Transcript: 
Google Docs Tutorial video
Background information
Instructional designer Sherry Lehane shows teachers how to get started using Google Docs, including how Docs are organized in your Google account and how to use common features (downloading) and less common features (like voice typing). She describes the details of sharing and pros and cons of different choices.
Narrator:
Hello, this is a short video tutorial on using Google Docs. 
Google Docs is the equivalent of Microsoft Word, which is a word processing document. 
It's like having a blank sheet of paper.
So if you're familiar with Microsoft Word, a lot of this information will be familiar to you as well.
So whereas Word is a Microsoft product, Docs is a Google product. 
So let's start off with how you get there. There’s many different ways. 
The first way is going to your address bar and type in "docs.google.com" and click enter.
Now this is actually taking me into my Google account. 
So, to get started on a blank page I'm just clicking here where it says “Blank.”
Because docs is a Google product, as a teacher, you will need to have a Google account because everything stays in your Drive. 
So if I go into my drive, which is...Right now, I'm in my email... 
If you have a Gmail account, you have a Google account.
You might have an organizational account and you should check with your IT administrator
to see if your organizational account is a Gmail account because it may be.
So, if I go into my Google Apps there's two ways that I could also get to Docs. 
One is through my Drive, which is what I'm going to demonstrate in just a minute and the
second one is by scrolling down. 
I can see Docs right here and it will take me to the same place.
I'm going to go in through my Drive and show you how I get there.
So Drive is cloud-based storage and over here to the left hand side where it says "new" if I click on that I can start a new Doc.
Sheets, which is similar to Excel slides, which is like a PowerPoint presentation… Forms is a little bit different. 
There's not a Microsoft equivalent.
And this might be some other Google apps that you have here.
So we're going to start off with Google Docs and that brings me to a blank page.
You'll notice at the top what we call the ribbon where all these tools are that you'll see a lot of things that look the same as Microsoft Word.
The first thing that we're going to do is we're going to click up here to the left-hand side where it says Untitled document.
I'm going to give it a title. 
Let's just call it test document.
Now if you click on these menus (file, edit, view, etc.), if you click on them you'll get a drop-down menu.
And there's where you’ll have a whole bunch of other tools or functions.
We're just going to go through some of the main ones that you might not be familiar with.
So, under “file” if I wanted yet another new page, I can just click on that right here "document".
Notice anytime that there's a what we call a caret, this little arrow to the right, that means you have further options.
I can open an existing document if I click on that. 
It's going to take me into my Drive and ask me which one I want to open.
You go out of that.
I can make a copy "share". 
We're going to come back to that. 
I want to bring your attention to "download". 
I can download this as Microsoft Word.
I'm gonna go ahead and click on that now so I can come back to that later and show you where that is.
I can also... whoops! I can also download that as a PDF, another thing that you might be wanting to do. 
I can rename it here. [hovers cursor over “rename” in left-side menu]
I can move it. . [hovers cursor over “move” in left-side menu]
This is going to ask me to move it to a different place in my Drive.
If this was, um,  I could add it as a shortcut to my Drive. [hovers cursor over “Add shortcut to Drive” in left-side menu]
I can you know, put it in trash. [hovers cursor over “Trash” in left-side menu]
Another interesting one is “version history”. 
So I'm just going to click on that right now.
And say see version history over to the right, since I just started this document it starts with today September 30th, but if this had been started and many people were collaborating or participating in this document, which is the advantage of Google docs that I'm going to be sharing with you today, you would see the person's name and the date that they made a change and you can always revert to that version if you want.
Maybe you change something and now you wanted to go back and see, you know, what did that look like two weeks ago and when you were working on it and you would just find that date, click on it, and you would see it.
And then to go back you just hit the back button in the upper left hand corner.
If you don't remember where it is, go in to document details. [hovers cursor over “Details” in left-side menu]
It will say My Drive. 
If it's in a folder it would say the name of the folder who owns it, when was it last modified, and when was it created.
This language [hovers cursor over “Language” in left-side menu] is using Google Translate and then "page setup" is when you check change the orientation from portrait to landscape and the margins.
Over here to edit [hovers cursor over “Edit” in left-side menu]is the next one,  is undo and redo [found under Edit menu]. I think that's most important thing there. 
The ruler... if you're not seeing the ruler at the top where sometimes we need that to change margins, it's very helpful look into "View", so you make sure that the ruler is checked.
Next we have "Insert". 
I'll just quickly go down and show you how you can insert images, tables, drawings.
You can create the drawing actually in Google applications which are emojis, footnotes, even a table of contents, so you can look at those as a lot of different things you can insert.
Next we have "Format". 
This is where you're going to change the style of text (bold, italicize, underline, paragraph styles to headers alignment, bullets and numbering…
Now most of these formats, you're going to see right up here along the ribbon.
And then tools (spelling, grammar check, word count).
The one that you might not be familiar with is voice typing so if you click on voice typing, you click on that and you start speaking everything that you say is going to appear on the piece of paper.
That might be interesting for ESL learners to speak and have it translated on their paper. 
You can just click on that and close it to get rid of it. 
And I'm going to select that and delete it.
So once again that was under “Tools”.  You notice that you can click on this to translate.
Choose a language.
So it's going to create a copy and translate it.
And extensions are being something that you add on so we won't talk about that.
Now one of the biggest advantages of Google docs is the fact that it's a collaborative document.
In this course, we'll be using a Google doc to create a KWL chart. 
So let's see how we might do that. 
I go into insert. 
I'm going to go to “Table” and this works a little bit differently as I just hover.
And as I hover, I'm selecting three columns, and I'm just going to create a bunch of rows here.
So a KWL chart: the K is what I know.
The W is what I want to know.
And the L is what I learned.
So, in the example that we're using let's imagine that you introducing a new topic and you'd like to know what they know about it. 
In our example, we talked about calorie. 
What do you know about calories?
And then what would you want to know about calories? 
And then maybe we'll watch a video.
And after the video students can type in the third column what they learned about calories. 
So, you can do this with any topic.
Once you … let's look at now how you would get the information from students.
Over here to the right-hand side up in the corner, it says "Share".
This is going to probably default to restricted.
You're going to click on that arrow and click on "anyone with the link". 
So, that means that your learners do not need a Gmail account necessarily to work in this document.
There's a caveat about that. 
We probably would like them to so that they can save have their own copy and save it in Drive.
But for now, let's look at how we do that. 
Now over to the right, there's different options. 
Somebody can just look at it, view it, just comment on it, or edit it. 
If you want this to be collaborative it would be "editor".
Then you would click on "copy link" right here.
If you're maybe in a Zoom, you go into your chat and use control v like Victor and your keyboard or if you're on an Apple computer command v like Victor.
And put that and it will paste it into the chat.
Or you can do the same thing in Google classroom. 
But since Google Classroom is a Google product and this is a Google product, there's an easy way for you to import that but we're not going to be looking at Google Classroom right now.
Now once your students have the link you tell them just click on any row and they can just start typing whatever they know. 
So, if you want to add some rows...That's maybe not very intuitive.
Go into format into table and you notice here how you insert, delete... you can distribute, sort things ascending or descending. 
So, we're going to say insert rows below.
And the easiest way to repeat that is go to your redo button up in the left and corner. 
Just click on that a bunch of times and you'll get some more rows.
Now while students are in the documents, up here in the right hand side.
You would see little Anonymous icons usually named after animals of who's in the document.
If they have an account with their picture in it you would you might you'll see their little picture like you can see mine up here in the right hand side. 
My name is Sherry Lehane.
So, that's how you share the document. Of course, you can format it any way you want; you can bold it. 
You'll have to hover over these tools so you get familiar with what's here. 
You can select the whole table maybe and you want to put a border around it. 
You can do that. 
You can change the weight of the border, etc.
Now once you create a document, it saves automatically into your Drive. 
This is probably the biggest reason why we would like learners to have a Google account so that they can have a copy of this. 
So, when I go into my Drive, notice that this says “test document”.
Now when I go into my Drive, I'm going to refresh it. 
And since I was just working on it, it's going to come up right here under "test document".
Up here in the right-hand... left-hand side I can click on a new folder create a new folder. 
You'll see I have a bunch of folders right here. 
I can color code them and I can put the documents in there. 
If you're working in Google Classroom, everything saves automatically to a folder with the name of the class.
But you would want learners to have access to that and because it's a Google application everything is going to live in cloud-based storage, which is Google Drive.
So, this is a handy document to have for students to collaborate.
I hope that you'll look into it. 
I want to bring your attention to one more thing and that's up here is inserting a link.
You can just, if you have a hyperlink, like maybe you wanted to put the name of the video here, you can just type in the name of the video.
I don't know what the video is... then just select it.
Go up into insert...oops, it went away.
Go insert.
And... what happened to it?
All right... there. 
Just click it. 
I can type in the text.
And then I put it, you know, put in a link there.
So I hope that you enjoy using Google Docs and find it helpful.
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