Army Irregular Warfare Center 
Real Time Collaborative Document Sharing Tutorial
Purpose: This tutorial will walk through the steps that will allow real time collaborative document sharing that can save time, reduce cost, and increase efficiency and effectiveness.
(M 12-12, Promoting Efficient Spending to Support Agency Operations May 11, 2012). 

Benefits: Real time document sharing enables multiple people in different locations to collaborate simultaneously on the same document. When a change is made to the document, spreadsheet, or presentation, the other person can see the changes in real time and respond to the edits immediately. Collaborative document sharing also allows us the ability to discuss, analyze, brain storm, plan, strategize, and come to a consensus in real time. Working on the same docs also reduces the need to email or send attachments back and forth, comparing and consolidating individual files. In addition, collaborative document sharing also reduces printing cost and helps us compile with the “Paper Reduction Act” (44 U.S.C. 3501 et seq.).

How do I Get Started?
Step 1: Click the link below to access Defense Connect Online (DCO) https://www.dco.dod.mil/
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Step 2: Create a DCO account if you have never used DCO before.
 If you already have an account skip this step.

Click on the Register button in the upper left hand corner. Login with your CAC and fill out the steps in the registration process.
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Step 3: Create a DCO room. 
If you already have a DCO room skip this step and go directly to your room.
1:  In the Web Conferences and Meetings panel, click the Create a New Meeting link.
2:  On the Create a Web Conference page, enter the information that pertains to each field.
3: To specify other users as a presenter or host, select Invite Users.
4: Select Finish button and distribute your room URL as needed.
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Enter your room.
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Step 5: Screen sharing allows you to collaborate on documents in real time.

1: Select Share My Screen.
2: Select Share My Screen again
3. Select Applications to share one or more applications. (The Document(s) you want to share must be open on your desktop- word, excel, access, ect…). It will then appear in the list of applications to share. 
4: Click the Share button.
5. The meeting minimizes and focuses changes to the application you selected to share.
    A red Stop Sharing menu button appears. Click the Stop Sharing menu button to stop 
    sharing your application.
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Step 6: To allow real time collaborative editing of the document you are sharing, first change permission on the person you want to collaborate with to a Presenter. 
Step 7: Pause button will allow you to return to see the whole DCO window. Pause will not allow any editing by either person. Click the Resume button to continue to collaborate in real time.
Step 8: To allow simultaneous editing of a document at the top of the screen will appear a button to Request Control of the document. After the Request Control button is selected an agree popup will appear. If you click the agree button you will allow that person to take control of your document on your desktop. You can both be editing the document at the same time.
If you have any questions please contact me at 
Jill Powell
 jill.m.powell.civ@mail.mil 
913-684-5166.

                                                                                                                                                           JPowell8292012


