Using Google Docs to Create Blizzard Bags

This school year, we are asking that teachers handle their Blizzard Bags a bit differently. Instead of
emailing the individual files to me (which can total several hundred individual files district-wide), we are
asking that you create your Blizzard Bags as a Google Doc and make them available for public viewing.

In the simplest sense, this could be a single Google Doc for each subject with multiple pages...one for
each day. By using Google Docs for your Blizzard Bags, any changes you make can now be viewed
automatically by your students, without having to resubmit the files to me. Any changes you make to
existing Blizzard Bags will be reflected to your students within five minutes. My role this year will be to
build the initial links to each of your Blizzard Bags once the Doc has been published.

Step One - Creating Blizzard Bags in Google Docs

Most of us should be familiar with Google Docs by now, so the process is quite straight forward. Type in
your assignments and activities, along with any links to online resources. If you want to include all three
days in one Google Doc, simply create a new page within the doc and identify each day. Once done,
rename the document with a name that identifies the teacher and content area. (Figure 1)
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Step Two — Publishing Your Google Doc (Blizzard Bags)

This is how you will share it with your students. Once you have the document (Blizzard Bag) created
and named, you will need to Publish it to the web. This process creates a URL (web address) that users



will use to visit to view your BBs. It is also the address that | will need in order to link it from a page on
our district website.

To Publish your Blizzard Bag:  Select File = Publish to the Web (Figure 2)

| M inbox 2 - reerech@gmaieo. X | € My Dowe - Googe e

C (0 @ docsgooghcom « !
pps = Tansler Contacts O () EatPalestoe CayS. @ Mowtodounissd @ Maageingre A G Inbos (132 gt @ Theishwe [ Logi|Nortuese. G Make Google Docs.

BB - CP Basket Weaving - Reeves ] a m @
Fle ESt View Insert Format Tools Addons Help A00€5 Sav8 0.0
- shae omaltor +  Aral % . BIUAS »OAAW- EETS Iz 5-5-E3 X siom - oA o
-
i) New
B¢ open
Make a copy
Blizzi 4
Mr Rooves

Download

Advanced Basket Weaving
201320

Blizzard Bag One

Objective]

Document details
Language
Page setup

& Priot

[« Figure 2.

What appears next is a “Publish to the web” box. You’ll see that the web link (URL) has been created.
Here, you will want to Share this link using Gmail . M (Figure 3)

This is also a good time to expand the Publish Content and Settings (click the arrow) to make sure that
the box next to “Automatically republish when changes are made” is checked. This insures that if you
make any future changes to your document, your students will also see those changes. (Figure 3)
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The next step is to fill out the Gmail window by including my email address and your information in the
subject line. If you have named your document, the description will show up in the body of the email
along with the link. If everything is correct, send the email. (Figure 4)
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| will use the URL from the email | receive to create a link from our website to your documents. This link
will not change unless you choose to stop publishing. Next year, you can revisit your Blizzard Bags, make
any needed changes, and the links will already be in place...no need to republish.

Figure 4.

What do | do with my PDFs?

Many of you may have used PDFs in the past as your Blizzard Bags. Unfortunately, Google Docs does
not allow us to directly insert a .pdf into a document. However, there is a simple hack: You can convert

your PDF into a JPG or PNG file and upload it as an image that you can then readjust into your Google
Docs to make it look like it fits right into it.

If you have existing .pdfs that wish to use as Blizzard Bags, you can convert them in a couple of ways:

Option 1: Take the printed version of your .pdf document to the scanner and choose “.jpg” as
you output format when you scan it to your email.

Option 2: Go to: https://www.zamzar.com/convert/pdf-to-jpg/ and let the free online tool do
it for you. This will create an image file that you can download and save. Once saved, you can

insert it into your Google Doc by selecting Insert 2 Image and then browsing to the image file
you have saved.




