
Creating a Google account and sharing documents 
using Google Docs

1. Go to http://docs.google.com- The homepage should look like the screenshot 
below. Once there click on Sign up for a new Google Account in the upper right 
corner.



2. Once you’ve gone to this page you should be able to enter a pre-existing 
e-mail account, which will now act as your Google username. You will also need 
to select a password that you will remember. Then uncheck the next two boxes.

Username

Password

Uncheck these 
two

Like so...



4. After completing the rest of this page, including the code capture (the blue 
hard to read text), and clicking on the box that tells Google you agree to the 
terms you should receive a confirmation e-mail from Google at the e-mail ad-
dress you provided. Congratulations, you now have a Google account, the hard 
part is over. Open the e-mail, then click the link, which will take you to your 
Google homepage. From here you go to the ‘More’ option at the top of the 
screen and click ‘Documents’ in that dropdown menu.

“More’ menu

‘Documents’



5. When you open the Docs page you’ll come to the homepage of Google Docs. 
Take note of the (unlabeled) upload button.

Upload button

6. If your paper is already typed and saved as a word document or some other 
text file then click the upload button to turn it into a Google Doc.

Click here to upload your pre-
existing file.



7. Find your file just like you would do if you were opening a file in Word, 
PowerPoint, or any other computer program.

Locate your file, then double-click it 
or click open here.

8. Once you select the file agree to upload with the default Google stipulations. 
(Don’t check or uncheck anything.)

Make sure the top and bottom boxes 
are both checked then click ‘Start 
Upload.’



9. Once the file is finished uploading it will say ‘Finished’. At that point you just 
need to click the title, which doubles as a link, to open the Google Doc.

When it’s done 
uploading your 
document will show up 
on your Google Docs 
homepage.

Click the title (the actual 
words) to open the file.

10. This is what the document will look like when you open it in Google Docs. 
It’s basically Word light and only using the features that you actually use.

Formatting

One-click 
icons for 
various ac-
tions

Click here to re-name the document.



11. To re-name the document simply click the name of the uploaded file. 
Make sure to include YOUR NAME in the file name, as well as something that 
will allow the teacher to easily identify what the assignment is (i.e. Bill Smith 
Macbeth essay.)

12. After changing the name to something that’s easily identifiable click the 
share button in the upper right hand corner of document. On the share screen 
you want to keep it private, but add your teacher’s e-mail address to the list of 
people who can edit the document.

Keep the setting private

Make sure this is 
set to ‘Can edit’.

CORRECTLY type your 
teacher’s e-mail in this box.



13. In the event that you can’t share the document because you’ve reached your 
‘Sharing quota’ for the day then change your sharing settings to ‘Anyone with 
the link’ and make sure that anyone with the link ‘Can edit’ the document. You 
will e-mail that link to your teacher’s e-mail address.

Make sure this is set to ‘Can edit’.

Once you’ve clicked save on the 
previous share setting screen the 
link will appear here. Copy and 
paste it into an e-mail to your 
teacher.

14. Congratulations, you just uploaded and shared a Google Doc! To create and 
share a new document just click on the create button next to the upload button 
on your Google Docs home page and select document.


