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o After being shown the steps, the trainees will
create a new document within Google docs.
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e Question:

— Have you ever started a project at home or school,
saved it on a jump drive and then could not find
the jump drive or did not have it with you the next
time you were ready to work?
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e Answer:

— If you can relate to this, Google Docs can save you
from ever having to be in this condition again.

— With Google Docs, jump drives are no longer
necessary as long as you have access to the
Internet.
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* Prior Knowledge:
— Every faculty member has a G-mail account.

— Google Docs is located within your G-mail
account.
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e Log into your G-mail account.
e Locate the Documents link.
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e This is what your account looks like when you
have multiple documents.

* |t also shows who you are sharing them with
and the date the document was created.

'F I { g_ ! __ ( E_ \ "___[j_ https://docs.google.com/a/tinaavalon.k12.mo._us,/?tab=mo#all il 'Z’EGI' Q
M-os_t Visited = Getting Started Latest Headlines & Apple Yahoo! Google Maps YouTube Wikipedia MNews = Popular ~ Cet YouTube video
I Tina-Aval.. 71 Tina-Aval... | Mrs. Rucke... || |_| ‘SIS Studen... [l i1 Blackboar... | (| WeightWat._ [ hitps.__et=y I] =) Google ... €3 ﬂ;
Start Page Mail Calendar Documents Sites srucker@tinaavalon.k12.mo.us | Setiings | Help | Sign out
—— ~- - - - -
(009 [C (SearchDocs)  Show search options
.LJI.= :L—b
= All items Folder Sha D L
A Owned by me A
r Opened by me & Copy of Rucker-Rucker Task Worksheet Week 2 me, Rrucker Apr23
7. Starred & Rucker-Rucker Task Worksheet Week 2 me, Rrucke Apr 23
Hidden 3
Trash = 7 Student Pictures on the T-A Website me Jan 12
Saved searches OLDER
All folders &y Ronda Rucker Rrucker, me 12M1/08
| Items not in folders & LWI_Project_ISLT_9440_rtf me, Rrucker 12/4/08
MNew Folder = My First Question Form for Blogmeister me 12/1/08
ltems by type B & Informational Websites Rrucker, BkA72, Jimioz 11/16/08
| Shared with... = @ Sara_Weidner_Thank_You_11-15-08 me 11/15/08




De on tr ti n

To create a new document you would use the tab
“New” then select “Document”.
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 Asyou can see, the format of Google Docs is
similar to most other word-processing
programs.
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e After typing in text, Google Docs automatically saves your
document as the first line of text.
— You can also rename the document under the File tab.

e Italso gives you a date, time and by who.
e |t comes with basic formatting options.
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o After clicking “Save and Close” it returns you
to Google Docs files with your newly created
document listed.

® Firefox File Edit View History Bookmarks Tools Window Help

eooe Google Docs - All items =
IK-.-- ; N n— i —.‘_I / ; Vi ﬁ' P 4 = P < " v "flr e Q
.0 . g AL )L # LI ) G gy hitps://docs.google.com/a/tinaavalon.k12.mo.us /?tab=mo#al o, (|7 Google
Most Visited ~ Getting Started  Latest Headlines & Apple Yahoo! Google Maps YouTube Wikipedia MNews~ Popular~ Get YouTube video
|| | Tina-Avalon School Website €3 !i || Tina-Avalon R=2 School Mail - .. £2 ﬂ & Google Docs - All items (3] [ -
Start Page Mail Calendar Documents Sites srucker@tinaavalon.k12.mo.us | Settings | Help | Sian_out
-'-“ = =
avY > {Search Docs) Show search aptior
Docs
= | Allitems Name Folders | 5 Data’ i
A Owned by me TODAY -
{ Opened by me O & Back to School To-Do List me 3:56 pm
S Starred YESTERDAY
Hidden O & Copy of Rucker-Rucker Task Worksheet Week 2 me, Rrucker Apr 23
Trash H & Rucker-Rucker Task Worksheet Week 2 me, Rrucker Apr23
H Saved searches EARLIER THIS YEAR
All folders = Student Pictures on the T-A Website me Jan 12




Ap li ato

e Lets walk through the steps together now to
create your own Back-to-School to-do list.

Log into your G-mail account.
Click on the “Document” link.
Create a new Document.

Enter your own to-do list.
Renaming document is optional.

S

Save and Close.
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e Follow the six steps in creating your own daily
schedule for a substitute or personal
classroom use.
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 When do you see yourself using this Google
Doc feature?

— Lesson Plans
— Friday Newsletters
— Correlating with other teachers

e What else?



RONDA & SUSAN RUCKER
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