
Accessing Google Drive
PATH

1. Go to www.google.com

2. Click 

3. Select Drive

http://www.google.com/


Accessing Google Docs in Drive

PATH

1. 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. 



• 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 introduces Google Drive and 

explains Google Documents - (word processing) 

tool.   

Google Drive



• 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.

Saving



Font 
Style

Font 
Size

BOLD, 
underline 
and Italics

Align, Center, 
Justify

Bullets and 
Numbering

Tool Bar

Undo

Menu Bar The next slides will investigate the Menu Bar



Title Doc

PATH

1. Click Untitled Document

2. Type in a name for your document



File

Main Functions

Share, Open, Save, Download  

and Print Documents



File – Page Setup



Download

Download your 

documents as one of 

these file types



Email Collaborators



Edit – Find an Replace

Find and replace a word in your 

document. Example replaces 

the word job with jobs.



File - Share

PATH

1. Click File

2. Select Share

3. Type in the email 

address or name

4. Click Send
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3
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Edit

Main Functions

Undo, Redo, Paste 

and Find and Replace



View

Main functions under this tab include 

Print layout, Mode and Full Screen



Insert

Main Functions

Insert Image, Link, 

Drawing, Chart, Table, 

Header & Page Number



Insert – Image – From Drive

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



Insert – Image – Upload From Computer

PATH

1. Press Insert

2. Select Upload from computer

3. Find your image

4. Click Open

The image will be added to the document



Insert – Link

Insert – Equation



Format

Main Functions

Bold, Italic, Underline, 

Align, Line Spacing, 

Bulleted List and 

Numbered Lists



Bulleted and 

Numbered Lists



Tools

Main Functions

Check Spelling, Word 

Count and Dictionary 



Dictionary



Spelling

Researching a Topic

In this example, word 

processor was typed 

into the search area

Check spelling 

throughout the 

document



Table

Add a Table to your Document

• Rows run horizontally 

• Columns run vertically



Table
Steps for Creating a Table

1. Select Table – Insert Table

2. Select the appropriate 

number of rows and columns

The table will automatically be 

inserted into the document



Add-ons

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



Help

Use the Help tab to find 

information and answers to 

questions about Google Docs



Help

Search a variety of 

topics that will 

help you with 

formatting your 

document


