THE SP{NE CLINIC

Step by step guide to
Upload Scans




Before uploading your medical images you will need to prepare the files.
Insert your image disc into your computer and navigate to the CD drive, normally D:

Select the file(s) you'd like to upload to Google Docs. To select multiple files, press
Shift or Ctrl and click all the files.

Then right click and move the mouse over to Send to and then select Compressed
(Zipped) Folder.

Saved the Compressed File to your desktop.
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Open your internet browser and go to docs.google.com and log in using your
username and password.

Google docs

Sign in with you

Create and share your work online with Google Docs
Google Account

+ Upload your files from your desktop: It's easy to get started and it's free!
Email:

® Access anywhere: Edit and view your docs from any computer or smart phone. ex. pal@example.com
# Share your work: Real-time collaboration means work gets done more quickly. Password:
[ Stay signed in
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Latest News from the Google Docs Blog 3

This week in Docs: Copying drawings and better right-to-left table
support
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This week in Docs, we have a couple of new features that we
hope make your life easier (and ...
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Step 3: Upload files

In your documents list, click the Upload button and select Files from the drop down menu.
Select the file you'd like to upload to Google Docs.

To select multiple files, press Shift or Ctrl and click all the files to upload.
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Your file will appear in your Documents List.

Tick the box next to the zip file in your documents list and then click on the Sharings
settings on the right side of the screen.
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Step 4: Change settings
Click Change

Change the settings to ‘anyone with a link’ and tick the Edit access box.

Click Save.
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Copy the highlighted link (right mouse click, copy)
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Or share the link using: Gmail

Who has access / Copy
&) Anyone who has the Iirh Paste

' Delete

Select All
This Frame »

Add people:

[Enter names, email addresses, or groups...

Editors will be allowed to add people and change the permissions. [Change]

Open your email program and paste the link into the email.

Send the email to nickboeree@ukconsultants.co.uk
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