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1. Open up Google Chrome or Firefox. (Internet Explorer won’t work here.) Go to drive.google.com
2. If you have a Google Account, log in. Write your username on your Username List.

If you don’t have a Google Account, click SIGN UP. You can use your DPS email or your    personal email. Your DPS email is firstname.lastname@dpsnc.net.
3. Log in to Google Drive.
4. Click New > Google Docs. 
5. Click Untitled document at the top of the page. Rename the document like this:

Lastname Firstname Memoir

For example: Doe John Memoir
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Adv. English: 4B

16 January 2013

Hobbit: In the Hands of Destiny

“Ihave concluded what has to be concluded: There is a lot of luck good and bad, that
sometimes governs our own lives,” Dennis Prager stated to Jewish Journal, but this is not the case
in The Hobbit! Bilbo Baggins seems to get helped by a higher orce, lets call it destiny, in almost
every sticky situation. The reason everything is lucky and coincidental in Bilbo’s adventure is

because everything was already determined from the beginning.
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6. Click Share. Add alexa.garvoille@dpsnc.net and ask your writing group members to type in the emails they use to sign into Google Drive. Don’t change anything else (make sure all members can Edit)! 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 Double

Type in your MLA Format Header 

Student Name


Ms. Garvoille


Honors English I, 3rd period


8 October 2015

Add page numbers: Insert > Page Numbers > click on the top right icon. 
Tips
Ctrl + c – keyboard shortcut for copy 
  Ctrl + v – keyboard shortcut for paste

To collaborate with group members viewing your document, look for “__ other viewers” under the Share button. Click where you see the colored boxes to see the chat window. If using chat, you must keep the chat window open at all times and all conversation must be on topic, otherwise you lose computer privileges for one minute. 

To comment on a certain part of the document go to Insert > Comment or Ctrl + Alt + m (Command + Alt + m on a Mac)
