Step by Step for Using Google Docs
1. Set up a Google Account (if you don’t already have one)

a. Go to www.google.com/accounts
b. In the lower, right corner select “Create an account now”

c. Type in the email address you gave last week for the Expert Panel Contact List and type in your password (note: this email address does not need to be gmail, it can be hotmail, Comcast, utah.gov, etc.)

d. Verify the word and then select “I accept. Create my account.”
e. Now check your email inbox for an email from google. 

i. This email will ask you to click on a link to verify that you have created this account.

ii. Viola! You’ve gotten through the trickiest part! (
2. Get into Google Docs

a. Now, while you are in your inbox, select one of the emails Erin sent you with the Table of Contents and/or the Expert Panel Draft (which contains the building points that we will be developing into the Recommendations section of the Guidelines). 
b. Open the email and Click on the link in the email

c. You will be asked to login (just enter your full email address and password just as you did when you created the Google account).

d. You will be taken to the document where you are able to edit at will.

3. Tools for Google Docs

Revision History (similar to Track Changes)

a. To view the Revision History, click on File and then Revision History

b. This will tell you who has edited and how long ago it was as well as a description of the changes

c. You can compare your draft to the most recent by checking the two boxes and then selecting “Compare Checked” in the mid, lower part of the page.

Docs Home 
a. Select “Docs Home” in the upper, right corner to go the your Google

b. Docs homepage where you can access both the documents we are working on. 


c. Here you can select which article you want to work on.

4. Established Rules
a. No deleting: You may, however, add comments (click on Insert and then Comment) or include a variation of the text with a different color font and an explanation that your section would replace the previous section.
b. Don’t worry about formatting. All formatting errors will be fixed once the content has been finalized. The general problem you will see if the errors in numbering. 
c. No wordsmith’ing other people’s contributions (leave the wordsmith’ing to the staff)

d. Note: If you are working on a document at the same time as someone else, you may see changes pop up as you work (because someone else is working, too). If you both make a change at the same second to the same word a warning box will pop up saying:
“Your most recent changes to the following document conflict with changes just made by a collaborator, and have been discarded. This should only affect changes made in the last few seconds.”
5. Why Not Just Send Emails?

a. If you’d like to know more about the benefits of Google Docs vs just emailing with attachments, you can watch this 3 minute clip: http://www.youtube.com/watch?v=eRqUE6IHTEA
