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Section 1 Introduction

These instructions will walk you step by step through the process of scanning documents and uploading them for storage on the
internet in a Google Docs account. If you do not already have such an account, the instructions will assist you to create one. For
this process, you will use an Apple Macintosh computer with an attached document scanner. Internet access will use Apple's
Safari browser. The sections below combine written instructions with screenshot images of what you will see on the computer
screen. You will be walked through the following steps in the noted sections:

Collect your documents at home and take them to the scanning center. (Section 2)

Set up the computer provided to you for your use. (Section 3)

Prepare a Google Docs account for storage of your documents - this will be your personal account. (Section 5)

Scan all your documents into your computer. (Section 6)

Print paper copies of the scanned documents (optional). (Section 7)

Upload the documents to your Google Docs storage. (Section 8)

Log out of the computer - you're through. (Section 9)

No o~ N =

Conventions used in these instructions:
1 Field names on screen will be indicated by square brackets, e.g. [Name:]
2 Action buttons on screen will be indicated by curly brackets, e.g. {Log in}
3 Text you will see on screen is shown in double quotes, e.g. "Untitled"
4 Text you will type into a field is shown in single quotes, e.g. 'Guest'
5 Menu selections and submenu selections are separated by right angle brackets, e.g. File > Import image...

Section 2 Take your documents to be stored online to the scanning center

Documents you might want to take include birth certificates, drivers licenses, passports, marriage licenses, etc. - in other words,
legal documents. This service is not for storing photo albums, scrapbooks, personal correspondence, genealogies, journals, etc.

Section 3 Prepare your computer at the scanning center for your use

3.1 Open the Guest account

You will use the Guest account so that you will find the computer unchanged by any prior users, and so that when you are through with it any changes you
make will be removed in order that your privacy is protected and the computer is ready for the next user.

In the Login window, type 'Guest' in the [Name:] field, leave the [Password:] field blank, click {Log in}

3.2 Open the Safari browser
Click the {Safari} icon (a compass)

Section 4 Questions to tailor your next steps (in section 5)

4.1 Do you have a Google Docs account?
Only answer Yes if you remember how to log into it and can use it now
Yes - go to 518

4.2 Do you have online access to your email?
Only answer Yes if you remember how to log into it and can use it now
Yes - go to 512

No - go to B

Section 5 Create a Google Docs account

5.1.1 Enter the URL in the browser address bar
®00

[ < | » || + | mail.google.com

0 ## Apple Yahoo! Google Maps You
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5.1.2 {Sign in} to your existing Google account, if you have one, or {create} a new one

to Gmail with your

Google Account

Username: [I

Password:
] Stay signed in

Can't access your account?

New to Gmail? It's free and

>

n account »

About Gmail New features!

5.1.3 To create a Gmail account, fill in the fields in the Create form. Enter your actual first and last names. Your "Desired Login Name" will
be fictitious - make something up. Click {check availability} to see that it is not already taken. Make up a "password" and write it down
before entering it - it won't show up as you type it.

Create an Account

Your Google Account gives you access to Gmail and other Google services. If you already have a Google Account,

you can sign in here.

Get started with Gmail

First name:
Last name:

Desired Login Name:

Choose a password:

Re-enter password:

Security Question:

Answer:

Secondary email:

Pick something you like @gmail.com

Examples: JSmith, John.Smith
If your desired name isn't

check availability! ) «ff——"""""__  Available.iryanother

Write this down and save it Password strength:

Minimum of 8 characters in length.

™ Stay signed in

Creating a Google Account will enable Web History. Web History is a
feature that will provide you with a more personalized experience on
Google that includes more relevant search results and
recommendations. Learn More

™ Enable Web History.

[ Choose a question ... )
If you forget your password we will ask for the answer to your
security question. Learn More

This address is used to authenticate your account should you ever
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5.2.1 Enter the URL in the browser address bar

+ |63 docs.google.com

5.2.2 {Sign in} to your existing Google account, if you have one, or {Get started} with a new one

¢Sign imto Google Docs with your

Gougle Account

Email: | |

Password:
[~ Stay signed in

Can't access your account?

Don't have a Google

Get started

5.2.3 To create a Google Docs account, fill in the fields in the Create form. Enter your actual first and last names. Your "Desired Login
Name" will be fictitious - make something up. Click {check availability} to see that it is not already taken. Make up a "password" and
write it down before entering it - it won't show up as you type it.

Create an Account

Your Google Account gives you access to Google Docs and other Google services. If you already have a
Account, you can sign in here.

Required information for Google account

Your current email address: desstareonline@gmail.com

e.g. myname@example.com. This will be used to sign-in to your
account.

Choose a password: csnnsssns Password strength: ~ Strong
Minimum of 8 characters in length.

Re-enter password: [.........| ]

[1 Stay sigrned in

Creating a Google Account will enable Web History. Web History is a
feature that will provide you with a more perscnalized experience on
Geogle that includes more relevant search results and
recommendations. Leam More

™ Enable Web History.

Get started with Google Docs

Location: [ United states I+) (change )

5.2.4 Confirm your Google Docs account creation if you are so instructed. This will entail logging into your email account and opening a
confirmation request from Google. In it there will be a link to click for confirmation.

Enter the URL in the browser address bar

+ |63 docs.google.com

5.4 Create a new Folder for your documents, and name it whatever is meaningful for you.
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5.4.1 In the opening screen, close the "New! Share your folders" box by clicking {Close}. Then click {Create new}.

11/25/09 5:55:23 PM

Gmail Calendar Documents Reader Web more ¥ docstoreonline@gmail.com | New! Share a folder |
- .
Show search options

GOUSIG docs (Search Docs) (Search Templates) gmsseﬁz:\hlgt;'og;ﬁec
Create new ~  Upload All items

m ¥ v | Share~  Folders v | Delete Rename More actions v
Owned by me = = =

ame olders / Sharing
Opened by me ‘
Shared with me
Starred
Hidden
Trash ton to create a new online document or the "Upload" butt
Items by type ~ New! Share your folders 'our documents will show up here. Learn more
More searches ~ Select the folder you want to share and click
on the "Share this folder" link.
v My folders
No folders. Folders that have been shared with you will

how up in "Folders shared with me".
» Folders shared with me showtpin Toldem shansd with me

—/’ Close | Remind me later | Learn more

5.4.2 From the drop-down list that appears, click {Folder}

Google docs [

Create new ~ Upload

I _ Document -
7y Presentation
£ Spreadsheet
& Form

Folder «ff——T""

From template...

T

5.4.3 In the blue bar, click "My folders"

GOL)Sle dOCS (Search Docs) (Search Templates) %ﬁe
Create new ~ | Upload New Folder share this folder ~
All items ¥ v  Sharev Moveto~ Folders~  Delete Rename More actions v
Ouned by me Name Folders / Sharing
Opened by me =
Shared with me
Starred
Hidden
Trash No items in this folder.
Items by type ~

More searches ~

v My folders

| New Folder

» Folders shared with me

5.4.4 Click in the checkbox in the yellow bar containing "New Folder", then click {Rename}

My folders
v - Share v Move to v = Folders » Delete Rename == More actions ~
Name *t Folders / Sharing
™ > New Folder Not shared

-—
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5.4.5 Type over the blue-highlighted entry, "New Folder" with the name you want to call your documents folder, e.g. 'Stored documents'

My folders

v v Share v Move to~ = Folders v Delete | Rename = More actions v

Name *t

4 ! New Folder 1—_ Not shared

5.4.6 The result should look like this
My folders

v v Share v Move to v = Folders » Delete = Rename = More actions v

Name

™ ! ‘Stored documents|t—-———- Not shared

Section 6 Scan your documents into PDF files

6.1 Open the Macintosh program named Preview
Click the {Preview} icon (a couple photos and a magnifying glass)

6.2 In the Preview menu (top of screen), click File > Import image... . The scanner should scan a preview image.

Y]

Open...
Open Recent >

F——
Import Image...
P —

6.3 With the mouse, drag a box around the portion of the scanner preview image to be scanned, and click{Scan} (note - this

may differ with different scanners - if you can't figure out what to do, ask the instructor for help).

Mac OS X Snow Leopard
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6.4 In the Preview menu (top of screen), click File > Save as...

Preview 779 Edit View Go Tools Bookmarks Window Help
(@) Intitled
, Open... #0 )
N A -
us Next Open Recent > Slideshow
Close W
Save #S
Save As... 0 %8S
Mail Image
Import Image...

TH

Grae » ow Leopard

erating system. Finely tuned

Print... 8P

11/25/09 5:55:23 PM

6.5 Type over "Untitled" in the [Save As:] box (see red ellipse in figure) with the name you choose for the document, e.g. 'Birth
certificate - John Doe'

C Save As: | Untitled tiff 2 o)

< » (3 =[m) (& Desktop ] Q
DEVICES O O
& skip Ros
Bl iDisk
= Macintos.
Il Back.. & »l Fellowship Forum alias
Boot... &
Alfise =
Format: ' TIFF T‘ l
Compression: = None 3
™ Use Exif Orientation Tag
File Size: 4.4 M8
Hide extension [ New Folder )

6.6 Click the spinner at the right of the [Format:] box (see red arrow and red rectangle in figure above) and, from the drop down
list, click "PDF"

GIF
JPEG

JPEG-2000
Microsoft BMP

OpenV
PDF

PICT
al
SGl
TGA
TIFF

el

Photoshop

6.7 Click {Save}. The scanned image file will go to your desktop.

6.8 Repeat the above steps until all documents have been scanned

Section 7 Print the PDF files for paper copies to take home (if you want them)

7.1 Double click a file icon on the Desktop

7.2 In the Preview menu (top of screen), click File > Print...

7.3 Inspect the preview image to be sure it is as you want it printed. If not, adjust print parameters to get it the way you want it

7.4 Click {Print}
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7.5 Repeat the above steps until all documents have been printed.

Section 8 Upload the PDF files into the Google Docs folder

8.1 Return in Safari to your Google Docs page - it should still be open in the browser. If not, open it at "docs.google.com". Click
{Upload}

Gor ,glc docs

Create new ~ Upload

All items

Owned by me
Opened by me
Shared with me
Starred

Hidden

Trash

Items by type ~
More searches ~

v My folders

Folders shared with me

8.2 Select your documents "Destination" folder by clicking {No folder} and then your folder name, e.g. "Stored documents" from
the drop-down list

Google docs

«Back to Google Docs

Upload Files

Select files to upload

Destination folder:

—
No folder ~ Start upload

file types
v My Folders :

Stored documents *
Folders shared with me

8.3 Choose the document(s) to upload by clicking "Select files to upload". A Finder window will appear. Click {Desktop} in the
left sidebar, and then click on the name of one of the documents to be uploaded. Now hold down the {Command} key on the
keyboard (it's to the left of the spacebar and has a picture of an apple on it) while you click the names of all other documents
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to be uploaded. When all documents are selected, click {Start upload}
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Gmail Calendar Documents Reader Web more v docstoreonline@gmail.com | New! §
OO Select file(s) to upload by docs.google.com
Google docs v »
(« » ][22 =|m) | (= Desktop [
«Back to Google Docs — .r |‘_,,» T I
Upload Files w [ Skip Ro... | |[[£] Ready to upload |

=} Macinto... ¥ To select folder

{1 ElBac. &
elect files to upload 71 AllEise &
J:! Boo... & D t
Destination folder: E iDisk OCU I I le n S
(=) Stored documents v ( Start upload ) ¥ SHARED
— Den W

Show conversion limitations and supported file types ¥ PLACES o

8.4 When uploading is complete, you will see the documents listed. Check the list to be sure you got them all. If not, repeat the
previous step to get the one(s) missed. When you're finished, click "Back to Google Docs"

Google docs

@Back to Google Docs

Upload Files

«/ Create account.png 61.6 K
Upload complete. Upload more files

8.5 Again you should see a list of the uploaded documents. You can double click the name of one or more to view them and be
sure they uploaded properly.
yp propery My folders > Stored documents share this folder ~

v v Share v Move to~ = Folders v Delete = Rename = More actions v

Name

TODAY
(=] 8 Create account.png Not shared

Section 9 Log out of Guest account

Logging out will permanently delete any files, folders and settings you made here. This protects your privacy.
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Click the Apple icon at the top left corner of the screen; « Click [Log out Guest Account...]; in the popup window, click

{Log Out} You're through - congratulations.
' ¢ Finder File Edit View Go
About This Mac
Software Update...
Mac OS X Software...

System Preferences...
Dock
Location

Recent Items

Force Quit Finder

Sleep
Restart...
Shut Down...

e ——
Log Out Guest Account...



