Google Docs

Once you sign in to the Central partnerpage you will see what is above. In the center of page is Google Docs. If you have some documents saved they will show up underneath. My document “SmartBoard Activation fails do this” is showing up.  To go to your google docs page click on “All docs” link in lower right side of Google Docs section. You will see the following.


You can Create a new document inside Google docs. Just click Create New link on upper left hand side.
You will have the following choices to Create.






If you want to upload any documents you already have created, then you will click “Upload” link that is located next to Create New link.
Click Select files to upload and find file on your computer or jump drive.  If you want the document to be able to be edited online you will have to make sure the check box below that says “Convert documents, presentations, and spreadsheets to the corresponding Google Docs formats.” is checked.  If you do not want anyone changing them please uncheck this box before uploading. Also if you have folders created you can choose the destination folder before clicking  “Start Upload”.

Once documents are uploaded you will see the following:

To share the document with others in the district or our domain, you will place a checkmark in the box in front of the document and choose from the menu as shown below to Share, Move, Delete, Rename

When you click share you will see the following:
[image: ]If you want to invite people it will bring up a box to place peoples email in to invite them to see the document. When you begin typing name the addresses will pop up to choose from without typing entire address.
If you want to share with entire Central R-3 staff click on Get the link to share and see the following:
[image: ]Click on allow anyone with the link to view( Central R-3 users only) If you want them to edit check box for allowing edit. Click Save and close.

If you have another Google account and have docs in it you want in this account you would log in to it and use the Invite people link and chose your docs and invite your new email to be able to get to those documents.  Then you could see them and download them or whatever you needed to do.
More on Creating New docs
As presented at beginning you can create new in Google docs and if it is a document it is just a word processor type of screen as shown below.
[image: ]
If it is a spreadsheet it will look as follows:

Presentation will look as follows:




You can create new Forms:
[image: ]
I am assuming this would be a good way to collect surveys from the staff.
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