Using Google Docs
· Working with documents, spreadsheets, and presentations:
1.  Invite others to edit or view documents.
· To share documents with others, click “Share” from the menu bar at the top of the screen.

· Enter the email addresses of the people that you would like to add as collaborators or viewers.

· Click invite collaborators or invite viewers.  Add a message to the email, if you like.

· Click send invitation.
· If a user is invited to edit a document, a Google Account is needed.

2. Collaborators can edit and view documents, spreadsheets and presentations.  

3. Viewers can see all changes made to a document, spreadsheet or presentation but cannot edit, add, or delete others collaborators and viewers.

4. You can invite mailing lists to share documents.  
· When inviting collaborators or viewers, check the box next to “Invitations may be used by anyone.”
· Click invite collaborators or invite viewers.
5. Use the contact picker to select collaborators and viewers.

· Click the “Share” tab.

· Click the “Choose from contacts” link.

· Click “Add All” or select people individually from the list.

· Click “Done.”

· Invite them as collaborators or as viewers.
· Edit documents online with whomever you choose.
· If you or another collaborator are editing the same document or presentation, a box at the bottom left of the screen will appear, telling you the name of the collaborator(s) you are working with.

· If you or another collaborator are editing the same spreadsheet, the “Discuss” tab will open, telling you the name of the collaborator(s) you are working with.  From here, you can chat with these people about changes you are making. 

· Only 10 people can edit a document or presentation at the same time.  However, a combined total of 200 people can view a document, spreadsheet or presentation.
· A total of 50 people can edit a spreadsheet simultaneously.
· Owners can edit documents, spreadsheets and presentations, and invite more collaborators and views.  They can also delete documents, spreadsheets and presentations.
· Collaborators can edit documents, spreadsheets and presentations.  They can invite or delete other collaborators and viewers, with the owner’s permission.  They can export copies of documents, spreadsheets and presentations to their local hard drive.

· Viewers can see the most recent versions of a document, spreadsheet or presentation, but cannot make any changes.  They can export a copy of a document, spreadsheet or presentation to their local hard drive.

· Upload a document, spreadsheet or presentation.
· Click the “Upload” button in the menu bar at the top of the Docs list page.

· Click “Browse.”

· Select the document, spreadsheet, or presentation you would like to open.

· Click “Open.”

· Click “Upload File.”

· The uploaded file will now appear in the Docs list.

· You can upload the following file types for spreadsheets: .xls, .ods, .csv, .tsv, .txt., .tsb.

· You can upload the following file types for documents: .html, plain text (.txt), Microsoft Word, .rtf.

· You can upload the following file types for presentations: .ppt, .pps.

· View revision history and roll back to any version.
· Publish documents as Web pages or post them to your blog.
· Download documents to your desktop from the edit page.
· You can save a document to your local computer.  Click “File,” then select one of the “Export as” options. 
· You can save a spreadsheet to your local computer.  Click “File,” then select one of the “Export” options.

· You can save a presentation to your local computer.  Click “File,” the select “Save as Zip.”
· Email your documents as attachments.
· You can email a document in to Google Docs.
· Click the “Upload” button from the menu bar in the Docs list page.
· In the screen that appears, you will be given a special email address where you can email your files and start new documents.
· Paste this email into the “To:” field of an emails, and include the content you would like to upload in either the body of the email, or as an attachment.  Enter the subject of the email.
· Send the email.

· It is only possible to email in 10 or fewer attachments at a time.
