Step by Step Manual to Upload Documents to Google Docs

Step 1: Login using your Google Docs Account at http://docs.google.com
If you do not have an account, create a new one http://www.google.com/accounts/CreateAccount
If you do not have an email, create a gmail account at http://www.google.com/ and press Gmail.

Step 2 : Ensure that you are at the Documents page.
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Step 3 : Click on “Upload” to upload your documents. 
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Step 4 : Click on “Select files to upload”. After you have selected the file, select the destination folder and click on “Start Upload”. 

Step 5 : Click on “Back to Google Docs”. 
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Step 6 : Put a tick beside the file/document that you want to share. Before sending the file / document for others to view / edit, click on “Share” and choose “Sharing Settings” from the drop-down menu.
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Step 7 : A pop-out window will appear. Type the email addresses of the recipients in the box under “Add people” and choose the options “Can edit” or “Can view”. 
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Step 8 : Click on “Share” again and choose “Email editors / viewers”. 
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Step 9 : A pop-out window will appear, and you should see the email addresses of the recipients in the box on the left. Click on “Send”. 
