
Google Docs 

Interactive Document 
Revision and Development  



Steps to getting started 

Â Install appropriate internet browser if 
necessary  

Â Set up Google Docs account using agency 
email  

Â Verification email confirmation  

Â Email Jerrica when completed account  

Â Jerrica will share docs with you  

Â Make changes in colored font or write in 
comments  

Â Live Chat and other options  

 



Keys to Successful Access 

Â Google Docs runs best on Google Chrome, 
Firefox or Internet Explorer 9 (IE 9)  

ÅIf ODOT employee, contact IT dept  to have 
firefox  installed or use IE 9  

ÅODOT doesnôt currently support Chrome (donôt 
install!)  

ÅIf local agency, contact your IT dept  to 
determine which option is best for you  

Â Google docs doesnôt function with IE 8 or 
previous versions very well  

 

 



Firefox  

Firefox is an alternative 
web browser to Internet 
Explorer, a Microsoft 
program.  Google Docs 
also functions well on IE9 
and Google Chrome.  Ask 
your IT department which 
browser they support if 
you require an update.  



Content Blocker Message 

If you see this 
warning on your 
screen, press the 
continue button to 
bypass ï IT has 
opened google 
docs to all ODOT 
employees  

There has been some issues with 
being able to access google docs via 
an email link due to the firewall.  If 
running into error messages, try 
entering through docs.google.com 
on firefox web browser search bar  

Search Bar in web 
browser  



Setting up Google Docs Acct 



Step 2 

You are 
going to use 
your agency 
email  



Using agency email address 

Important to use your 
agency email as your 
account email because 
google docs tracks 
comments and changes 
to documents with your 
account identification.  

Please note, an agency may only have 10 free 
users with agency accounts before Google requires 
purchases.  If your agency plans on maintaining 
more than 10 user accounts, refer to Google 
Licensing purchasing information and contact 
Jerrica Pierson Seeger.  



Verification Email 

This will be sent to the 
email address used as your 
google docs account 
(@odot.state.or.us, 
@cisalem.net, 
@co.lane.gov, etc)  

You must verify the google 
account within a certain 
number of days before the 
verification email expires.  
Also must verify prior to 
accessing any documents 
within google docs  



Google Interface 

No documents have been shared with this acct 
user yet.  

Once youôve verified your account and opened 
googledocs, send Jerrica an email at 
jerrica.pierson@odot.state.or.us  stipulating 
which types of documents you review and 
sheôll ñshareò those documents with you!  

Within google 
docs, you can 
create new docs, 
presentations, 
spreadsheets or 
download docs 
already existing.  

 

mailto:jerrica.pierson@odot.state.or.us


Expanding your shared docs 

Within your 
google account, 
all the 
documents that 
have been 
shared or 
created by you 
will show up on 
this list.  It 
specifies the 
owner of the 
document, the 
date/time of last 
modification and 
who else has 
editing rights to 
the document.  

You can create docs or upload 
word docs already created  



Organization 

The LAG Manual is organized by 
Section and Jerrica can either send 
an editor access to an entire folder 
or just particular chapters.  It may 
be a good idea to organize your 
google account in a way that works 
for you.  You set up folders 
through the ñCollectionsò section. 

Organize 
docs in 
folders like 
Word  



Making Comments 

What comments 
made in the 
document look like to 
editors  


