How to share Google Docs or Google Slides

with your Academic Support Area teacher
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Please share your Google Doc or Google Slides with your teacher 5-10 minutes before your
appointment time (not earlier) to make it easy for the teacher to find your work.
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A. On an iPad
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1. Open up your Google Doc/Google Slides.
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2. Click on the add person symbol in the top right corner of the screen.
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3. 1) Write the teacher’s email address in the “People” box.

You can find their email address in the appointment confirmation email.
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2) Write a short message including.
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e Your name
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e Your student number
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e Your appointment time
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3) Make sure the sharing setting is on “Editor” (pencil symbol) to allow your teacher to edit it.
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4) Click on the “paper airplane” symbol to send the message.
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Message i
2) Write a short message here
Dear Bethan,

This is my writing for my appointment at the ASA at 11:20.
Kind regards

Taro Tanaka (3195000)
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B.On aPC
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1. Open up your Google Doc/Google Slides.
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2. Click on the “Share” button in the top right corner of the screen.
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3. 1) Write the teacher’s email address in the “People” box.
You can find their email address in the appointment confirmation email.
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2) Write a short message including.
LUTEEHIENAYE—UFEL,
e Your name

K#

e Your student number
FHEES

e Your appointment time
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3) Make sure the sharing setting is on “Can edit” (pencil symbol).
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4) Make sure the “Notify people” box is checked.
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5) Click on the “Done” button to send the message.
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Lrear gpeman,

This is my writing for my appointmeant at the ASA at 11:20.

Kind regards 2) Write a short message here
Taro Tanaka (3195000) 2) Make sure this
5) Click this to send boxls checked
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