Creating a file in Google Docs
1. Sign into your LEARN account

2. Click on Google Docs in the right hand column

3. Sign into your Google account

4. Click “Create”

5. Select the type of file you will create

Renaming your file in Google Docs

1. Click on “File” menu

2. Click on “Rename”

3. Name your file with the specified file name your teacher gave you

Sharing your file in Google Docs

1. Click the “Share” button

2. Scroll down to “Add People”

3. Type in the email address of the person you would like to share your document with (You should uncheck the box that says “can edit” unless you are sharing with your teacher, then leave it checked)

4. Scroll down and click “Share”

