Google Docs

Google Docs is one of the free apps or programs you can access when you have a google account. Itisa
word-processing program that you can use online to create, edit, share, and store documents online.
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Sign in
Welcome to Google Apps. Start by signing in to your account.

1. Go to www.google.com and in the top-right corner, click ﬂ

&EMOO
abhBb

|

Google com

2. Enter your Google Apps email address (example: joe@company.com) and
password.

Now that you're in your Google Apps account, here are a few key features that work the
same way across several products:

Google

Feature Description

r In the top-right comer of any Google page (such as Search or
L) P— . I
Gmail), click to see which account you're in.

HH Click to move between products.
Q Click to change product settings.
Q Click to search for content specific to the product.

- Click to see more options.

Change language = - Google - About Google - Privacy - Terms
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Google Docs

At the Google home page www.google.com

. . e 9 3 #
You Can Slgn In at the Staff Webmail "3 Topeka and Shawnee.. @ TSCPL Catalog @ Wiiting Online Book R, :
top right hand corner S
with your google+ or
Gmail
Google Search I'm Feeling Lucky
Click on the apps grid click next to the sing in button select more and choose docs ﬁ

A Time to Talk.docx
W Opened Ager 10,2015

At the Google Docs home under start a new document choose Blank
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Google Docs

Google will automatically save changes in Google Drive as you make them.

Click on Untitled Document and type a new title for your document.

E Untitled document - Goor X

« C' ff & https;//docs.google.com/document/d/TNtAH7 0-3013k7 Cx0yvApZSIwVVzdvwl6rF-eEnNWo VY /edit

=2 Apps For quick access, place your bookmarks here on the bookmarks bar. Import bookmarks now...

Untitled document
File Edit View Inset Format Tools Table Add-ons Help

& e A~ T 100% - Normaltext - | Arial - 1 - B Z UA- & EE=E - E-E=E-2E2 L
Google menu bar has common features highlighted
e Printing e |talicize
e Undo e Underline
e Redo e Font color
e Zoom e Text alignment
e Font e Line spacing
e Font size e Bulleted lists
e Bold
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Google Docs

B urtted dooument - Go % | 4 . . . .
. From the file menu you can do many things including
“— O & quoglecom
Add to the favorites bar by selecting &, or by imgorting your favorites,
Untitied docume e Start a new document
Untitled document |
File Edil View Inseil Formal Teols Table Addons H @ Sha re a docu ment
Share rial . . .
" - e Open an existing document from your drive or from Word
N
Oipan Ctrlv 0 b Delete
Rename. e Download in multiple formats including Word
Make a ooy oy
W Wovelo.. Sh

B Move to trash

See revisicn hstory CA+AI+Shitt+H

Language

Dowmnload as
Fuhlish fo the web
Email collaborators. ..

Email a5 attachment...

Document details
Pange setup
Frint preview

&= Piint Cirl+F

Google Docs Keyboard Shortcuts

Many of these are the same as in Word. You cannot use the Edit menu or right click menu for Cut, Copy,
and Paste so make sure you learn the shortcut keys.

Copy Ctrl+ C

Cut Ctrl + X

Paste Ctrl +V

Undo Ctrl+Z

Redo Ctrl + Shift + Z

Eg\éﬁy change is automatically saved in Drive Crl+S
Print Ctrl +P
Open Ctrl + O
Find Ctrl + F
Bold Ctrl+B

Italicize Ctrl + 1

Underline Ctrl+ U
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Google Docs

The Insert menu is where you can add things to your
Document such as:

e |mages from your computer or google drive
e Hyperlinks

e Drawings

e Tables

e Footnotes

e Page numbers

e Page count

e Headers

The Formatting menu contains text formatting options many of which are included on the menu bar.

The Tools menu is where you will find spelling help.

You can also insert Excel style Tables.

B Untitled document -Ge X+

&« > 0O |a

google.com,

Add to the favorites bar by selecting +#, or by importing your favorites.

File Edit View

e

Untitled document i}

Insert Format Tools Table Add-ons

& e o~ P[] Image.

o Link...

Ctri+K

Equation..

B3 Drawing

[la] Chart

ta

Table

Footnote Ctrl+Alt+F

Special characters.

Horizontal line

Page number

Page count

Page break Cirl+Enter

Header Cirl+Alt+0O Ctrl+Alt+H
Footer Ctrl+Alt+0 Ctrl+Alt+F
Bookmark

Table of contents

The Add-ons menu will take you to Google Apps where you can get helpful apps that are compatible

with google docs.
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