Using Google Docs
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Create basic documents from scratch or start from a template.
You can easily do all the basics. including making bulleted lists, sorting by columns. adding tables,
images. comments, formulas. changing fonts and more. And it's free

Upload your existing files.

‘Google Docs accepts most popular fle formats, including DOC, XLS. ODT. ODS, RTF, CSV. PP, et
S0 go ahead and upload your existing files

Fam

desktop feel makes editing a breeze.
Just click the toolbar buttons to bold. underline, indent, change font or number format, change cell
background color and so on





Google docs allows users to save, edit, and share documents online. You may view a brief tour at http://www.google.com/google-d-s/tour1.html.
Advantages for Educators and Students

· Ability for groups to work on documents (word processing, spreadsheet, and presentations) collaboratively
· Simultaneous editing capability

· Store files online

· Anytime, anywhere access

Potential Drawbacks
· Downloading the Google Gears tool allows offline editing, but this may result in multiple versions of a document and should be used sparingly.

· The browser you use makes a difference. You need a recent version of Internet Explorer (PC), Firefox (PC or Mac), or the most recent version of Safari (Mac). 
Getting Started
	1) Enter the following url in a web browser: http://docs.google.com.
2) Note the login box.
3) If you have a Google account, login.

4) If you do not have a Google account, click on Create a new Google Account.
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Share changes in real time
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Sign in to Google Docs with your
Google Account

Emai Srooksyoung@gmai ¢

Password

Remember me on this
computer.

Lcannot access my sccount

Don't have a Google Account?

Get started

B M.

| www.googie.com & [ @ | @ openiotebook.







Once you have logged in, look at the Google desktop.
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This handout covers the following topics:
Creating new files..................................................................
Page 3

Saving and renaming files......................................................
Page 3

Basic editing...........................................................................
Page 4
Organizing files......................................................................
Page 4
Sharing files...........................................................................
Page 5
Publishing files......................................................................
Page 6
Printing, copying, and downloading files..............................
Page 7
Creating new files
1) Select the type of file you want to create using the drop down menu (shown below). Click.
[image: image4.png]Google Docs - All item:

e Edt Vew Hstory Bookmarks

Digy Toos telp

O cxaol

htps:/jdocs.googe.com/<al

77 -

7R

B righiht ~ Q Comment ~

Send - ) Message (3) v

- @ FdReited Content

| Qweb - @resaiotr T optons

Wost viited [} Add checedtems o [} Addto Fstciss®Bo... [ Custoriz ks [ FreeHotmah [ Windovws Marketpioce [ Windons Media [ Windows (3] Terpo Sookmarket

GEEEE { - ©son

E

B, search The Web < [semreh | AOLE Ml v ) Weather - (@ GasPrices
|| | @ Google Docs - Allitems =]
Gmail Calendar Documents Photos Reader Web more
Google (o)
[{e s
™ New -| B Upload | % Shae ™Moweto~ Wtide [ Delete Rename
[& Document Name
i o
(e Presentation ‘ TooaY
) spreacsnect | i) & Draft Questions for Web 2.0 Form
o & DraftPTLI Action Plan
Fom
o & Agenda 4.21.08
5 Foiser o ‘Spencer Technology Academy Instruct
From template o &) HP Grant Request for Proposal
YesTeROAY
= & Alfolders .
cueoz
1) temsnotinfoigers | e e
& Sample Survey Questions
& 200708 (1 tem) B © Sample survey
EARLIER THIS WEEK
& AdionPlansAL 3ite [ 2tst Century Skils Planning Templatey
B AETA 2items) O & Modules 3and 4
(& AETAMonday (10 iter o ' NECC 2008 Final Proposal
& AETATUesGay (1016 [} @ et ofine Draftforum post 317109
=]

Austalia (2 tems) |

EARLIER THIS MONTH
Select All 50, None

‘Show search options

More actions ~

Folders | Sharing

crs e, Danrmoris
crs  me, Danmmoris
crs  me, Danmmoris

Slblackberry, me, Siiackson
Brestraight, Andy wesley, Awesley, Broberts, Callen, Cmos

CUe  me, Daddy1257, Esweiven, Fiftnchristie, Lewydm1

Kevinmegilivray1, Sjbrooks, me

Danrmortis, Everyone, Aracelinelson2, Cwoodring, Dmela
IS Jwiste, me
Opportnity Group

cFs me, Danrmorris, Gabeimler, Jjpasatta

me, Danmmortis, Imbrialer, Kevinmecgill

l.com | @ | Settings | Offine help | Help

| Sign out

Date +

322pm me
257pm me

252pm me
10:80 am sipsses

R pa—

War 18 Fimate

War 18 Kevnmszi

War 17 psnmers
War 17 e
War 17 rsss.

War 16 psnmers

‘Showing items 1-50 of 358

L zotero





Saving and renaming files
Click on the File button. Choose Save or Rename from the drop down menu. Note: You may also use the Save icon that appears in the upper left side of the toolbar when a file is open. Note: Spreadsheets are auto-saved and Presentation files have a Save button midway across the toolbar. This may change, so you may need to look around. 
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Delete.
Download fle as > =
s for Students, Teachers. and Administrators (October 1, 2008): You discussed the standards and brainstormed ideas
Print setings. s for each group. How could you share this information with staff?
Print preview
& prin g [0 (October 1, 2008): How can teachers use these standards vith students?

Print as webpage 08): We used this tool to prioritize the Essential Conditions based upon areas of greatest concem. How can you use this

View as webpage.

4. Intel's Visual Ranking Tool (October 1, 2008): How can teachers use this tool with students?

5. Online Communities (December 10, 2008): We are using AirSet to communicate between meetings. How do these skill transfer to First Class and how can/do
you use First Class with staff?

6. Online Communities (December 10, 2008): How can/do staff members use First Class with students?
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Note: These dates include Spring Break.

Building your Webliography

Competencies, Standards, and Goals

CPS Principal Competencies

Fa “acilitate shared accountability for results.

itate/Motivate Change:

NETS"A Standards

NETS*A Standard 3 - Productivity and Professional Practice: Education/ leders apply technology to enhance their professional practice and to
increase their own productivity and that of others.

Goal 2: Principals model technology use to support instruction and assessment.
 Objective 2.5: Each team will create a wiki page to share links to online instructional resources with staff members at their sites

Overview—Building your Webliography

Done
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Basic Editing

Each type of document includes an Edit bar. If you do not see the toolbar, click on the Edit tab. These tools function in the same way as editing tools in traditional application programs.
Word processing file
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Draft Questions for Web 2.0 Form

We have used several tools in the context of completing the projects for PTLI. These are tools you can use to communicate/collaborate with staff and also share vith stafffor

use with students. Please discuss each tool ith your group and brainstorm ideas for use with colleagues and students. Choose a typist and use this form to capture your
ideas

1 National Educational Technology Standards for Students, Teachers, and Administrators (October 1. 2008)- You discussed the standards and brainstormed ideas
‘about strategies for implementing the standards for each group. How could you share this information with staff?

2. National Educational Technology Standards (October 1. 2008): How can teachers use these standards with students?

3. Intel's Visual Ranking Tool (October 1. 2008): We used this tool to prioitize the Essential Conditions based upon areas of greatest concem. How can you use this
tool vith staf?

4. Intel's Visual Ranking Tool (October 1, 2008): How can teachers use this tool with students?

5. Online Communities (December 10, 2008): We are using AirSet to communicate between meetings. How do these skill transfer to First Class and how can/do
you use First Class with staff?

6. Online Communities (December 10, 2008): How can/do staff members use First Class with students?

Done





Spreadsheet file
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Presentation file
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Organizing files
Google Docs uses folders to organize files. Create a new folder by clicking on New and selecting Folder. Follow the prompt to name the folder.
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Move files into a folder by clicking on the box in front of the name of the file(s) you want to move. Click on Move To and select the appropriate folder from the list that appears in the drop down box. When a file has been added to a folder, you can see the folder name next to the file name (on the right). View just the files contained in one folder by clicking on the folder name on the left side of the screen.
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Sharing files
It’s easiest to share a file with someone who already has a Google account, however, a Google account is not mandatory. You may invite others to be full collaborators (they can see and edit the file) or just as viewers (they can see, but not edit the file). Right now the sharing feature is in flux. The most reliable way to share is:
1) While looking at the list of all your Google files, click in the box to the left of the name of the file you want to share. 
2) Click on Share in the toolbar. Add the email addresses of the people you want to invite to share. Note that Collaborator is the default role.
3) Type a brief message, and click Send Invitations.
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Publishing files
Publishing files makes them visible to the entire world. To make a file public you:
1) Click on the Share button in the upper right corner of the document.

2) Select the Publish as web document option and then click the publish button.
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We have used several tools in the context of completing the projects for PTLI. These are tools you can use to communicate/collabor

use with students. Please discuss each tool ith your group and brainstorm ideas for use with colleagues and students. Choose a typist and use this form to capture your
ideas

1 National Educational Technology Standards for Students, Teachers, and Administrators (October 1. 2008)- You discussed the standards and brainstormed ideas
‘about strategies for implementing the standards for each group. How could you share this information with staff?

2. National Educational Technology Standards (October 1. 2008): How can teachers use these standards with students?

3. Intel's Visual Ranking Tool (October 1. 2008): We used this tool to prioitize the Essential Conditions based upon areas of greatest concem. How can you use this
tool vith staf?

4. Intel's Visual Ranking Tool (October 1, 2008): How can teachers use this tool with students?

5. Online Communities (December 10, 2008): We are using AirSet to communicate between meetings. How do these skill transfer to First Class and how can/do
you use First Class with staff?

6. Online Communities (December 10, 2008): How can/do staff members use First Class with students?

Done





Printing and copying files

	Printing

Select Print from the File drop down menu. However, exporting a file as PDF first, then printing it often does a better job of preserving formatting.
Copying 
Select Save as new copy from the File drop down menu. Note the dialogue box. The file is saved as "copy of <filename>"
Downloading

You can also export files in various formats by selecting Download file as…
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Rename.

Revision history leting the projects for PTLI. These are tools you can use to communicate/collaborate with staff and also share with staff for

/our group and brainstorm ideas for use with colleagues and students. Choose a typist and use this form to capture your
Delete.

Download file as ®  HTUL Epped) I

openoiis  PaChers and Adminisrators (October 1, 2008) You discussed the standards and brainstormed ideas
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4. Intel's Visual Ranking Tool (October 1, 2008): How can teachers use this tool with students?

5. Online Communities (December 10, 2008): We are using AirSet to communicate between meetings. How do these skill transfer to First Class and how can/do
you use First Class with staff?

6. Online Communities (December 10, 2008): How can/do staff members use First Class with students?
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Activities

Step Sheet
Use a Google Doc to create a step sheet for your students that provides directions in how to access your classroom wiki and make edits on student pages.
Presentation

Use a Google Presentation to create 5-10 slides you will use to either present a waterways lesson to your students or share information about the classroom wiki with parents. 
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