GAPPS @ DPS: How to Create a Document

Google Apps is capable of creating Spreadsheet, Word Processing and Presentation
documents. All of these are stored online in the GAPPS site so you can return to them easily
from any Internet connected computer. Follow these direction to create a document:

1) Start at www.gapps.dewittschools.net and click on Documents.
DeWitt Public Schools Google Apps Page

Gmail-Use your Google e-mail account to build e-mail groups and com
http-//mail gapps dewittschools net

Calendar-Schedule events and keep group calendars.
hitp_//cal ganasdaudiischaols net

—f Documents-The most powerful of the apP™, Word process, create sp

= http://docs.gapps.dewittschools.net

ale d cool web site In minutes!
http-//sites gapps dewittschools net

Contacts-Manage your e-mail groups and contact list.
hitps://www.google.com/contacts/a/gapps.dewittschools. net

2) If you are starting already logged in to GAPPS, your computer may take you straight to
the document management screen. If you haven't logged in, you will be asked for your
user name and password first.

Sign in to your account at
DeWitt Public Schools

Username:
({@gapps.dewittschools.net

Password:
Stay signed in

Or
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3) The document manager is where you'll store all of your files. Here you can create new
files, delete old ones, make folders for projects and see organizing information for each

document.

Presentation

I"a New ¥ .‘Hide m Delete Rename laofe actions v

= | Alitems 77 | Mame Folders / Sharing Date +
# Owned by me TODAY
ﬁ Opened by me _ﬁ oogle_Docs_Overview_for_Educators Mot shared 12:37 pm
7 Starred i cicc Agenda Shared by me to DeWit Pub  7:47 am «
% Hidden hRLIER THIS MONTH
i Trash F) Copy of 2008-2009-academic-calendar Mot shared Jul 16 me
[# Saved searches
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Spreadsheet

Word Processing Doc

Check here to select
documents.
Move, share, delete etc.
Using controls in menu bar.

4) To start a new document select New from the menu bar.
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5) Select from the document types. You can simply choose to make a blank spreadsheet,
document or presentation. For this example we'll use a template. Click on From
Template.

- .n
B Document
Ty Presentation
ifh Spreadsheet
& Form

[ Folge

From template...

6) We don't yet have templates in the DeWitt GAPPS site, so we'll use the public
templates. Click Public Templates.

Google Docs » Template Gallery

DeWitt Public Schools Templates =~ Templates [ve used My Templates

Public Templates

Sort by
» Hottest
Maost users

Highest rating
Mo templates have been submitted for this dor
Narrow by type
» All types
Documents
Spreadsheets
Presentations
Forms

7) Scroll down to select a category (such as Students & Teachers).
Narrow by category '
All categories

_d 2008-2009 School Calendar By Vertex42 com
Albums & Flipbooks -

friririrsy 17 ratngs Ratet Embed Report abuse

July 2008

b Thara

Business

Calculators

Calendars & Schedules
Cards & Cerificates
Holiday

Labels & Business Cards
Letters & Faxes
Miscellaneous

Personal Finance

Presentation Designs
Resumes & Cover Letters

Statistics

» Students & Teachers

2008-2009 monthly school-year calendar, with each mol
school information in the header is linked to the first wor
Designed for elementary schools.

Preview

if) Schedule (Student Theme) By Gooale

Ratet Embed Reportabuse

This is a clean, professional template for students to me
allows students to add athletic and extracurricular activi
easy-to-use time based grid. You can share it with frien
comprehensive vision of your academic life (and know w
"Student Theme" to find other templates in this set.

Preview

frirdrdrsy 23 ratings
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8) Scroll through the templates. Notice the icons that tell the type of document.

_EJ-J %il ﬁ

Word Processing Document Spreadsheet Presentation

9) Select Use this template to begin a new document based on the template.

10)From this point, editing can be done using standard tools from the menu at the top of
the page.

File Edit View Insert Format Table Tools Help

Styles ~ Verdana v i2pt v B I U Av &~ Link = = &
ABG

o’

il B0
s
il 2

Tips for Editing
To change the name of your document, go to File, Rename.

If you make a formatting change that you don't like, you can go to Format, Clear Formatting to
start over.

Pictures can be inserted by going to Insert, Image. Pictures can be from your computer or
linked from the web. There is no built in clipart, but can use links from Flickr or other photo
site.

Insert Image

9 From this computer From the web (URL)

Browse your computer for the image file to upload:

Browse...

[+ More image options

Insert Cancel

To save your document, look for the save button in the upper right of the screen. Save and
close will take you back to the document manager screen.

m Save Save & Close

Printing can be done easily from a word processing document, just click the print button.

4
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Spreadsheets have more printing options. If you have a lot of text in your sheet, choosing the
defaults will result in a very tiny printout. In this case, change the print options from fit to
width to actual size before printing.

Print Settings

— What parts?

@ Current sheet ) All sheets
—How big?
@ Fit to width © Actual size
2 page(s) wide
~7 page(s) long -8 page(s) long

Repeat row headers on each page

—Which way?

(@) &
Landscape Portrait

recommended

—What paper size?

Letter (8.5"x 117 -

Print

Spreadsheets do not print directly, but print to a PDF for you to preview and then print on your
own.

Presentations have additional options that allow you to print speaker notes and specify the
number of slides per page. You then can select PDF or standard printout.

Print Preview

Layout:

i3slides ™

[+] show background

,!J Speaker notes

Print Save as PDF..




