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What is Google Docs?

Create new ~ | | Upload... Documents v Images &videos v More options v
Starred & Untitled document
All items

E Shared Bills =hared
E tech-tools-jing-report

&3 My cnllect!nns E Timeline Sharsd
Mo collections

Trash

_ _ & direct reminders
| 3 Collections shared with me —

A set of office productivity applications
Work from anywhere
Share with anyone
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And then, what is Document?

* Document is a web-
based word processor

Google docs

Create new Upload.

. . . . @ Document i
 Fileis stored online — ) Presentaton

E] Spreadsheet

available from

£|j Drawing

anywhere!

Fram template...

e Updates are live for all
authorized users
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How to Use

Save now £ Share o

Untitled document & Privats to only me

Google docs
Fi Inset Format Tools Table Help
(=1 0 A Flv Normal text ~  Arial v11pthIg£v§v@G§EEEEE§§§ =~
L e — N B R B - S - R - N I TR S
H

e Same standard actions as Microsoft Word
— Links, Tables, Formatting

e Auto Save

 Templates

@ﬁ%
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Input / Output

Upload Files Insertimage
Select files GET)
You are currenthy using 0 MB {0%) of your 1024 MB. Add sto New > |7 Anal LURL
You can upload files up to 1024 MB. Files converted to Goagl Open... Ctrl+0
1 1 Google Image Search
Upload...
Mo files selected Picasa Web Albums

See revision history
4 Select files to upload

Language -
Select conversion options Rename... Work Wlth Im ag es
Only converted files can be edited online. Eile types and size Make a copy...
Convert documents, presentations, spreadsheets, and dr Download as » oDt
[] Convert text from PDOF or image files to Google Docs doc FDF

Page setup... RTF

Import existing files Print settings... Text
Print preview Word
(= Print Ctrl+p | HTML (Zipped)

Saving and Printing
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How to Share

ago Saved &1 Share IZ|

Sharing settings... ¢ Private
Email editorsiviewers. . — Others must |0gin to
Email as attachment... share your documents
Fublish to the Web. .. , .
| * Link
Sharing settings .
— Anyone who has a link
to your doc can work
Permissions: .
with your doc
@ Private - Only the people listed below can access Change .
H Christine Walczyk (you) Is owner ° Pu bl IC
— Anyone can work with
your document
* 2levels
Add le: .
e —— — Editor
|Enter names, email addresses, or groups
Editors will be allowed to add people and change the permizzions. [Change] -_ Vlewer G
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Versions, revisions, everywhere

GODSIE docs 7 2 minutes ago Saved £ Share | -

* Real-time edits

Current revision

Jan 28, 5:08 PM
H Tine

This s atest 28, S0 M * Automatically tracks
This is another test. R J.E_r-:ni& 500 PM C h a nges

Testing...

Jan 28, 4:56 PM — By whom
This is more.
— What changed
Here are some edits.
TEXT TEXT TEXT
e Chat feature
[+] Show changes fj\
[(_] ]M Show less detailed revisions M
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Setting up your account

* Google Account
required

 Gmail Account
not required

Google accounts

Create an Account

“our Google Account gives you acoess to Google Docs and other Google services. | you already have a Goog

wou can sign in here.

Required information for Google account

Your current email address: | |

Choose a password:

Re-enter password:

2.3. myname@example.com. This will b used to sign-in to your sccount.

| | Password strength:
t

Stay signed in

Creating 3 Google Account will enable Web History. Web History is a
feature that will provide you with a more personalized experience on Google
that inclwdes more relevant search results and recommendstions. Learn
Mors

Enablz Web Histary.
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What about Privacy

* Default — everything is private

* Privacy is controlled by how you share your
files

* Terms of Service — “right to reproduce”




References and Libraries to Look at

* Tech Soup Blog Article --

http://www.techsoupforlibraries.org/blog/using-google-
docs-saves-time-and-money

e American Libraries article --

http://americanlibrariesmagazine.org/perpetualbeta/googl
e-docs-goes-mobile

* Google’s explanation of Terms of Service --

http://docs.google.com/support/bin/answer.py?hl=en&ans
wer=82366
s
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Next week...

Presentation!!

Tech Tools with Tine Webinar presented on February 4t 2011. ﬂmhcrx-R!%-Us

Knowledge + Technology = Swccess




Answers to WebinarQ & A
(Question  [Amswer

Can you move Yes. However, you have to click on the very edge of the table and get
a table? the four-pointed arrow. Once you have that mouse pointer, you can
click and draw the table anywhere within the document.
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