.SimonSezIT.com 4




Click onClick here to continue near the bottom of the screen.

If you have successfully logged onto Google, you wiltdien to the main page (see below) that

you wi || al ways see when you first | og into G
Mail Calendar Documents Photos Reader Web maore v ch@ufl.edu | Offline | Settings | Help @
GO( Sle Search Dacs Show search options

Docs

™ New - Upload % Share fm Moveto ~ ¥ Hide I Delete Rename More actions v

=l J All items Name Folders | Sharing Date +
# Owned by me
# Opened by me
¥ Starred
[} Hidden Mo items matched your criteria.
[# Saved searches
== Allfolders
_| Items notinfolders
[# ltems by type
[=l Shared with...
Mo items

Select: All 0, Mone Showing items 0-0 of 0

Remember that each time you want to access Google Docs, you will need to go to the address
above fttp://docs.google.com andthat will take you to the logn page that we saw before.

When you are done using Google Docs, remember to sign ougi g t button can always

be found in this upper rigitand corner. '

Now that your account is set up, | etbdbs go ahe

http://www.SimonSezIT.com 5



Creating, Renaming, Saving, and Exporting GOQ

Let ds go ahead and start wusing Go'??‘@ge Docs by
document. If you have not done so already, lo@ipour Google DOCS gemmm
account.

To create a new document, click on NMewv menu item and then cllck.

on Document. Our new document will open up a new window and = ‘@ Presentation
willhavet he def aul t ,asshowa befow.nt i—t e d o Sereadsheet

&m Form
L= Folder

From template...

v

@ Untitled - Goeogle Docs - Internet Explorer provided by Dell LA . m e ‘a I@@l_g

QO - | @& http://docs.google.com/Edit?id=dfkm7443 Ocwhdzzd3 v | ¢4 | x || Googte a8 -
File Edit View Favorites Tools Help
— - - »
W I_é Untitled - Google Docs ] ‘ - ~ s v [ Page v B} ~ (i Tools
Google Docs ch@ufl.edu | Docs Home | Help | Sign out
‘;Untitled ) edited on 5/2/09 11:08 PM by Save Save & Close
File Edit View Insert Format Table Tools Help '
(= | ¥ N Styles ~ | Verdana v ptr B I U A~v - ik = = ¥ E = = ¥
(
Done & Internet | Protected Mode: On #100% -

You will probably want to change the name of your document so that you can better distinguish
it from other documents. Click ddntitled, type a new document narirethe space provided

(e. g., fBamdiadk &K. A yeuecan)see on the next page, Google Docs has now
savedyour document witlthe new document name.

Google Docs

Explorer User Prompt

[
Untitled =dited on 5209 1108 M by SETiEETE
Cancel |

Enter new document name:
File [ Click to rename this document L

IBanana Tree|

http://www.SimonSezIT.com 6



Gox ,3[.; Docs In the futureyou can save your document by either clickimgthe

Save button clicking theSaveicon = typing Ctrl+S, or by clicking

Banana Tree ontheFile menu and thenhoosingSave.

File Edit View . : : ,
To continue creating a document, you will type somethingthreo
body of the document window. For example, tfipg hi s d o c u tae infermation | | co
about t he Graahrmw)ou have some tétd work withand it is starting to look
more like a document. You may want to save a copy of the document to your computer. As
previously mentioned in the Introduction section, Googledsaves your documents on the
internet so that they can be accessed faam

computemwith internet acces®But you may Google Docs

want to have  offline copy on your home -

computer as well. To save a copiyyour open New g —
documento your computer, chose tiée i save cuieg| 1208 TOOIS O F
meny and then chosBownload file as. There Save as new copy ana ¥ 10pt >
are a few options here; you can save as an Rename...

HTML (zipped) file, an OpenOffice file, a PDF Revision hisbory ation about the
file, anRTF file, a plain Text fileor a Word file. Delete.

You should go ahead and saxmir documenas
a Word file. *  HTWL (zipped)

. . Print settings... OpenOffice
The next stps will vary, depending on the type Print preview POF
of computer and/or the Internet browser you are_.
. . . (=] Print.. Ctr+p  RTF
using. If using a Mac and/or the Firefox browser,
Print as webpage... Text

you will see a Download windo{seen below on
the left)and will be able to doublelick on the View as webpage.. ord
file to open it in Mcrosdt Word. If using a PC and/or Internet Explorer, you Me a File
Download dialog boXseen below on the rightihd you can choose whether to Open the file
directly orto Save.

a0 G Download
=] ownloads File Downlcad

“  Bamana_Tree.do

De you want to open or save this file?

@ j Mame: EBanana_Tree.doc

Type: Microsoft Office Word 97 - 2003 Document, 68.5...
From: docs.google.com

Open | | Save | [ Cancel

| e | While files from the Intemet can be useful, some files can potentially
d harm your computer. f you do not trust the source, do not open or
= save this file. What s the risk 7

Clear 1 Downboxd

Now the file will be available on your local computer. Betvaresince ay changes made to
the local document, will not be seen on the Google Docs document and changes made to the
Google Docs document, will not be seen on your local computer document.

http://www.SimonSezIT.com 7




Now, back to working in Google Docs. In the document that you have beemgvork close it

by clicking on the 538 &C1es8 |y 1ton This will take you back to the main Google Docs
screen and you will see the document you just crdisted, as shown below.

O

Another option available through Google Docsoigopy 0( ) [e
documents that are sem on your local computer to Google Docs. Dmﬁg
You can uploadhesedocuments by clicking on tHgépload menu.

This opens up a screen similar to that pictured below. ©

ClicktheBr ows lsutontoo pen your ¢ o mghen you villsneed to nagigate o r y
through yourfoldersto find the file that you want to upload.

The screen on the next page shows the location of some files available for upload.

http://www.SimonSezIT.com 8




