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Google Docs with Screen Reader – Sharing Files with Others
	

Hadley
Google Docs for Screen Reader – Sharing Files with Others
Presented by Ricky Enger

Hello, my name is Ricky Enger, and today, we're going to explore one of the most useful features in Google Docs, sharing a file. We're using the Google Chrome browser along with NVDA as our screen reader, but things are going to be pretty similar no matter which browser and screen reader we're using. 

There are very few times when creating a grocery list is exciting, but today is one of those times. It's exciting because not only can we edit this grocery list from anywhere since it's stored in the cloud, but we can share it with others so they can add their shopping requests as well. This way, if olives are mysteriously missing when one family member makes the list, someone else in the family can make sure they get added. So let's walk through how to share our list, and then we'll check out what it's like to work with someone else on the document in real time. 

We'll take a look at sharing our file privately, and if you'd like to know how to share a file that anyone can access, check out the resources section for those instructions. All right, so we've created our grocery list, and we're inside the document. We'll find our sharing option under the file menu. So we'll press Alt + F, F for file.

Screen Reader: File sub menu one of nine.

Ricky: And now we'll press S for share.

Screen Reader: Loading dialogue, list of people this item is shared with. There is one person or group in the list menu.

Ricky: Okay, we're in an edit box, and we're ready to type the email of the person we're going to share with. So we'll type that, and we'll press Enter.

Screen Reader: Funhadleypets@gmail.com, funhadleypets@gmail.com, table.

Ricky: Fun Hadley pets, yes, in this household, even the pets have Gmail accounts, and they can add to the grocery list too. All right, let's Tab and see what's next.

Screen Reader: Editor, change permission menu button collapse sub menu.

Ricky: Here, we can set permissions for the document. Right now, the person we're inviting is an editor, meaning they can do just as much with this document as we can. This is what we want, so we won't do anything here. If we did need to change permissions, we could press our space bar to open the menu, and we'd find options to set our permissions to viewer, meaning the person we're inviting can view our content, but not edit it. There's also an option for commenter, which allows a person to add comments to the document, but not alter it in any other way. Okay, let's press Tab again.

Screen Reader: Notify people check box checked.

Ricky: This means Google will send an email to notify someone that our document has been shared. We'll leave that box checked and we'll press Tab.

Screen Reader: Message edit multiline blank.

Ricky: Here, we can type a brief message just stating the purpose of our file, so we'll type that.

Screen Reader: Family, grocery, list.

Ricky: And we'll Tab.

Screen Reader: Table grocery list, row one column one.

Ricky: And there's the name of our file, so we'll Tab.

Screen Reader: Send feedback to Google button.

Ricky: We don't need that, so we'll Tab.

Screen Reader: Cancel button.

Ricky: And that's where we'd cancel if we didn't want to share this file after all. Let's Tab one last time.

Screen Reader: Send button.

Ricky: Yay, that's what we want, so we'll press our space bar.

Screen Reader: Person added, person added, dialogue, document, document content edit multiline Cameron's coffee.

Ricky: And there we go. Our invitation has been sent, and we're right back in our document where we have a couple of items.

Screen Reader: Cameron's coffee, green leaf lettuce, yellow onions, blank. Diva Kitty has joined the document.

Ricky: Okay then, I guess we're about to see what the cat would like to add to the grocery list because she has just opened the document. But how can we both work on this at the same time? Well, Google is going to warn us if Diva Kitty begins editing near the same place we're working in the document. Right now, we're at the bottom, and if anything is happening elsewhere in the document, we'll find out later when we review it.

Screen Reader: Blank, Diva Kitty is editing in your selection. Diva Kitty is editing this paragraph.

Ricky: Okay, great. There's our warning that editing is taking place. Diva Kitty must've moved to the bottom of the document as well.

Screen Reader: Diva Kitty has left the document.

Ricky: And now looks like she's done editing. So we previously had coffee, green leaf lettuce, and yellow onions. Let's jump to the top of the document with Ctrl + Home, and we'll go through our list to see what has changed.

Screen Reader: Biggest cat tower ever, Cameron's coffee, green leaf lettuce, yellow onions, rocking lobster cat treats.

Screen Reader: Okay, pretty sure there are a couple of new additions to our list, right? Best of all, we didn't have to pass the document back and forth and work on it one at a time. And when it's time to shop, everyone will have what they need, awesome. I'm Ricky Enger, and I'm glad you could spend a little time with me learning to share a document in Google Docs. See you next time.
Hadley.edu  |  800.323.4238	Page 2 of 12
Hadley.edu  |  800.323.4238	Page 1 of 12
image1.jpg




