


1. hǇŜƴ LƴǘŜǊƴŜǘ 9ȄǇƭƻǊŜǊΦ Dƻ ǘƻ DƻƻƎƭŜΩǎ ƘƻƳŜǇŀƎŜ ŀƴŘ ǘȅǇŜ 
ƛƴ ǘƘŜ ǎŜŀǊŎƘ ōƻȄ άDƻƻƎƭŜ 5ƻŎǎέΦ /ƭƛŎƪ ƻƴ ά{ŜŀǊŎƘά ŀƴŘ 
select Google Docs from the provided list. Students must 
sign in with an existing account. If a student wishes to 
create a Google account they must do so outside of school.  
The teacher may also set up the student with a gmail
account on the teacher computer prior to the lesson.

2. Once a student has logged in, they will see a screen similar 
to Figure 2. To begin working on their assignment have 
ǘƘŜƳ ŎƭƛŎƪ ƻƴ ά/ǊŜŀǘŜ bŜǿέ ŀƴŘ ǎŜƭŜŎǘ ά5ƻŎǳƳŜƴǘέΦ ! ƴŜǿ 
window will appear with a blank document. 

3. The document field will be similar to a Word document 
including similar control and editing features (as shown  
below). 
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пΦ ¢ƻ ƴŀƳŜ ǘƘŜ ŦƛƭŜΣ ǎŜƭŜŎǘ άCƛƭŜέ ŀƴŘ 
ǎŎǊƻƭƭ Řƻǿƴ ǘƻ άwŜƴŀƳŜέΦ LŦ ŀ ǇƻǇ ǳǇ 
blocker warning appears simply select 
ά¢ŜƳǇƻǊŀǊƛƭȅ !ƭƭƻǿέΦ wŜǘǳǊƴ ǘƻ άCƛƭŜέΣ 
ǎŎǊƻƭƭ Řƻǿƴ ǘƻ άwŜƴŀƳŜέΣ ŀƴŘ ŀ 
window will appear. See Figure 6. 

5. Type the proper name for this file 
ŀƴŘ ǎŜƭŜŎǘ άhƪέΦ
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сΦ {ŜƭŜŎǘ ά{ŀǾŜέ ŀŦǘŜǊ ŎƻƳǇƭŜǘƛƴƎ ǘƘŜǎŜ 
steps in order to preserve your 
changes.

7. In order to have students share their 
document for editing rights, the creator 
of the document must share the 
ŘƻŎǳƳŜƴǘΦ {ŜƭŜŎǘ ά{ƘŀǊŜέ ŀƴŘ ŎƭƛŎƪ 
άLƴǾƛǘŜ tŜƻǇƭŜέΦ 

8. A new window will now appear. The 
ǎǘǳŘŜƴǘ ǿƛƭƭ ǘȅǇŜ ƛƴ ǘƘŜƛǊ ǇŀǊǘƴŜǊΩǎ 
ŜƳŀƛƭ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ά¢ƻ 9Řƛǘέ ōǳǘǘƻƴ ŀǘ 
ǘƘŜ ōƻǘǘƻƳΦ [ŀǎǘƭȅΣ ŎƭƛŎƪ ά{ŜƴŘέΦ {ŜŜ 
Figure 9. 

фΦ {ŜƭŜŎǘ ά{ŀǾŜ ϧ /ƭƻǎŜέ ǘƻ ŎƭƻǎŜ ǘƘŜ 
document. Return to the main window. 
The document will be listed on the 
main page.  See Figure 10.
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Figure 10
10. Some tips to share with your students in 
regards to the collaborating features  of 
Google Docs:
ÅBe sure set parameters are established  
within the student groups on rules of editing 
ŀƴŘ ŘŜƭŜǘƛƴƎ ǎƻƳŜƻƴŜΩǎ ǿƻǊƪΦ

ÅBeside the name of the file is a column titled 
άCƻƭŘŜǊǎκ{ƘŀǊƛƴƎέ ǘƘƛǎ ǿƛƭƭ ƭƛǎǘ ǘƘŜ ƭŀǎǘ 
individual that accessed the file if it is being 
share. 

ÅStudents can assign specific colors to 
themselves to  help identify each other. 

ÅAs a teacher you can have the students 
share their work with you. One of the many 
benefits of this is that you can note the 
amount of time spent on this project and 
which student was the last to access the 
document.

Figure 11


