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ÅGoogle Docs is a free, Web-based word processor, 
spreadsheet, presentation, and form application offered by 
Google. It allows users to create and edit documents online 
while collaborating in real-time with other users.  

ÅDocuments can be shared, opened, and edited by multiple 
users at the same time. You can keep track of changes (and 
of the person who made them), and even revert to an older 
version. 

ÅFor more information about Google Docs, go to 
docs.google.com. 

Google Docs 
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WASC Focus on Learning, 2010 Edition 

WASC/CDE Focus on Learning, 2011 Edition 

WASC Focus on Learning for East Asia (EARCOS), 2009 Edition 

WASC/Hawaii Department of Education, Joint WASC and Hawaii 
Department of Education Process (2006-07 Edition) 

WASC templates currently available in Google Docs: 

ï Previsit Preparation Worksheet Template 

ï Self-Study Visiting Committee Report Template 

ï WASC Documentation and Justification Statement 
Template 

 

 

WASC Templates in Google Docs 
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ÅWe recommend the use of the Google Chrome or Firefox 
browser to use the Google Docs templates. 

ÅGo to www.google.com/chrome to download the Chrome 
browser. 

 

 

Web Browser Recommendation 

http://www.google.com/chrome
http://www.google.com/chrome
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Google Docs Templates on WASC Website 

Google Docs templates are linked on the Self-Study VC Chair page 

of the WASC website: WASC Visiting Committee Materials/Templates 

->Self-Study VC Chair: www.acswasc.org/vc_chair.htm. 

http://www.acswasc.org/vc_chair.htm
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Google Docs Procedures 

Å Click  

Å If you are not already logged in you will be directed to a page to 

either sign in to Google or sign up for a new Google account. If 

you need to sign up you can use your current email address 

and you will need to create a password. 

Å Once you are logged in you will see this page, select:  
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Å The document will open in Google Docs. 

Å Rename the document. Go to ñFile -> Renameéò and rename it 

with the name of the school you will be visiting. 

 

 

Google Docs Procedures (cont.) 
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Å To add your team members, click on the ñShareò icon on the 

upper top right side of the document. 

 

 

Google Docs Procedures (cont.) 
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Å Enter their email addresses in ñAdd peopleò: 

Google Docs Procedures (cont.) 
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ÅCollaborate online in real time and chat with other 
collaborators.  

 

Google Docs Comment and Chat Features 
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ÅPlace your cursor or highlight the text where you'd like your 
comment to appear. 

ÅFrom the έLƴǎŜǊǘέ menu, select έ/ƻƳƳŜƴǘέΦ 

ÅType your comment in the box that appears to the right of 
the document. 

 

 

Adding a Comment in the Document 
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ÅAfter inserting a comment, there are two main places you 
can work with it inside the document: within the comment 
or in the discussions thread, accessible from 
the Discussions drop-down menu in the top right of your 
document. 

ÅYou can reply to a comment with a new post, edit or delete a 
ǇǊŜǾƛƻǳǎ ŎƻƳƳŜƴǘ ȅƻǳΩǾŜ ƛƴǎŜǊǘŜŘΣ ŀƴŘ ǊŜǎƻƭǾŜ the 
ŘƛǎŎǳǎǎƛƻƴ ǿƘŜƴ ȅƻǳΩǊŜ ǊŜŀŘȅ ǘƻ ǊŜƳƻǾŜ ƛǘ ŦǊƻƳ ǘƘŜ 
document. Resolving a discussion removes the discussion 
from the document, but resolved threads will always be 
available under the Discussions drop-down menu. 

 

Working with Comments 
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ÅDƻƻƎƭŜ 5ƻŎǎ Ŏƻƴǘƛƴǳƻǳǎƭȅ ǎŀǾŜǎ ȅƻǳǊ ǿƻǊƪΣ ǘƘŜǊŜ ƛǎ ƴƻ ά{ŀǾŜέ 
button or menu item. The last updated time shows near the 
menu bar. 

ÅGoogle Docs has a revision history pane that allows you to view 
at a glance all changes made to a document by each 
collaborator. Google Docs revision history lets you view and 
revert to earlier versions of your doc, and see which 
ŎƻƭƭŀōƻǊŀǘƻǊǎ ƳŀŘŜ ŜŘƛǘǎ ǘƻ ŜŀŎƘ ƻŦ ǘƘŜǎŜ ǾŜǊǎƛƻƴǎΦ {ŜƭŜŎǘ άCƛƭŜ 
-Ҕ {ŜŜ ǊŜǾƛǎƛƻƴ ƘƛǎǘƻǊȅέ ǘƻ ŀŎŎŜǎǎΦ 

ÅDownload Google Docs to your desktop as Word, OpenOffice, 
RTF, PDF, HTML or zip files. 

Å Email your documents to other people as attachments. 

Google Docs Additional Features 
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http://www.acswasc.org/

