Using Google Docs To Help Students In Your Classroom
You can use Google Docs to store all of your class documents (notes, worksheets, powerpoints, study guides, etc.) so that your students can have access to these documents from any computer that is capable of connecting to the internet.  

This will allow your students to access your classwork in order to get make-up work when they are absent, get assignments that they may be missing, and/or retrieve notes and presentations that they need for studying.  
Additionally, if you use this web resource in addition to providing an on-line daily lesson planner from your school web page, it provides parents a method of keeping track of their kids work in your classroom.  Never again can parents tell you that they do not know what their child is supposed to be doing for your class.  It is also a great tool for homebound teachers to use to access all of your assignments and lesson plans so that you do not have to provide individual instructions for these students.

Using this method of document storage also provides a place for you to store all of the materials that you use each year in your classroom. 
Using this resource in conjunction with your classroom web page, parents, students, tutors, and homebound teachers will all be able to get to your daily lessons in order to help your students succeed in the classroom.

Creating A Google Docs Account
1.  Get a google docs account.  Go to http://docs.google.com/ and click the link 'Create an account now'.
     If you already have an account, login to that account and skip to the next section.

2.  On the next screen, click on the appropriate email link.

3.  On the next page, fill in all data fields.  Read the Terms of Service.  Click 'I accept Create my account'.

The Google Docs Home Page

1.  You are now on your home page for Google Docs.

2.  This page contains a listing of all of the documents that you have stored on the web site.

3.  From this page you can:  A.  Create a new document using the editors found on Google, or

                                              B.  Upload documents from your computer to the Google web site.
4.  You may also create collections (for different classes you might want to organize your files into

      collections so that they can be viewed separately).

5.  You may also share collections with others who have accounts.

How to Upload a Document

1.  From the Google Docs home page, click 'Upload' and then click on 'Files'.  A new window will appear.

2.  In that new window find the file, or folder, that you wish to upload and click 'Open'.

3.  In the next window, select the options you desire and click 'Start upload'.  (I use the default settings.)
     **There is an option to upload entire folders to the web site.  It involves installing a Java program in 

         your browser.  I have never used this option, but wanted you to know that it is there.

4.  A window will appear showing the progress of your file upload.  Once this is completed, your file has
     been saved to the web site in your file list.

Sharing Your Documents With The World
1.  Once the upload is complete, you must set up how your document will be shared with other people on 

     the internet.

2.  To do this, you must click on the 'Share' option in the upload progress window and set the 

      appropriate sharing option as you desire.

3.  Another way to set sharing is to right click on the file in your Google Docs home page.  In the pop-out

     window, you then click 'Share', then 'Share' again and set the options.

4.  Lastly, you can click in the box in front of your file and click the sharing option from the right side of

     the Google Docs home page window.

5.  Three options for sharing:  only you can see the document, anyone can view the document, or only

      people who have the correct web address link can view the document.

Linking Your Google Documents From Your Class Web Page

Depending on how you set up your web page, you can set links to your files in many different ways.  One thing all methods have in common is that you must have the web address of the file you wish to link.  In order to get the correct address, do the following:

     1.  Go to your Google Docs home page.

     2.  Click the file that you want to link on your web page.

     3.  The file should open in a separate window.

     4.  In the address bar (at the top of your browser), highlight the complete web address.

     5.  Press and hold the Ctrl key on the keyboard and then hit the C key.  This copies what is highlighted.

     6.  Log in to your class web page.

     7.  Click the 'Links' bar on the left side of the page.

     8.  Click 'Add New'.

     9.  Give your file a Name.

   10.  Click in the empty 'Web Address' box.

   11.  Press and hold the Ctrl key on the keyboard and then hit the V key.  This pastes the web address 

          that you copied in step 5 into the empty box.

   12.  Input a Description into that box if you desire.

   13.  Select the category in which you wish the link to appear (you may select more than one).

   14.  Under the Target section, click the bubble beside 'blank'.  This will cause your file to open in a new

          browser window whenever someone clicks on its link.

   15.  Set the other options as you desire (I typically leave the rest alone).

   16.  Go back to the top of the page.

   17.  On the right side of the page, click Private if you don't want the link to be visible or leave it alone

          otherwise.

   18.  Now click the 'Add Link' bubble and your link is added to your web page.

Additional Help Might Be Available

If you have any problems or need any help that I may be able to assist you with, please feel free to email me at chafinc@k12tn.net

I will get back to you as soon as possible after receiving your email. 

