Uploading Files using Google Docs

Step 1: http://docs.google.com

Step 2: Log in username & password using a gmail account

Step 3: Upload document (Upload - Files) or (Create - Collection—> Upload—-> Files)

Google

Docs

Step 4: Convert documents to Google Docs format

Upload settings

Set your preferences for uploading files. We'll apply these settings to any files that you upload to Google Docs. Learn more

[l Comvert documents. presentations, spreadshests and drawings to the coresponding Google Docs format

[ Convert text from PDF and image files to Google documents

[ Confirm settings before each upload
Start upload Cancel I
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Step 5: Select “Share” - “Change”

Step 6: Edit sharing settings (* Please make sure you edit the sharing settings!)

Sharing settings
Visibility options:

o @ F'Ubh[:- DI"I.th-E ‘f‘fEb

Anyone on the Internet can find and access. No sign-in required

@

Anyone with the link

Anyone who has the link can access. No sign-in required

o @ Private

Edit access:
[ Allow anyone to edit (no sign-in required)

Mote: ltems with any visibility option can still be published to the web. Learn more

m Cancel Learn more about visibility

Step 7: Save and copy the link—> Done!
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