                INSTRUCTIONS FOR BEGINNING GOOGLE DOCS EDITING WORK

1. Using either Internet Explorer or Firefox browser, Go to Google.com

2. In upper-right corner, Click “Sign in”

3. Either sign-in, or if you’ve never used Google.docs before, click on “create one for free” and follow the prompts there.  You must have an email account that you can access (does not have to be gmail).  

4. Log into your e-mail to receive the message from Google; click on link provided to confirm your account
5. Return to Google and sign-in
6. Click on “more”

7. Click on “documents” 
8. Click on “new and then document”  
9. Click on “Untitled” and name your essay (use this format EVERY TIME: 

<period number-last name, first name-assignment>

Example: 1-Ryan,Jeff-LOTF Essay
10. Click on “Share” and enter my e-mail address jryan@redwood.org.  This will enable me to see your work and give you feedback.  Later on in the C-Lab, you’ll add certain classmates, via their email addresses, to collaborate and peer-edit your writing,

11. Click on “Invite these people”

12. As you invite collaborators, you will be prompted with an e-mail box to “Tell People about this document.”  You should NOT email me (click “Skip Sending Invitation”), as I will be checking anyway and require no notification.  

13. Be sure to Save your work.  

14. To comment, click on “Insert,” etc.

15. To see revisions, click on “Revisions”

16. For Final Copy, delete all comments and SAVE.
17.  If you have any trouble with this at all, you must come see me prior to our C-Lab editing time.  

 DON’T FORGET TO SIGN OUT
