Exploring Google Docs

Instructions for getting an SAISD Google Docs account

Interested in using GoogleDocs? While you can set yourself up with a GoogleDocs account simply by
getting a Gmail.com email account, San Antonio ISD has setup a GoogleDocs area for you to use. Here’s
how you can get your own SAISD GoogleDocs account and start collaborating with others at your
campus:

Step 1: Sign Up for GoogleDocs-SAISD by going to http://google.com/a/saisd.net

GO (}8[@ Team Edition

Apps

Create an account to use Google Apps for saisd.net

This account will be used to access Google Apps services for saisd.net. In the future, this account may be a

How does this account relate to @ Google Account Ehtér"ﬁrhur username
B romISAISDRYoul

| DO MOV fad) (o Eifiar
Account Information (required) SeEflElREEP dliEd

Emall / Username [ oihinz @salsd.net

Create Password | . ...ees
For security reasons, please do not use your work passwaord

Password strength: Good

Re-enter password . ..eees

Word Verification Type the characters you see in the picture below.

NIV



http://google.com/a/saisd.net

Contact Information (required)

First name  pionica

Last name Guhlin

Country | United States |:!

Terms and Conditions (required)

G"a"'l‘ﬂ"ec:ﬁ;;i:‘;sm: law to the contrary, any claim or cause of action arising out of or | *
privacy policy related to use of Google services or the Terms must be filed
within one (1) year after such claim or cause of action arose or be
forever barred. m
The section headings in the Terms are for convenience only and 4
have no legal or contractual effect. '

Printable Version

By clicking "l accept. Continue to Google Apps”, you are agreeing to the Terms and Conditions & Privacy Policy.

| laccept. Continue to Google Apps |

Step 2 — Check Your Web Outlook Email and Click on the Link Provided by GoogleApps

IR0y || G Reply (i Replytoall i Forward 23 () X & # Close @ Help

google-apps-do-not-reply @ google.com [google-apps-do-

R not-reply @google .com] Sent: 8
To: Guhlin, Monica M

Ce:

Subject: Google Apps: Sign-up verification

RS ) £ JC ey inkjindicated oelowtoRverityavoutare)

wholyoulsayiyoularelfordGoogle
Welcome to Google Apps Team Edition for saisd.net. To verify your email addrg
your new saisd.net account, pleaie click on the following link:
v
https:/fwww.google.com/a/saisd .net
fverifyEmail 7c=CKiGkOXF6 IDtAEQ4cOX2ML ImaHWAQ4&service=CPanecld

If you have received this mail in error, you do not need to take any action to cang
The account will not be activated, and you will not receive any further emails.

To learn more about Google Apps or get in touch, visit our Help Center at
http:/fwww.google.com/support/a/bin/static.py?page=fag.html&hl=en.

Sincerely,
The Google Apps Team




After you click the link, you will see this confirmation notice:

_l—"r_\"—_

Google Apps

S = >
Email Address Verified

Thank you for verifying your saisd.net account. Your account is now activated.

Click here to continue.

C2008 Google Privacy Policy - Terms of Service

Step 3: Login to GoogleApps for SAISD.net by going to https://www.google.com/a/saisd.net/

GOL )8 [e Google Apps for saisd.net

/ Ir“imrful communication and collaboration tools for your
Sign in to manage

saisd.net / organization
U ) inz 2 - The right tocls can make projects faster and easier. Whether you're working
SRiTIETE:) mguhiin i with colleagues, doing a school project, or coordinating with your group,
/f @saisd.net Google Apps saves you time and trouble.
Password: =esess  © * Collaborate more effectively with shared calendar and documents

. . . .
Remember me on this Access your data from anywhere, even from maobile devices

computer. * No software or hardware to install and maintain

(Signin ) o @m
’ ’ m& Mp@: administrator, sign in here for the control panel

| cannot access my account

New! One-stop information sharing with Google Sites

Building a site is as simple as editing a document, and you don't need
anyone's help to get started.

Check out these example sites: Company intranet, Team project, Employee
profile, Classroom

To join, create an account here



https://www.google.com/a/saisd.net/

Step 4: Click on Docs option

G 0 L 8 [e Google Apps for saisd.net mguhlin2@saisd.net Hej

Apps

Your services

Hello, Monica Guhlin. Welcome to Google Apps.

T Sites beta

To start usi our services, just click on the links to the right.
T A s Quickly create and publish collaborative sites

Easily share and collaborals with athers in your arganization by
imviting tham to Google Apps.

.."5‘ Docs beta
Publish and collaborate in real-time on dotuments,
spreadsheets, and presentations

You are now connected to 105 users at saisd.nal

.|I'W'Itt more US-EH.

[5) Calendar beta
Organize schedules and share events and calendars with

Cuslomize appearance
others

Change your password

] Start Page
Central place to access essentlal content and search the

If you are the IT administrator, you can access admini -l
W

features for salsd.net. Learn how

@ Chat beta

m Call or send instant messages 1o contacts for free -
anylima, anywhera in the warld by downloading Gooale
Talk, or by opening the Google Talk Gadget.

Step 5: Explore GoogleDocs

Start Page Calendar Documents Sites mguhlin2@saisd.net | Settings | Help | Sign ouf|

Show search options  Saved searches «

@ Document Name Folders / Sharing Date

[if) spreadsheet

1 Prsentatr B sty €2 amclutly €t MW st aclvlig
=) Folder thoselshown]herey

Welcome to Google Docs! Click the "Mew" button to create a new online document or the "Upload” button to edit a filg
From template... from your desktop. Your decuments will show up here. Learn more

[# Saved searches
= = Allfolders ‘--r.'-#“-“
_| Items not in folders . ” hh
[# Items by type '
= Shared with...
No items




Step 6: Create a Spreadsheet

Google Docs mguhlin2@saisd.net | New features | Docs Home | Help | Sign Qut
Back to Docs .
lmm spreadsheet WU €I casllly @reet @ epreadsiest, Gien chEre/MBId B save  soescose
bl @R, you cn v R i @ FoRM) s @n

File~ | Edit Sort Formulas Form Revisions Insert Plugin..."*" Print Discuss |JELETS m
k) u & Formatvr B I U s F- 1~ Tg B T, Algn~ | Insert~ | Delete~r| @ Wrap Text [l [Merge across
A B © D E F G
Why Mission
Your Name Grade Level Hobbies Academy? Your Email

Reading and .
Miguel Guhlin 1K-12 Blogging Staff are special mguhlin@saisd.net v

3
4

Step 7: Sharing Your Spreadsheet with Others (Inviting Collaborators or Viewers)

Gowgle Docs mguhlin2@saisd.net | New features | Docs Home | Help | Sign Out
Hobbies Autosaved on Aug 9, 2008 10:47:21 PM CDT Automatically Saved | | Save & close

Fle~ Edit Sort Formulas Form Revisions New &= print m Share m
Share this document
A

VAR paOns- This document is not shared. M

® as collaborators  _ as viewers _ to fill out a form
Collaborators (0)

Colaborators may edit the document and invite more people

Separate email addresses with commas Viewers (0)

Choose from contats Viewers may see the document but not edit it
Invite collaborators

Advanced Options

™ Collaborators can invite others

& Invitations may be used by anyone
Allows malling lists Learn more

 Anyone at saisd.net can  view _ this document at:

»

_ Notify me at mguhlin2@saisd.net v




Step 8: Converting Your Spreadsheet into a Form

.00gle Docs

obbies futosaved on Aug 9, 2008 10:47:21 PM COT

Fle~ | Edit Sort Formulas Form(0) Revisions Insert Plugin..."®" & Print
) Hobbies is turned on and connecte {.l' to Sheet1 Share this form ~ | | More actions ~
!
A B ¢ Send form o E
[ Embet worm... |Mission
Your Name Grade Level Hobbies ~ Academy? Your Email
| Reading and
Miguel Guhlin 1K-12 Blogging Staff are special mguhlin@saisd.net
3
; Click{onlthe]FORMItabithenlchooselSENDIformy
G
—

mguhlin2@saisd.net | New featurl

Step 9: Sharing Your Form with Others

Google  Editform Preview and send

Invite people to fill out this form

Responses are compiled in a Google spreadsheet for you
automatically.

jroJsendjthejformitofothers

b el il () pespls
[emailfaddresses]herey

Choose from contacis

To:

" Invite People ‘

Preferences

# Include form in invitation email
— Let people see existing responses in the live form

' Custom confirmation message:
Thanks!

Your response will now appear in my spreadsheet.

What people see after they've submitted your form.

Bonus'Tip: Copy=n-pas

mto the TlnyURL COm)\
share.

it S

Preview

from: Monica Guhlin <mguhlin2@saisd.net>
subject: Hobbies

If you have trouble viewing or submitting this form, you can
fill it out online:

http:/ispreadsheets google.com
Nviewform?key=pZtipRBUGfyn9ZXSORBCBYA&email=true

T~

thelwebladdress]
elove end
laddlijtolyour
ifavoritesj(bookmark
@

Your Name

Grade Level

Hobbies

Why Mission Academy?

;JrOJe

[datajandjthen
Sharelitjwithfothersy

Your Email

steithe long address provided/by Google, then paste!it

nveb;site. TmyURL willigive youia much;shorter’address to

Submit




Step 10: Shorten the LONG address Provided by GoogleApps for Your Form Using
TinyURL.com

TinyURL.com

Making long URLs usable! More than 90 million of them. Over 1.5

Welcome to TinyURL!™

in emails only to have it break when
ve to cut and paste it back together?
Then you'vie come to the right place. By entering in 2 URL in the text

field below, we will create a tiny URLthat wilLno, ak. in email
postings aril never expires. é@ﬁ%&ﬁ
click{MAKERTINYURISbutton¥

Erlter a long URL to mike tiny: "
pZtipRBUGfyn 9ZXSORBCEBYAL email=true [ Make TinyURL! | -

Custom alias (optional):”
http://tinyurl.com/ hobbiessurvey
May contain letters, numbers, and dashes.

Step 11: Publish the Results of Your Survey Online

Goc 13|C Docs mguhlin2@saisd.net | New features | Docs Home | Help | Sign Out
Hobbies Autosaved on Aug 8, 2008 10:47:21 PM CDT Save & close
Filev Edit Sort Formulas Form(0) Revisions Insert Plugin..."** & Print ‘ |

) Hobbies is turned on and connected to Sheet1 | | Share this form ~ | More aclions ~

A B C D
Why Mission is not yet published
Your Name Grade Level Hobbies Academy? Your VT T Ispreadsheet R
, #ip./'spreadsheets.google.com/pub?key=p
2 | _ | Reading and , AN ZipRBUGHNIZXSORBCBYA
Miguel Guhlin 1K-12 Blogging Staff are special  mguv

Aftercollecting]lotslofidataypublishiyoursurveylresults LI

= m h A W




Note that you can publish this in a variety of formats:

Hobbies ~uwsaved o edllinks y Saved | Save 8 close
File~ Edit Sort Formulas Form(0) Revisions N lnsent Plugin,, "™ @an mm Publish

actions «

C-()‘)glc Docs @ TinYU RI¥com m mguhlin2@saisd.net | Now features | Docs Home | Help | Sign Out
anyjpublis ‘

2 Hobbies is turned on and connected to Sheet1 Share this form «

A 8 [ D
Why Mission Lh.i;documonl is published on the
Y 1 i
‘our Name Grade Leve: Hobbies Academy? S Your mert is viewsbls &t

2 | . | Paaciug fod s zuzéayﬁmmw

Miguel Guhlin 1K-12 Blogging Staff are special mguhin@: v | 5 rehed on Aug 8. 2008 10 PM COT
3
2 m
5 Re-publish document
: Stop publishing
8 . - il
o ~r # Automatically re-publish when changes

are made

10
1)
12
13
14
15
18

— Viewers must sign in with 3 saisd net
account to view the published document

What parts?
SISl

@

9
N
More publishing options

Hobbies : Sheet1

Why Mission
Your Name Grade Level Hobbies Academy? Your Email
Reading and
Miguel Guhlin K-12 Blogging Staff are special mguhlin@saisd.net

published via Google Docs

\What{publishing]looks]like™




GO L)Sv[e More published formats

Docs

Add parameters to customize the URL. Use this tool or see the full
Google Docs AP1 Documentation on Google Code.

File format: HTML e
What sheets? HTML to embed in a webpage
sV
TXT
What cells? oDs
PDF
¥Ls
Generate URL

Here's the URL.:

http://spreadsheets.google.com/pub?key=pZtipRBUGTynSZ
XSORBCEYA&outpu=himl&gid=08&single=irue

EIIJDE'arb

address?®

You can always get back to GoogleDocs later by going to: http://docs.google.com/a/saisd.net


https://mymail.saisd.net/exchweb/bin/redir.asp?URL=http://docs.google.com/a/saisd.net

