Creating Files with GoogleDocs

Technology Task — Creating Files with GoogleDocs

1. Open a Firefox or Internet Explorer Web browser. In the URL box,

http://docs.google.com and hit enter. OR

From the gmail interface, click on Documents.
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2. The GoogleDocs interface will open.

lﬁ Google Docs - All items - Windows Internet Explorer

Fle Edt View Favortes Tooks  Help

G_E; + | httpi/fdocs.google comfrtsb=mo#al el [##[¢] [oone |EE
R I(;)Guug\e Docs - Allitems [_} -8 & (e - Groos- @ DA ARG &3

qwertyhr@gmail.com | Offine | Settings | Help | Sign out

Gmail Calendar Documents Photos Reader Sites Web more v

Goog[ew‘ | ([SearchDocs | show search options
Docs n

New ~ I Upload Share f Moveto~ ® Hide [ Delete Rename More actions =

= _| Allitems 1g | Name Folders | Sharing Date +
Owned by me
Opened by me

Starred

Hidden

i Trash

Saved searches

Welcome to Gaogle Docs! Click the "New” buttan to create a new online dacument or the “Upload” butten to edit a file from your desktop. Your dacuments will show up here. Learn more

_| tems notin folders
@ Items by type
=) Shared with

Mo items

Select All 0, None Showing items 0-0 of 0

€D Internet ®100% -

e T [ e LT T 50 PR SRS B

Emerging Technologies Melanie Wiscount —http://www.melaniewiscount.com 1 of 6 pages


http://docs.google.com/

Creating Files with GoogleDocs

3. Click on New. Then click on Folder.
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5. Now click on New and then Document.
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6. Click on File then Rename.
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7. Name the document MondayNotes. Click on OK.
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8. Format your text and type as you wish.

@ MondayNotes - Google Docs - Windaws Internet Explorer

File Edt Vien Favortes Tools Help

ae - . - + g
Cie = |8 homsipaaes.gosle.comDocr=denscr 7k ogeakcsin [l (4] [] [szode IE2

B & [ Hordtites-Gaegovos = -8 & B Gw @ EOdDER0 S
Google Docs qwertyhr@gmail.com | Docs Home | Help | Sign out
MondayNotes saved on 52605 1155 A1 by Joanne Jones [ share + [HEET Save & Close
File Edit View Inset Format Table Tools Help
H & o ™~ syes  ~| ceorgia szt [B| 7 U Av S ok =
A
Monday Notes
Creating a gmail account
Creating a google doc
v
Done & et H100% v
m 23 WindowsEspl...+|| )2 Adobe Acroba... <[ (] 4 Mirosoft offc... ~] B 2 Notepad -] @ Werosoft powerp... 7 100% 20 Qo 2 BIERD R 115aam

Emerging Technologies Melanie Wiscount —http://www.melaniewiscount.com 4 of 6 pages



Creating Files with GoogleDocs

9. Close MondayNotes document. This will bring you back to your username GoogleDocs
interface. Right-click me under Folders/Sharing and click on Move to.
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10. Click on My Folders and click on Emerging Technologies. Click on Move to folder.

& Gaogle Ducs - Owned by me - Windows Internet Explarer

=)

File Edt View Favortes Tooks Help

& - [ hpuitocs sooge.comprabmmaonned by

][] ] [seec |25

w R [ g3 Google Dacs - Owined by me

=

-0 B-Bre-Gu-@- SdEERG &3

Gmail Calendar Documents Photos Reader Sites Web more v

qwertyhr@gmail.com | Offline | Settings | Help | Sign out

|[_Search Docs |

Show search options

Dacs

Google |

™ New ~ Upload

@) Alitems
A Ownedbyme
4 opened by me
¢ Starred
1 Hidden
il Trash
® Saved searches
= [ Alfolders
|| ltems notinfolders

[ Emerging Technologies

 ltems by type
= Shared with
No itsms

% Share

¥ Hide [ Delete Rename More actions v

Move: g MondayNotes

Current folder: none
Iy folders
» [ Emerging Technalogies

-~

Date +

41:58 am e

Select All 1, None

Showing items 11 of 1

Dore

Hioom -

@ Internet

|| 2 adobe Acrab.

[ 100s € | 20 UE 2RERO % 2o

- i 4 Microsoft Offic.. <] (@ 2 Hotenad - ) icrosoft Powerp. .

11. Click on File and Revision History to see your changes to this document.
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