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LESSON1 - COMPUTER LITERACY: GOOGLE DOCS

Lesson 1: Google Docs and Tiny URL

Objectives:

Google education services

Gmail

Getting a Google account via Gmail

Google Docs: Storing and sharing files online
. Tiny URL

A W N

1.1 Google educational services

Google is well known for its famous search engine. In fact the company name has
become a verb in English: “to Google something” means to look it up in Google.
But Google has many other useful services.

How many free Google services can you name off the top of your head?

Write as many as you can here:

Now Google ‘Google’ and find a complete list of services. Which ones that you

didn’t already know about look useful to you?

Why?

Why?

One difference in using Google services like Blogger and Google Docs is that,
although you might have similar applications on your PC, when you use Google
services you can save and share your work on the Internet, and the things you
save are then available on ANY PC connected to the Internet, from anywhere.

In this lesson, we are going to gain access to these Google services by starting a
G-Mail account. Then we will learn about a useful Google Internet tool, Google
Docs, and how to publish your Google Docs on the Internet and give them
Tiny URLs so you can share them more easily.
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LESSON1 - COMPUTER LITERACY: GOOGLE DOCS

1.2 Gmail

Gmail is different in several ways from other email. For example:

* Other email adds mail to the inbox as mail is received, so the new
messages are disconnected from the old ones, but the Gmail inbox is
organized by subject or thread, and unread mail is highlighted in bold,
like this.

* You can TAG your messages so they can be easily located and grouped
later This is better than a folder system because mails can be filed with
more than 1 tag (but can be stored in only one location in folder-based
systems).

*  Your Gmail inbox can be included in your Google searches.

o If you wish, Gmail tells you if your contacts are online and if so you can
chat with them through the Gmail window in your browser

In order to use many Google services, you must have a Google account.
A Gmail account is the best kind to start with, because,

If you start a Google account without a Gmail ID then your Google ID is the
email address you give. This will be confusing if you get a Gmail ID later,
since you’ll then have two Google account names. It’s best to start out
with a Gmail name and stick with that one.

You don't have to give an email address to get a Gmail account
(but you can if you want, and you should, because it will help if you need to
recover your password - in case you forget it).

To get a Gmail account, click on
Gmail at the top of any Google page Sign in to Gmail with your
or browse to http://www.gmail.com Gt.}-.ﬁg,[e Aecount

If you are signed in to Google Usemame-i] - - I
L

already in that browser window,
you will be taken to your mail.

Password: |

[] Remember me on this
box computer.

| cannot access my scoourt

Otherwise, you will see a dial
like the one at right (make
says Sign in to Gmail,
not to Google)

If you have an account you can sign
in to Google (and in this case, you’ll New to Gmail? It's free and easy.
go directly to Gmail) e e

§

» Create an accounty |
If you NEED an account, create one/ S : o g

here. Then follow the instructions P
on the screen Shout Graail  New features!

Be sure and remember your ID and password.
But if you forget it there are ways you can get it back.
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1.3 Getting a Google account through Gmail Registration

Get your own Google account by signing up for a Gmail account
Here are instructions:

Desired Login Name:
be sure and check to see
if the one you choose is
available.

A “strong” password is —
longer than 8 characters
and contains characters
besides letters

Get started with Gmail

irst name: ]
Last namer
Desired Login Name: i @gmait.com
E der (Zvdh Jose Smil
e RS T A
| theck availability!
Choose a password: Password strencih:

Y chapee

1 Iameth

Re-enter password: | !

S SR |

Deselect ‘remember me’—'—"_'—___’d Remember me on this computer

or untick ‘stay signed in’

Security Question:
Choose a question from\

the list or write your
own. Your answer goes
in the next blank down.

You should give a pre-
existing, or Secondary
email address so you
can use it to recover
your ID and password.

Creating a Google Account will enable Web History, Web History is a feature
that will provide you with a more personalized experience on Google that
includes mote relevant search resulls and racommendations. Learn More

] Enable Web Hislory.

Secailty Question: Choose a question ... -
Choose a question .,

\Whal is your pnmary frequent flyer number
\What is your library card number
WEHatwas wourhirsiihonsnudmbes
'What wae your firsl teacher's name
Write my own question

It i gend 0 Gt I b wi i

ward, If vou oo

Answer:

Secondary email:

prohiy e el waur g aanethar esoan oo dan
yoariy lewe i 2l bt Leaw More
Lacatan: I‘L‘iniled iA'-.h Enu.-u-le.s h;.ﬂ God a!j.«.m 7-_ v

Word Verlficadon: Type the charactars you see in the picture below,

> fdal/

Type the word that
spam robots can't read |
(Here, it's ‘idail’)

Click on the button to
accept the terms of
service and

Create your account.—_|

And that’s it, done!

p—

Terms of Service: Please check the Goagle Account information youve entered above (feel free

to change anything you like), and review the Terms of Semvice balow,

Printable Version
Google Terms of Secvice ~

Uelcome tu Google!

(1. Your relatiomship with Google wl

By clicking on 1 accept’ below you are agresing to the Terms of Seriize above

and bolh the Program Folicy and the Brvacy Policy
[ | accept Creale my wocount |

The Sign Up procedure still looked like this in August, 2009.
It could change in small details.
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1.4 Google Docs for storing and sharing files online

Google Docs lets you create or upload files to the Internet that look like and have
many of the same features of MS Office Word, Excel, and PowerPoint. You can
directly upload many types of office documents and export documents you create
in Google Docs as Office document files (be aware that some formatting might
change in the process). You can access Google Docs wherever you are on the
Internet, and work on any of your documents online. You can also share these
documents with others and even work on the documents simultaneously, live
online. This is possible because Google is constantly saving changes when you
work online. In this way, Google Docs resembles a Wiki.

Enter Google Documents using the url http://docs.google.com,
or click on Documents at the top of your Google account front page:

Gmail Calendar Docurents Photos Reader Web more W

Giv‘ in L [ SeawhMal J[ Searchthe

2 conversations have been laheled "Petinleum Institute™,

FEEAT &

You will see a toolbar showing what you can do here.

You can CREATE a new Gmail Calendar Documents Photos Reader YWeb more 'V
document (similar to M
Word), spreadsheet
(similar to Excel), or
presentation (similar to
PowerPoint)

Name

TURAY
You can also upload an—] _.} Spreadsheet [ (] 1t F2 Sweek project
- - . . . v I
ewstmg file, mcludlng % Fom i El &4 Comprter literacy for the 21st centu
. 4 | E
all types mentioned i ! EARLIER THIS MOLTH
; Folder
above ; | 1% EHS Article eSphiere edited
GOUSIL’ Does vancesteviadymail.comy Docs Home | Help | Sign out
Untitled - enamisre 27, 2009« 21 P et |
'I.-:ile_ .‘émt View  Inser 5 Format  Table Tools Help :
W o e ™ Shies v ‘erdana *ptvr B I O Av Sy ik

If you create a new document, it opens a new window and you can simpl
You can eeperiment with the tools and what you can do with them.
You don't actually have to save yaur work because Google is al
But when ready to leave you can click on Save & Close
You can also exit at any time by going to Docs Home

oing that for you,
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You do it: Bring up your Docs Home and create a file. It will appear in your files
list as Untitled, To rename the file, Right Click on it and select Rename. (Note
you can also MoVve the file to a folder, or share it, give it a star| delete it, or hide
it).

e 4

& ] Allitems

4 Owned by me I | TODAY N\
4| Opened by me z i O &) Untitle* s
! Unititlexd '
=% Starrad | [ 5 F2 5we B Currnaceach, Fipar:
— ) ma, B2 prr
: ..; Hidden o & Compt | Dimaczach, Fiper:
| fi] Trash | EARLIER THis oy W Star

¥ Saved searches 4 EHS A1 &4 Share

. 3= Allfolders & Untitle =51 Move to

O

O
_| ltems notin folders O 4 steven [ Hide MzpEnninglon
; LT3 2008 Eghert CALL Chel 10 & Wiitiy [ Delete

o

i 2008 EJER iZiteirs) 63 WAIriting Rename

Here we've renamed the file Learning Google Docs. Now I want to put this file in
a folder. To create a folder, pull down New, select Folder, give the folder a name

= ) Allitems
A Owned by me

; fPetmlum Institute I =i
4 Opened by me : : =

g descnpiion

77 Stared ! L
i Hidden ! Save | | Cancel
77 Trash . i

PI Advanced University Placement (AUP) Department Computing, September, 2009 (GVS)
it



LESSON1 - COMPUTER LITERACY: GOOGLE DOCS

Now click on the Items not in folders in your Docs Home page and see any files
created or shared with ygu which have not been placed in folders yet:

Hidden

Mame

, i Trash  Tonay

¥ Saved searches O _@A learningGeogleDocs me

BT Allfolders 1O A F2 5week project me, Dimacsach, Fiperias
' _| ltemsnotinfolders 7] 1 Computer literacy for the 21st centui me, Jimacas, Flpetiaz

Here, we have created a Petroleum Institute folder so we can select the items we
want to move and click on Move to

7] Trash
- & Saved searches
B % Allfolders
: _| tems notin folders

Move: 3 iteins

L) 2008 EJER A
771 2008 March TESL-EJ proceeds
157 APACALL

v v w

5 2008 gbert CALL Chal EAK P IS AUs Move: !, project_topics
i - : | e R
L 2008EER {2fternsy  LJ S SRS o P
i [ 1SN Bgoe Crallengas

"~ 2008MarchTESL-E) [ b LD FLNY b 3 20k
i b =t Second Life + 2008 March TESL-EJ proceeds

= . D

i 3 APACALL (1 durr) : . - 3 AL
i : 0 ¥ D TESL-EJ i B il
i T | - i X __ =
i b A5 CHilR] ¥ [ TESOL2009Denver b Evoxoos

= Evo2008 (1 o) U P WIACG P i 8
i (T FLKAY (2 dernc) [ b '+ Secondlife

- G A PR B b TEL-EJ
: I Second Life (2 tems) R L Hnalinie: § B Pt

- I e k. WIAOC

. . B Vueing & Pedagogy v

Select the folderyou want to move the items to, and click
Here, you can view just the items in that folder: " Move o older | [ Add o oder ] (Cancel)

TESLEJ (3iterny S Feders >

= TEsoL00ntenve 3 0 = Petroleum Institute ma
=l WIs0C 3 itern ) Hame Folders - shating
3 Wiitinig & Pedagogy TeDAY
. Petoleuminstiiute 2 [ £ learningfoogleDocs me

PI Advanced University Placement (AUP) Department Computing, September, 2009 (GVS)
-8 -
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You don’t have to create items in Google Docs. If you receive an Office document
as an email attachment in your Gmail account, Gmail will let you open it,
download it to your computer, or open it as a Google Doc in which case it
becomes one of your Google Docs as shown here.

You can also create documents offline using MS Word and u
computer to Google Docs. This is easy, just click on
file as you would in any other application.

load them from your
oad and browse for the

A '{rﬂ?ﬁ,;;l.\;;.:f;\

B ) Alitems brr o Hame Folders : Sharing
4 Owned by me i TODAY
| Openedbyme L O £ Untitled me

Now you do it:

Follow these steps to create an Announcement in Google Docs (it can be any kind
of brief announcement, one sentence). Store it in a folder called AUP Computing.
Next you'll work on it with classmates and share it with your teacher

Sharing Google Docs

The real power in Google Docs is sharing them with others. Here you can invite
COLLABORATORS to work with you on a document. You can also PUBLISH your
document so that others can READ it as with any Web page on the Internet.

Inviting collaborators
In practice, sharing Google Docs works best if all parties use Gmail accounts.

To invite collaborators, open the document and select SHARE (with others)

G(‘)Ug[(i DOC§ vancestevia'gmail.com | Docs Home | Help | Sign out
learningGoogleDocs < don b, 7, 093621 141 by Vance e s T syl savesClose
Fi[n : VEdii View Insedt Format Tahle Tools Help % Share with others

If you create a new document, it opens a new window and you can simply start to write here. s

You can experiment with the tools and what you can do with them.

You don't actually have to save your work because Google is always doing that for you.
But when ready to leave you can click on Save & Close View as web page (Preview)
You can also exit at any time by going to DOCs Home -

]

!

i e A Sbvies + Verdana ity B I U Av B- ik 1= 5= 8 I gmailas atachment,, J
1

Publish as web page... '

|
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You should see this interface:

ot :SIL’ DOQ§ vancestevirgmail.com | Docs Home | Help | Sign oul

[ S =
EEEEE sae  sweicise

edted an anuary 27, 20095 2 PG

learningGoogleDocs

b m,mw v—_#,.. Wﬂw“ e ATy
& @i@:ﬁr
A Set A =

Invite people This document is not shared.
& as collaborators

(3 asviewers Breviewy document as & yviewer

Y T ] fiew F3S feed of documert changes
|
; Collahorators {0}
i Tolssaralon may sdt the Lasanes
Choosz iroen cordsts A
Viewers {0}

woaert mag teethe o amed ot ot et

Only g Quetier A shange

of the person you want to sLhare the
. Your teachex will instruct you whose address to use. You

If you like (separated by commas).

if they shoyld be collaborators (they can write on your document) or

You can remove the tick boxes here if you like. The first one gives
collaborators permissioy, to invite others, and the second allows anyone
who sees the email to use the invitation to read or write on the document.

4. Click on Invite Collaborators. Their names will appear here‘.
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LESSON1 - COMPUTER LITERACY: GOOGLE DOCS

When you INVITE COLLABORATORS you can leave them a message:

Gouogle Docs

=

7 Tell these people about the document? X
learningGooygleDo

g

Toz, someone@gmail.com I

S - I ]

N

livite people

IMessAye: Note: 2 link to the document will be included
@ as collaboraturs ¥ S ° Srelured 1 the meseRge

|

| i S You/can write a message here. This will appear inthe recipients' email beneath the link 1o the
| 'someone@omail.com|  dofumentitselq
|

1

1

|

]

[JPaste the document itself into 1

i Oecem
; | Send Skip sendimgnvitation

wos pliling o Leamn more

email message.

you write here

2. You can have the

3. Google Docs will cc you on the email if you click her

4. You can send this email or skip this step

Now you do it:

Invite one or two friends in your class to collaborate with you on your
announcement. Decide which announcement you want to work on, and then work
together to format it attractively with appropriate heading and font.

Publishing your document

You can also use Google Docs like a web site. That is you can create a Google
Doc and then give it a URL which anyone can see from anywhere on the Internet
To start this process, open a document and choose SHARE (publish as web page)

G{)t')gh;‘ Docs vancestev@a'ymail.com | Docs Home | Help | Sior: cut

learningGoogleDocs  awd vduan, 7 v a0 B Crree ey . Shere _J Save Save & Clse
Flle Edit View Ineert Format Table Tools Help <+ Share wilh olhers
bW S5 W X Stydes ~ Verdara ~ioptr B 7 U A~ Fv ik = = B I Emailasattachment.

If you create a new document, it opens a new windaw and you can simply start to write here,  Send message 1o colia, b

You can experiment with the tools and what you can do with them.

You don't actually have to save your work because Google 1s always doing that for you.
But whan ready to leave you can click on Save 8 Close View as web page (Preview)
You can also exit at any time by going to DOCS Home

Publish as wab pagé..
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Here you will be presented this interface. You might want to have Google Docs
refresh the content as the page is changed

GD(WS[C D ocs vancestevi

f.

This document is not yet published.

You canh publish your document to the Internst, where anyone will be able to access and view It online. Your
document will be assigned a unigue addregs (URL) on google.com thatyou can send to your friends and
colleagues.

Pul}[isli document

(] Automatically re-publisk when changes are made

After you click on Publish document, you should see a notice like this one:

Gougle Docs

learningGoogleDocs

This document is published on the web.

Your document is publicly viewable at: hitg #docs nnogle cormiDoc%id=ddkefivaf 1 59f45sc4fc
Fubished or Jandare 27 2009 T34 P

Automatically re-pdhlish when changes ale made

Google Analytics users: Trhck visitor stats for wour publidhed dosuments, Leard, mors

I
i
!
i
E
E Re-puiish document  Stap publishing

1. Here you have the document’s URL on the Internet
(copy this URL. somewhere)

2. You can update the publication or STOP publishing (remove the doc from
being visible on the Internet

There's just one small problem. The URL is not an easy one to remember, and it
might be too long for some people’s email.

We need to shorten it to something we can remember. We need TINYURL!
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Now you do it:

1. PUBLISH your Google Doc and copy it's URL by highlighting it on the page

where it is shown as the last step in publishing your document
2. Copy your big URLso it is now in memory waiting for you to PASTE it into Tiny
URL, as shown below:
1.5 How to useTinyURL.com
When you write out URLs you are likely to make mistakes, and others may not be

able to read your writing. Also, when you send URLs in email, they may not work if
they are too long. TinyURLs enable us to overcome these problems.

Step 1: Highlight the big URL you want to make tiny.

A About the Virtual Learning Resources Center -/Microsoft Internet Explorer i m:"-‘:
Fle Edt View Favortes Toos Hep [/ R Secegyo:
~3—‘8a1:_1;_~—~'; - D .@-E-.iéswrcﬂh
nddress—_]éj ‘m-“ TR TR

Goo C-‘].;i.leaming r;s.aurcecenterilﬁi @.’}Search Web - QysearchSite | @ ; - } @Dpl:inns - .

{fvwiwnvirtualire .com|

 Valuwal Loarn r':zcg

| Hesceees Condea Vi?"tﬂﬂl i lcmn

e ——
|

Paste Ctri+y

Go: - o T

S DL B Al

n Qﬁ‘vSearch-We-i; -Wli:i;Sear:hVSitle- : ﬂ ﬁ—_ E(Jphnns £y ~

Find (on This Page)... Ctr+F i I

T Tiduad Feani w ,-“ _.’ : _,
s Vavtnal © 20 om
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Step 3: Launch http://www.tinyurl.com and paste the big URL here

= VinyURL.com = where Liny ks betlerd = Miaoyoft Intemet Enplorer Bos
Fo Ede Von Favirbss Teds rip \
ok 9 @ A 4 Bt reonee @ids 3 4
n.uml@mnmmxw

Go ge- T 2] Grseehwin - szt 0 G- Yitwos [ - 2

TmyUL.com

Making long LR .5 postablel

lorig URLs postable!

Home

Example

Are you sick of pasting URLS 1n emails orly to have it bybak when sant
Make Toolbar causing tha recipant o hava to cut and paste it bagK together? Than
Button you've came o the nght place. By entenng in a URYin Lha text Feld
below, we will create a tiny URL that will not bredk in email postings
Redirection and never expiras,

Welcome to TinyURL!

Welcome to TinyURL!

Are you sick of posting URLs in @mals only to have it braak when sent
Make Toolbar causing the recipient to have to cutj and paste it back tagether? Then
Button you've coma ta the nght place. By gntenng in a URL in tha text fisld

below, we will create a tiny URL thal will nor break in emalf postings
Redirection and never expires

Entar a long URL ta maka Lin;

Finitte Usl ] Hide URLS Enter a long URLta m ﬁnv:
Ink to Us) Prwvizartualic comieboulhimi  Meka TimURLL |
LRSS An example
Pmeriunc el

= T

Address |r{£] http:/ftinyurl, cnm!

!_Gvfsle}'l_‘__“

- “:] EESearch web | vIQ_aSea:' Site. 1 @ ﬂ- ‘VEC‘E'ZIDDS - ;}

TinyURL.com

Making long URLS postablel

Home

Example

Make Toolbar i ipi \e it back together? Then
Button you've come to the right place. By entering in URL in the text fisld

below, we will create a tiny URL that will not bAgak in email postings
Redirection and never expires.

Hide URLS

Enter a long URL to make tiny:
ttp:/iwwewevitualie comfabouthtml  Make TinyURLI

Link to Us!

You can either

e let TinyURL create its own small URL for you,

e oryou can write in what you would like to appear after http://tinyurl.com/.....
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Whichever you choose, you can use this as the new URL ...

1 e PR Favorkbas  Toois'  Heln

| Bk @ 2 2 :ﬁéar\:hil"{“}.ﬁjé\znrites“ Q@Mecﬁ 2

I :
E Address I.E[ http:,f.itifwurl.currs‘!g[eate.php
search Web |~ | GiSearchfsite  §D | @~ F]options

TinyU RL.com

Makiag long/URLS postablel

Home

TinyURL/was created!
Example

Make Toolbar The following URL:
Button ;

- http://www.viftuallrc.com/about, html
Redirection

has a length of 36 fharacters and re—e<\n the following TinyURL which has a
Hide URLs length of 23 charagters:
4 S
Link to Us! http: //tinyurl.com/yeBe <

Terms of use Note: For IE 4+ on Windows, the Tiny
chpboard and is ready for pasting.

<L is automatically copled to your

It's enough to just remember the last part of the TinyURL (in this case, ye8s)
since the first part is always http://tinyurl.com/ and then a few numbers & letters

Checkpoint 1
1. Publish your Google Doc and create a TINYURL for it.

2. Email the TINYURL to your teacher

You did it!
1. You used Google Docs to collaborate on an announcement with classmates
2. You published your Google Doc and created a TINYURL for it.

3. You ‘handed in" your work by sharing the TINYURL with your teacher
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