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After Signing In To 
https://www.google.com/a/mcpsweb.net/ServiceLogin

Create a Shortcut or Favorite



Click on Documents and
This Document Management

Screen  Appears 



Create  
New Document

New>Select Spreadsheet 



Google 
Spreadsheet Opens



Using the Spreadsheet Signing 
Reviewing the Toolbar

New   Things   in 

File>Revision History
Format>Change colors with rules  
Insert>Gadget
Form>Create a form
Share> Allows you to collaborate!! 




