Using Google Documents

New features have been added to Cuesta’s studeatl¢hosted by Google’s Gmail).
Now available to students are Google Documents.
* Documents permits creation of Word-compatible documents,dtxc
compatible spreadsheets, PowerPoint-compatibleptasons and more.

Student Email a=EE
Accessing Cuesta e-mail G,Iﬂ il
1. Log into myCuesta. . Click to Launch your
2. Locate the Student E-mail channel on the | my.cuesta.edu Account _
Student tab. /%:ﬁz?;'w: By

account, you MUST close out all browser windows or your

3. Click the link,Click to Launch your bersanal smail may bs exposad fo the nest parson who
my.cuesta.edu Account. * my cussta sc mail HELP

If you have questions about your my.cuesta.edu email
account, please refer to the above Help link or contact
support@my cuesta.edu

Accessing Google Docs

Google Docs is a web-based word processing, sgreatjsand presentations program
that makes access to your documents easy and a@altain more efficient.

* You can access your documents from anywhere teexe internet connection.

* You can keep a document online that others (s&ldnte/ou) can edit and update
simultaneously right from their browsers. Multileople can make changes at
once, and see other people’s edits as they happealitime.

To access Google Docs click tBecumentslink, located at the upper left corner of the
screen.
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Finding additional information regarding Google Docs

Information on using Google Docs is available vigpHin your Cuesta e-mail (Gmail)
account.

1. Click theHelp link, located at the upper right-hand corner @&f sareen.

3 Cuesta Community College Mail - Inbox - slanders@my cuesta edu - Miciosoft Intenet Explorer B [ 51|
Fl: Edé View Favoies Todk Hep | & ]
Start Page Mail Documents elmo lincoln@my.cuesta.edu | Settings | Oldervgrs\nn | Help | Slgn!nul d
ﬁ CUES-I-A Search Mail | Search the Web %’M \
N @ COLLEGE
Compose Mail Discovery News Top Stories : Discovery Channel - Neanderthals: Done in by Competition, Mot Clim:  eb Clip
Inbox Archive | Report spam | Delete | |More Actions ¥ | Refresh 1-60f6 - —
Starred ¥ Select: All, None, Read, Unraad, Starred, Unstarrad
Chals ¢ EAD EEE : : ST T 1o i |
Sant M o, me ) ot R BT T version | Help | Sign «
Drafts r Linda, me (2) Re: T " limm =fen e Lo - B 89/0/08
A1l Mail T Linda™ N o Cieh Ty BB
Sparn r Hugh, me (2) space - ' B . 722008
Trash r me, Jon (3) T o e MAA07, Jo 1141407
r Gmail Team Rl o ¢Bi Messar  B/2307
Contacts
w Chat
Search, add, or invite
Qalact: All Mana Daad Hnsnad @iamad | inetamod

The Google Apps Help screen will appear.

Ri=EY
Fle Edt View Favortes Iools Help | e |
E
GOL)S[Q Google Apps Help
Get help with Google Apps Email
] visit the Gmail Help Center or watch a video overview
For help with other Google Apps senvices, please choose from the options below:
Calendar <af, Daocs
isitthe Google Calendar Help Center Visitthe Gongle Docs Help Center
@ Sites
isitthe Google Sites Heln Center
@d Chat
Visitthe Goodle Talk Help Center Isitthe Admin Heln Center
2008 Google - Google Apps —%juram Policies - Terms of Semice -
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@ / [T T T [ itemet 4
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2. Click the link,Google Docs Help Center.
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The Docs Help screen will display.

GO (_)Sle Docs Help

Zoodle Held » Google Docs Help p I rticl
‘opular articles

Help Center I 1. About Google Docs offline
Take 3 Tour 2. How itwiorks
— Search Docs Help Search the Web 3. Enabling Goaogle Docs offline
For waork or schoal Search Google Docs Help arficles, user discussions, and mare. 4. CES editing
4. Adding viewers and collaborators
Team Blog
Help us imprave é Google Docs Help resources
Google Docs!
‘r
Enown issues
W Recently repotted problams
oogle Docs E] Google Spreadsheets
Lommunity Gooule Docs Hely Forum

Learn from other users

Suggestions
Have a greatidea or suggestion?
Letus know.

-

Docs for Teachers

Getting Started Guide for Google

presentations
Everthing you need to get started

e 0P v

3. Select the desired topic.

Using Google Docs Page 3 of 3 Revised: January 8, 2009



