1. You will receive an invitation to share the document MS INTERVENTION LIST.
[image: ]

2. Click to open MS INTERVENTION LIST.
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3. A  Google docs screen will open and you will respond to the question, Would you like to accept this invitation?  [image: ]

4. Select Accept Invitation.  

[image: ]

5. You will be prompted to either open your account or to create one.  Please create an account as   ______@rockets.sparcc.org. 



6. Complete the required account information.  Select Accept. Create my account.
[image: ]
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7. Once your account is created, select Click here to continue. 
[image: ]
8. It will take you back to the original invitation. 
[image: ]

9. When you Accept Invitation, you will be taken to the MS INTERVENTION LIST. 

[image: ]
10.  This is the spreadsheet to which you will be adding your information.
11. Core teachers should add his/her name to column D when he/she needs a student.
12. RATS teachers should add his/her name to Column E, unless it is already filled, and then to column F.
13. Please make sure that your information has been added to the spreadsheet before noon each day.
14. Refer to the spreadsheet after 12 noon to obtain the intervention list.
15. Donna D. and Monica H. will download the information needed each day and clean columns D, E, and F.
16. Once the columns are cleaned, you can begin adding your information for the next intervention period. 
17.  To exit, you will need to SIGN OUT of Google Docs.

[image: ]
18. To return to Google docs, go to www. google.com.  Sign in using your ______@rockets.sparcc.org account. 
[image: ]
19. You will be asked to verify your account.  This should happen one time only.  
[image: ]


[image: ]
20. You can continue working in MS INTERVENTION LIST.
[image: ]
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