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1. Go to drive.google.com

2. If you have a Google Account, log in. Write your username on your Username List (I2).

If you don’t have a Google Account, click SIGN UP.

· Enter the information asked. Your current email address (ex: angela34@yahoo.com) will be your username.
· Write down your username (your email address) on the Username List (I2).

· Write down your password or a hint that will help you remember your password.

Enter Birthday (does not have to be your actual birthday)

Word Verification

Click I agree and Create my account.

3. Click Create > Document.
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4. Click Untitled document at the top of the page. Rename the document like this:

Lastname Firstname Memoir

For example: Doe John Memoir
5. Click Share. Add agarvoille@ycsd.york.va.us and your writing group members. Don’t change anything else! Click Share, and then Close.
Formatting

Change the font from Arial to Times New Roman.

Change the font size to 12pt.

Double space by clicking Format > Line Spacing > Select 2.0.

Type in your MLA Format Header (See it on W3 or sing the song!). 

Now, you can open the Word documents you already have

Ctrl + c – keyboard shortcut for copy

Ctrl + v – keyboard shortcut for paste

for Memoir








