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Search Drive

Click New

2. Select Google Docs
Note: You can choose
Blank Document or From
a Template

Google Docs is Google's

Word Processor. It is
similar to Microsoft Word.




GooglelDrive

« Create and share your work online and access
your documents from anywhere

« Manage documents, spreadsheets, presentations,
surveys, and more all in one location

* This lesson contains screenshots, tips and instructions
for creating and editing documents using Google
Docs.

Note: Other lessons will explore presentations,
spreadsheets, forms and drawings within Google
Drive. This lesson infroduces Google Drive and
explains Google Documents - (word processing)
tool.
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Because Google Docs saves to a secure,
online storage facility, you can create
documents without the need to save to your
local hard drive

Google Drive saves your work automatically

You can also access your documents from
any computer by signing into your Google
Account.

In the event of a local hard drive crash, you
won't lose your saved content.
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The next slides will investigate the Menu Bar
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1. Click Untitled Document
2. Type in a name for your document
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...—...I Main Functions
MNew -
oo cuno Share, Open, Save, Download

Rename. Clﬂd PriﬂT DOCUmeﬂTS

Make a copy...

I Moveto.. I

Mave to trash

Version history - Download as g Microsoft Word (.docx)

Publish to the web... OpenDocument Format (.odt)
Download as " ,
Rich Text Format (_rtf)

Publish to the web. .. Email as attachment.. PDF Document ( pdf)

Document details. . Plain Text (.txt)

Email as attachment... _ _
Web Page (_html, zipped)

Language »
Document details. . Page setup._ EPUB Publication {.epub)
Language - &= Print Ctrl+P
FPage setup. ..

& Print Cirl+P [
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Make a copy...
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See revision history  Cirl+Alt+Shift+G
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| , Download your

documents as one of
these file types

Project Name
Your Name

Microsoft Word (.docx)
OpenDocument Format {_odt)
Rich Text Format (_rif)

PDF Document (. pdf)

Plain Text ( txt)

Web Page {_html, zipped)




nailiCollahorators

Learning to Use Google Docs |
File Edit “iew Insert Format Tools Table Add-ons Help

Share. . - Mormal text - af
N ' I Email as attachment
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Open... Cirl+0 Aftach as
Rename...
To (required)
Make a copy...
B Moveto..
- Subject
B Move to trash :
Leaming to Use Goegle Docs
“ersion history - Message
Download as v

Publish to the web._.

Email as attachment. ..

Send a copy to myself

Document details. . m c
ancel

Language >

FPage setup...
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Find and replace a word in your
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document. Example replaces
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[ﬁ Paste Ctrl+V jobs

&1 Web clipboard
Find and replace
Select all Ctri+A jobs

Find job
Find and replace. .. +H
Replace with jobs

Match case

jobsl Replace Replace all < Prev  HNext >
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Edit Format Tools Table A
Share... - Mo
Maw - Share with others
Open... Ctrl+0 People
Make a copy...
Enter names or email addresses

Download as = E
Email as attachment. ..
Version history >
Rename. .. m
Maove to...
Mawve to bin
Publish to the web...
Document details...
Language »
Page satup..
Print Ctrl+P
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Advanced

PATH
Click File
Select Share

Type in the emaill
address or name
Click Send
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& = Undo Main Functions
~ Redo Undo, Redo, Paste
and Find and Replace

[] Paste Ctri+V
R Paste without formatting Ctri+5hift+y
Select all Ctrl+A
Select none Ctrl+Shift+A

Find and replace. .. Ctri+H
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Mode 3 . .
# Editing
Edit document directly

v  Show ruler PA Suggesting

. —~ + its become suggestions
Show document outline Crl+ARIH Edits become suggestion
, @ Viewing
Show equation toolbar Read or print final document

v+ Show spelling suggestions

Full screen

1

Main functions under this tab include

Print layout, Mode and Full Screen
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Equation...
Drawing...
Chart
Table

Footnote

Special characters. ..

Horizontal line

Header & page number

Break
Bookmark

Table of contents

i
Table Add-o

- | Main Functions
ces 1 INsert Image, Link,
Drawing, Chart, Table,

Header & Page Number

Clri+Alt+F
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& o ~ T B image g 1+ from computq
=D Link.. Ctri+K Q he web
T* Equation. .

All changes

EY Drawing . £ Drive
[i] Chart 4+ Photos
Table GO By URL

PATH

1. Press Insert

2. Select Drive

3. Find your image in Drive

4. Click on the image
The image will be added to the document

Table of contents

&. Google Drive

RECENT

MY DRIVE

™ Grade 9 Day Poster...

Last Month

Q

TEAM DRIVES

X

st )
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1. Press Insert

4. Click Open

-

Cirl+K

3. Find your image

4 Upload from computer 1

- Awards Pink Assembly lards Pink Assembly
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2. Select Upload from computer

The image will be added to the document

Takle of contents
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Bold Cirl+B
[talic Cirl+
Underline Ctrl+U
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X%

4

Strikethrough Alt+Shift+5

Superscript Ctrl+.
Subscript Ctrl+,
Font size

Paragraph styles
Align

Line spacing
Columns

Bullets & numbering

Capitalization -

Clear formatting Ctrl+\

Help All

- M
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Main Functions

Bold, Italic, Underline,

Align, Line Spacing,
Bulleted List and
Numbered Lists
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To Do List

1. First

2. Second

3. Third

4_Fourth
fth

1.1.

1.2
1.21.
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Word count Ctr+Shift+C | 3

Review suggested edits Ctri+Alt+0 Cirl+Alt+U
Explore Ctri+Alt+Shift+]

Main Functions Jietonany S

Check Spemng' Word ® Keep notepad

COUHT Clﬂd DiCﬂOﬂ(]ry Translate document. .
& Voice typing... Ctri+Shift+5

Script editor. .

Preferences. .
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All changes saved in Driy

Spelling

Word count

Review suggested edits Ctrl+Alt+
Explore Ctrl

Dictionary

Keep notepad

Translate document...

Voice typing...
Script editor...

Preferences. ..
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Q, word processing

word processing

MO

noun: word processing noun:
wordprocessing modifier noun: word-

processing

1. the production, storage, and manipulation
of text on a computer or word processor.:
"PCs used for word processing” "a basic
word-processing package”.
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File Edit WView Inset F

= o T 100% -

Check spelling

throughout the
document

Comments O Share

fa/dsbn.org/doc

Research

Tools = Table Help < 4] - word prm:essnrl
Spelling... & Web results
Research J Word processor - Wikipedia, the fr...
Define en.wikipedia.org
Aword processoris an electronic
Ward count device or computer software application
that, as directed by the user, performs
word processing: the composition,
Translate document.__ editing, ...

Script editor._.

Researching a Topic
In this example, word
processor was typed

Preferences. .

INfo the search area
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[=1]

I
Insert row above

Insert row below
Insert column left Ex4

Insert column right

— Delete row

L Delete column

Delete table

L Distribute rows

Distribute columns

ol Add a Table to your Document
« Rows run horizontally

« Columnsrun vertically




— m— Steps for Creating a Table
DM bn.org/document/d/1vTEjXY-uP-5sc- -l . Se|eCT Table B Inser’r Tqble
U 2. Select the appropriate

pls  Table = Help

: number of rows and columns
= The table will automatically be
Insert row above inserted into the document

Insert row below

et Insert table - J

Insert column left 1x1

Insert column right

Delete row

Delete column

Delete table

Table properties
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Add-ons run inside Google
Sheets, Docs, Slides, and
Forms, but they're built by
developers.

Examples include...

1. EasyBib Bibliography Creator
2. Lucidchart Diagram Maker
3. MindMeister Mind Maps

1T o o 0 | v 0o N

Add-ons | Help  All changes saved in Drive

4

EasyBib Bibliography Creator
Kaizena (Voice Comments)
Lesson Plan Teol For Docs
Lucidchart Diagrams
MindMeister

Openclipart

Word Cloud Generator

Get add-ons...

Manage add-ons...

J
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Docs Help

Report a problem
Report abuselcopyright

B Keyboard shortcuts

Ctrl+/

=

Use the Help tab to find

iInformation and answers to
questions about Google Docs
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1

Search a variety of
topics that will

help you with
formatting your
document

4
9
)
{ll
i

| |Sear|:h the menus (Alt /) I

Docs Help
User Forum

Google+ Community

Report an issue

8

Report abuse

Keyboard shortcuts Ctrl+f

SUGGESTED ARTICLES
Edit and format a Google dacument

Save your Google documents, spreadsheets, and
presentations

Page setup

Find a useful template

Table of contents in documents

MORE

Ed Help Center

[0 Send feedback




