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Using Google Docs

Google Docs provides web-based collaboration and personal management
applications. To use UT Martin’s Google Docs site, you will need a UTM
username and password. NOTE: it is possible to go directly to the Google
Docs website at www.google.com/docs and login using any personal Google
account that you have, but this handout only covers using the UT Martin
Google Docs site using your UTM account.

Accessing Google Apps from the UTM webpage

1. To access Google Apps from the UTM webpage, http://www.utm.edu, - click
on the Google Apps icon in the upper left corner of the page:
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2. On the “Google Apps at the University of Tennessee at Martin” page, note
the menu items on the left for Google Calendar, Docs, Mail, and Sites.

3. Click on '‘Docs’ and you will see the sign-in screen:
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3. Sign in with your UTM username and password.


http://www.google.com/docs
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4. After you login you will see the UTM logo in the upper left corner. Across
the top of the screen you will see the various Google apps products available
to you, and the current one you are working with (in this example,
Documents) will be bolded:
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On the right side of the screen you will see: New Features!, your email,
Documents Settings, Help and Sign out.
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Using Google docs

1. Click on Create New at the top left under the UTM logo.
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2. Choose the type of document that you want to create. Click on
Document to create a word-processing document.
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3. Click the Menu items to familiarize yourself with the options available on
each menu. You will find that these menus are generally similar to other
word processing programs.

File Edit

View Insert Format

Tools Table Help

4. Note the resources available under Help.
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Learn from other Google users
Watch a video introduction

Keybooard shortouts

Google Docs Help Center

5. Google automatically and frequently saves the document you are
working on, as seen by the Saved box at the top right of the screen, and
this icon corresponds to the File/Save Now feature.
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6. Clicking ‘File/Save Now’ on the File menu also saves the document, and
you may click that menu item any time to save your work.
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7. You can change the name of the document by clicking in the box at the
top left and changing the name in the box provided.

8. If you want to review older versions of the document, click File/See
revision history (note it is grayed out if there is no history). On the right
side of the screen you will see the various versions available in the
revision history, and you can see more detail by clicking “show more
detailed revisions” in the bottom right corner.

Sharing your document
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1. Clicking on Share will enable you to email your contacts and provide a
link where they can access the document. Please note: within the
UTM system, be sure and share with emails @ut.utm.edu in order
for the student recipient to be able to click on a link and access
the document. Otherwise, the recipient will have to create a
Google account. Note the additional options under Share: Sharing
Settings..., Email editors/viewers..., Email as attachment..., and Publish to
the Web.

2. With Share/Sharing settings..., you can set permissions for who can view
or edit your document under Sharing settings/Change/Visibility options:
Public on the web, Anyone with the link, The University of Tennessee at
Martin, People at the University of Tennessee at Martin with the link, or
Private (the default).
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Visibility eptions:
Permissions: O @ Public on the web
Anyone on the Internet can find and access. No sign-in required.
@ Private - Only the people listed below can access Change ® £ Anyone with the link
. . Anyone whe has the link can access. No sign-in required.
’. Harriette Spiegel (you) Is owner
) 4 The University of Tennessee at Martin
People at The University of Tennessea at Martin can find and accass.
) =1 People at The University of Tennessee at Martin with the link
People at The University of Tennessee at Martin who have the link can
access.
O & Private
Cnly people explicitly granted permission can access. Sign-in required.
Add people:
Enter names, email addresses, or groups Edit access:
. . Allow anyone to edit {no sign-in required
Editors will be allowed to add people and change the permissions. [Change] 4 it & quired)
Mote: ltems with any visibility option can still be published to the web. Learn more
Save Cancel Learn more about visibility

3. Clicking on Save will provide the link for the document.

Sharing settings X
Paste this link in email or IM:
https://docs.google.com /document/edit?id=1Uxy-wnCZIBfP6h36W7sfM)jXc)g 7RZvilc
Reset link
Permissions:
1) Anyone who has the link can view Change
4 Harriette Spiegel (you) Is owner
Add people:
Enter names, email addresses, roups
Ed and change the permissions. [Change
Close

4. With Share/email editors/viewers, you can enter recipients, add a
subject and message, send a copy to yourself, or paste the item itself
into the email.

Share with others %]
Invite people Paoplo with access Advanced permissions
Invite: (Any email address will work) Subject:
hspiegel@utm.edu Practice Presentation for Google Docs use
Message:
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9. The recipient will receive an email in which a link is provided leading to
the document stored in Google Docs.

Uploading

From: harriettelspiegel@gmail.com
Date: Sunday, June 13, 2010 8:19 PM
To: Harriette Spiegel <hspiegel@utm.edu>
Subject: Practice Presentation for Google Docs use

Practice Presentation for Google Docs use

Message from harriettelspiegel@gmail.com:

Click to open:
Practice ion for Google Docs use

Google Docs makes it easy to create, store and share online pr and
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Note the option to upload. Upload a local document to work on as you would

work on a newly created document. The document can be opened by clicking
on File/Upload from within a Google App, or using the Upload button from the
Google Apps Documents screen.
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« Back to Google Docs

Upload Files

Select files and destination
You are currently using 0 MB (0%) of your 1024 MB.

You can upload files up to 1024 MB. Files converted to Google Docs have smaller limits.

*| select files to upload

Select conversion options
Only converted files can be edited online. File types and size limits
# Convert documents, presentations, and spreadsheets to the corresponding Google Docs formats

. Convert text from PDF or image files to Google Docs documents. How does this work?

When uploading files, you agree to abide by the Google Docs Terms of Service and Privacy Policy.
Do not upload or share any content that infringes copyrights or that you otherwise do not have the
legal right to upload or share. Learn more

Destination folder ~ @ Private - | Start upload




