For ACT Project Teams

Guide for Using Google Drive and Google Docs       			Version 1.0

This document is an instructional guide for using Google Drive and Google Docs for Stanford ACT projects.
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[bookmark: _Toc351558169]INTRODUCTION 
Google Drive is Google’s cloud-based file storage service that enables users to upload and store documents (Word, Excel, PowerPoint, etc.), photos, music, videos and other file types on Google’s servers.  With Google Drive, users can access their files with nearly any type of device—PCs, tablets, smartphones, etc.—that supports a web browser and an active Internet connection.  There are also Google Drive apps for tablets and smartphones.

Google Docs is another service offered by Google within Google Drive.  Google Docs is a "software as a service“ office suite, in which word processing documents, spreadsheets, presentations, forms and drawings can be created, edited collaboratively, and downloaded and circulated via email.  The combination of Google Drive and Google Docs provides a powerful document management, collaboration, archival and search tool for use by ACT project teams.

[bookmark: _Toc351558170]ACT PROJECT DOCUMENT MANAGEMENT
At the beginning of your ACT project, the Stanford ACT Staff will create a hierarchical folder structure on Google Drive for the purpose of storing and retrieving documents uploaded or created by your project team for the duration of your project.  This folder structure is shown in the diagram below.

[image: ]


In this diagram, XYZ Sample Project is an ACT project folder for an active ACT project.  Within this project folder, there are four content folders:  Client Meeting Notes, Client-Provided Documents, Project Administration, and Team Meeting Notes.  As a document management best practice, the Stanford ACT Board recommends that ACT project teams upload all project-related documents to Google Drive or create them with Google Docs, storing them in these four folders or any additional folders or sub-folders that you may wish to add.  Any ACT team member can create new folders and sub-folders as necessary to meet the specific, ongoing needs of each ACT project.  Typical additional folders might be Data Collection, and Project Deliverables.
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STEP 1:	Sign in to your Google account (METHOD  ‘A’)
You should have received an email message from the Stanford ACT Staff informing you that a folder has been setup and shared with you on Google Drive for your ACT project.  Open this email message, find within it the name of your ACT project folder, then click the name of this folder.  This will launch a web browser and will take you to the Google Drive or Docs sign-in web page.
[image: ]

[image: ]If you are using a tablet, smartphone or other touchscreen-based device, you will need to interpret each “click” instruction, described in this document, as a “tap” instruction.

Enter your email address—that is, the specific email address to which the Stanford ACT Staff directed its notification to you—and your password, then click the blue “Sign In” button.
[image: ]If you do not have a Google account assigned to this specific email address, click the red “SIGN UP” button and follow the instructions to complete the sign up process and create a free account with Google.

After signing in to your Google account, you will see the contents of your ACT project folder, containing four content folders that appear similar to the following screen shot.  Click on the “Open in Drive” button on the left side of the window, and you will go to a window that makes it easier to navigate among your project’s folders.
[image: ]

[image: ]You can log in to your Google account anytime hereafter by using a web browser to navigate to the Google home page, www.google.com, and then clicking the “Sign In” button.


STEP 1:	Sign in to your Google account (METHOD  ‘B’)
If you signed in to your Google account by following the instructions in the previous step, Step 1 Method A above, you can skip this step, which presents an alternative method for signing in to your Google account.
Using a web browser, navigate to the Google home page at www.google.com, then click the “Sign in” button.
[image: ]

Enter your email address (the specific one that the message to you from the ACT Staff was sent to) and password, then click the blue “Sign in” button.
[image: ]

Click the “Drive” menu option.
[image: ]

Next, click the “Shared with me” Google Drive menu option.
[image: ]

From the list of folders that appears, click the name of your ACT project folder.
[image: ]If your ACT project folder does not appear in the list of your shared folders, contact the Stanford ACT Staff and request to have the access privileges updated so that you may access this folder.


STEP 2:  Open the description document for your ACT project
With your ACT project folder opened, you should see four content folders:  Client Meeting Notes, Client-Provided Document, Project Administration, and Team Meeting Notes, as shown (similarly) in the following screen shot:
[image: ]
Click the Project Administration folder to open it, then click the ACT project description document to view it.  After you have read the project description document, click the close button – that is, the checkbox with an ‘X’ in it, located in the upper right corner of the document – to close the description document and to return to the contents of the Project Administration folder.
STEP 3:  Click the name of your ACT project folder (shown for example as XYZ Sample Project in the screen shot below) to return to the viewing the contents of your project’s root-level folder.
[image: ]
STEP 4:  Open the Client-Provided Documents folder for your ACT project and read the documents in the folder to learn more about your client.


[bookmark: _Toc351558172]HOW TO UPLOAD DOCUMENTS TO GOOGLE DRIVE

STEP 1:	Sign in to your Google account and open your ACT Project Folder
STEP 2:	Open a content folder
With your ACT Project folder opened, click the name of the specific content folder (e.g., Team Meeting Notes, Project Administration, Client-Provided Documents or Client Meeting Notes) to which you would like to upload one or more documents from your 	local computer.  This will “open” the folder on Google Drive.
In the screen shot below, the Team Meeting Notes folder is open, evident from the folder hierarchy listing.
[image: ]
STEP 3:	Check your default upload settings
Before uploading documents to Google Drive, it is always best to check your default upload settings and ensure that the Google-provided conversion options are deselected.  To do this, open the settings dropdown menu (click the Gear-shaped icon on the right side of the window), then click the “Upload settings” menu option. 
[image: ]

In the sub-menu that appears, see whether a checkmark appears to the left of the “Convert uploaded files to Google Docs format” menu option or the “Convert text from uploaded PDF and image files” menu option.  A checkmark indicates that the menu option is in a “selected” state.  If either of these menu options is selected, as the “Convert uploaded files to Google Docs format” menu option is shown in the screen shot above, click the name of this menu option to toggle its selection state and thereby remove the checkmark from beside its name.
Your default upload settings should appear as follows.
[image: ]

STEP 4:	Select the document(s) you want to upload
Click the Upload icon on the left side of the window (a red box with an upward pointing arrow with a line under it), then click the “Files…” menu option. 
[image: ]




A File Upload dialog box will appear, similar to the one shown in the screen shot below, that will enable you to select one or more documents (aka “files”) stored on your local computer.
[image: ]
Click the name of a document to select it.  You can select multiple documents by holding the “shift” key or “control” key on your keyboard while clicking on the names of additional documents.  With one or more documents selected, click the “Open” button to complete the selection.

STEP 5:	Confirm the upload
In the dialog box that appears, click the “Upload and share” button.  Alternatively, you can cancel the upload by clicking the “Cancel” button.
[image: ]
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The following instructions describe how to use the notification feature in Google Drive to notify ACT project team members of any changes you make to the content of your ACT project folder, such as when you upload new documents or modify existing documents stored on Google Drive.
STEP 1:	Select a document
With your ACT project folder opened, open the content folder that contains the document you would like to call to the attention of your ACT project team members.  In the screen shot below, the Team Meeting Notes folder is opened.
Click the checkbox located to the left of the document’s name.  A checkmark will appear in the checkbox to convey that the document is selected.
[image: ]

Next, click the “More” dropdown menu, followed by the “Share…” menu option, followed by the “Email collaborators…” sub-menu option.
[image: ]

STEP 2:	Compose and send the notification
In the dialog box that appears, compose your notification message in the Message field, modify the message Subject if you want to, de-select any Recipients to whom you do not want to send the notification (by removing the checkmark shown beside each team member’s name), click the check box to Send a copy to myself if you want to, then click the “Send” button.
[image: ]
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The following instructions describe how to create a new folder or a new document — word processing document, spreadsheet document, presentation document, etc. — with Google Docs.
STEP 1:	Sign in to your Google account and open your ACT project folder
STEP 2:	Open the content folder in which you would like to create your new folder or document
STEP 3:	Create a new folder or document
Click the “Create” button on the left side of the window.  
[image: ]

From the dropdown menu that appears, select the category of what you want to create.  The options include:
· “Folder,” which means a new folder
· “Document,” which means a new word processing document, similar to a Microsoft Word document
· “Presentation,” which means a new slide presentation, similar to a PowerPoint presentation
· “Spreadsheet,” similar to a Microsoft Excel spreadsheet
· “Form,” used for web forms
· “Drawing,” a feature-limited drawing
In the dialog box that appears, click the “Create and share” button to create the folder or document and share it with your ACT project team members.  Alternatively, you can cancel this action by clicking the “Cancel” button.
[image: ]

Your new folder or document will be created in the folder that is currently open.  The new folder’s or document’s sharing privileges will be set to match those of the open folder, meaning that the new folder or document can be viewed and edited by your ACT project team members.
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During an ACT project team meeting or conference call, all project team members can collaborate simultaneously in viewing and editing any type of document created with Google Docs.  Changes to a document are made in real-time and are stored as a revision to the document on Google Drive.
The following instructions describe how to collaborate in the simultaneous viewing and editing of a document created with Google Docs and stored on Google Drive.
STEP 1:	Sign in to your Google account and open your ACT project folder
Instruct all ACT project team members who are participating in this collaboration to sign in to their respective Google accounts and open the ACT project folder.
STEP 2:	Open the document that you want to collaborate on
Instruct all ACT project team members who are participating in this collaboration to open the appropriate content folder and then open the specific document that you want to collaborate on.
The names of the team members who currently have the document opened will be listed in the top right corner of the window.  Each team member will be assigned a unique color that will appear for any selections or edits made during the collaborative editing session.
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During an ACT project, you might encounter situations where you want to share a folder or document with a client’s representatives so that they, too, may participate in the creation and editing of documents shared by your ACT project team.
The following instructions describe how to share a folder with a client.  The steps for sharing a document are similar.
STEP 1:	Sign in to your Google account and open your ACT project folder
 STEP 2:	Select a folder to share
With your ACT project folder opened, locate the folder that you would like to share with your client. 
Click the checkbox located to the left of the folder name.  A checkmark will appear in the checkbox, showing that the folder is selected.

[image: ]

Next, click the Share icon (a head and shoulders with a plus sign).
[image: ]


STEP 3:	Update the Shared Settings for the selected folder and notify team members and clients that clients have been added and can now view and edit this folder and its contents
In the dialog box that appears, enter the email addresses for the client representatives with whom you would like to share access to the folder’s contents.
[image: ] 

To instruct Google Drive to send an email notification to the email addresses of your project team members and the client representatives that you entered above, click the “Notify people via email” checkbox to display a checkmark in it.   Click Add message and compose your message.
To instruct Google Drive to send a copy of this email notification to your own email address, click the “Send a copy to myself” checkbox to display a checkmark in it.
Then, click the “Share and save” button.
[bookmark: _GoBack]
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