Steps to Setting up Google Docs

1. Write down your username and password.

2. Go to the website to log-in.

3. Read and agree to the terms. (you might have to click on “Drive” in the upper part of the screen)

4. Click on the red Create button.

5. Click on “Folder.”

6. Name your new folder your first and last name. Make sure to capitalize correctly.

7. There will be two places where your folder is showing on the screen.

8. Under where the screen says “My Drive” in red, click on the gray folder with your name on it. You will see a little arrow pointing down to the right of your name. Click on that arrow.

9. Go down to “Share”, move your mouse to the other share on the right, and click on Share. 

10. Underneath where it says “Invite people:” type in sshawn@blastla.org so that you can share your folder with me. 

11. Click on Share & Save.

12. Notice that sshawn@blastla.org appears underneath your name.

13. Click on “Can edit” and change to “Is owner”.

14. Click on “Save changes”.

15. Click on Done.

16. Once again, click on “Create” SKIP 17

17. A notification will pop up up; read it and click “Create and Share”.

18. Click on where it says “Untitled Document” and name the document Poem #1. Click “Okay”. 

19.  Type the poem in the document section.

20. When you are done, click on “Share” in the upper-right hand corner.

21. Click on “Done.”

To Change Your Password

1. Click on your blastla account in the upper-right hand corner. 

2. Click on “Account” in blue.

3. Click on “Security” in the left-hand margin. 

4. Click on “Change Password” in blue.

5. Type in your old password.

6. Then, make your new password your student ID number typed twice.

7. To get back to the home page, click on the “Drive” keyword between “Images” and “Calendar” on the top of the web browser. 

