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Saving and Sharing Documents in Google Apps
Save your original document to your computer or a flash drive.
Open your Google Apps Account

· Access the Internet

· Go to www.mail.google.com
· Enter your Log-in info
Click the series of squares in the upper right corner (Apps)
Click the Drive icon
Next, click the red button with an arrow next to CREATE that indicates Upload
Click Files and Browse to your file and Click Open
Once Upload is complete, you may want to click on file and be sure it looks the way you want.  
To Share the File
Select the file you want to share.  It should have a check mark if selected.

Then, click the share button at the top of the page (the icon with the person and the + mark)
Under Share with others, begin typing the name of the person in our network with whom you wish to share your work; when the name appears, click on your choice

Finally, Click Send
