Google Drive: Create a Document

Google

1. Click the folder for the class
which the document will be

Dri
shared with. i

The IeTTer‘s W|” furn “RED." m
- My Drive

B AP SP Y4Smit

2. Click Create and choose Document =3
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3. A new document will open. ety Vo o0

Click the words "Untitled document” to
Rename the document.

4. Type a title, include your
username. Rename document
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5. The Title wi'll change - i.f the Ti'ﬂe needs to —> Essay 1 14SmithJ
be changed, click on the title again.
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6. To Check which folder the document is in or to move to another folder -

Click the folder icon next to the Tifl\
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7. Click Organize to Move, then select destination folder.
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8. Go to My Drive and click on your -/
folder to see the new Document
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Common Tasks for Teachers

"Revision History"

Essay 1 14smitnd
File Edt View Insert Format Tools

1. Seeing the "Revision History"
Click: File - See Revision History

Share

New

Open
Rerame
Make & copy

I Move 1o faider

See revision histary XN O

Language

Downlond as
Publah o the wat
Email coliaboratons

Emall as attachment

Page selup
Print proview

& Print

2. The History will show up in the right hand column. The more times
the document has been opened and closed, the more history dates

to choose from. \
Note: The document ganno‘r be edited while in History View
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"Comments"”

1. To Insert a comment:
Highlight the area where the comment is needed.
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Typing on the 1

2. Then click the Comment Icon on the toolbar

3. Type a Comment - then click the word Comment
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4. When a student clicks the Comment area it will
highlight the part of the document the Comment

Tyom tuwettre

n . . "
1. Click the Printer Icon - A downloaded copy of the document will go to

your machine. It may open in Preview or Adobe Acrobat - Print the
document from either program.
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Drop Down Menu

File Edit View Insert Format Tools Table Help

Table Help All chishigms say I Dirive

insert table . 4_!
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