Step 1: Go to the Google account you use most. Then go to your Google Drive
homepage. Your Drive page may look something life this:
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Step 2: Once you are in your Drive, click on the blue button in the corner that says
“New.” Then, click on the blue icon that says Google Docs.
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Step 3: After opening a new document, you should arrive at a page that looks like
the one below.
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Step 4: Name your document. To help me keep files organized, | would like you to
use the following naming convention: FirstlnitialLastName_CollegeEssayDraft. See
my example below. Don’t put my name in for your fie, it should be your name.
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Step 5: When you have finished your essay, it’s time to share the document with me.
Click the blue button in the top right-hand corner of your screen.
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Veronica Rowlinson

College Essay

Mrs. Rowlinson

September 25, 2016

This is my super awesome college essay. | included great details. | tell a story that has a
beginning, middle, and end. | also make sure to address the “SO WHAT?" You can clearly see

what | have learned, how I've grown, and why I'd be a good candidate for college. Woo, I'm
pretty awesome

Step 6: In the space provided, insert my email address. Make sure that I can edit
your file, otherwise [ won’t be able to leave comments.
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