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http://www.youtube.com/watch?v=z9i_h-WMQ68

Docs vs Microsoft Word

e Docs is free with a Google Account
e Microsoft Word must be purchased
e Docs is based in the cloud, not on your

device
e Docs can be shared online |
. . Microsoft
e Microsoft Word live on you computer, and Google Docs Word

they can't be shared unless you save and
share them by email
You can sync the two




About Google Docs

e cloud -based word processor that is a part of
the G Suite (Google’'s Office Suite)

e Itis completely cloud-based, your files live in
the Google Drive

e Offers automatic backup

e C(Can be accessed by any device, anywhere

e Operates in a similar way to other popular word GOOQIe Docs
processors




Sign Up for an Account

e To sign up you need a ******@gmail
account

e Most of us have already got a
Google Account

e (o to sign-up and follow the
directions

Google
Create your Google Account

[ First name

Last name

Username @gmail.com

You can use letters, numbers & periods

Use my current email address instead

Password Confirm @

Use 8 or more characters with a mix of letters, numbers &
symbols

Sign in instead
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Translate Photos

How to Create a Blank Document

e There are several ways to get into Docs 5 2
o You can get there using your Google Drive omna N t‘:
m GotoNew
m GotoDocs '
o You can go to Docs from your Google e

Apps
o Go through your browser ,‘ a E

dOCS.QOOQle.Com Finance Docs Sheets

A | ] =]



http://docs.google.com

Creating a Document

e If you go through Google Drive I_ New
o Click New

o Click Docs
o  Click blank (or a template)

e If you go directly into Docs through the

web or Docs app /
o Click the blank page with the coloured plus Blank

sign
e These will open a new document

Start a new document Template gallery

-




Start working:

pe Edit View Insert Format Tools Add-ons Help Las‘edltwassetondsaggl

~ & A, B 1005 ~ Normaltext -~ -—I1+BIQAI o FHEr = 3
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e Once you've created a document
o Click Untitled Document to add your title

e You document will be automatically
saved as you work.

eadings you add to the document will
i

This is a test document. |




Tool Bar:

Untitled document % = » 0
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Templates:

e Templates are pre-prepared documents that you can open and insert your
own information using the style already available

e There are several and they include groups: (click gallery)
o Recently used

Resumes

Letters Starta new document T

Personal —

Work F -

Project proposals

Notes Blank Essay Resume Resume Lotter

Sales e o o e

Legal

o Etc. etc.

e You need to check them out.

o o0 o o O o o o




The Quick-Start Guide for Google Docs [

Voice Typing: Filo Edt View

100% ~ Normal tex: Spelling -

Insert Form Tools  Table Add-ons Help All changes saved in D

. Word count Ctrl+Shift+C
e Click Tools : : I
] ] ) Review suggested edits Ctrl+Alt+O Ctrl+Alt+U
e Click Voice typing Explore Ctrl+Alt+Shift+ |
e Clickto speak Dictionary Ctl+Shift+Y |
e Google will conve ® Keep notepad a
your SpOken words Translate document...
to text & Voice typing... Ctrl+Shift+S
. Vv
e Youneedto try this Click to speak <> Script editor s
out. | =

Preferences. ..




Other Features:

e Docs offers collaborative working with others.
e You can work this offline once you have turned on that setting.

e Explore option offers you to get suggestions from internet
o\ It scans you work and gives suggestions

. 1a(Add-ons Help  All changes saved in Drive T -
Spellin * w .= = S .
peling A & BN = 1= / A Explore X
Word count B+ShIftrC | v 1 v 5 B T

suggested edits  Ctrl+880 Ctrl+88U Q,  Search your docs and the web

viey
lore 88 +Option+Shift+|
icti 38+Shift+Y
@ Keep notepad
Translate document.
& Voice typing... +Shift+S

<> Script editor

Preferences...

Activity dashboard... .

Create smarter documents

To see suggestions based on your
document, try adding more content

eeeeeeee




More Formatting:

Changing Margins

Changing page orientation

Adding text box

Adding page numbers

Creating a hanging indent

Inserting an image

Creating a table of contents

(@)

Click on link to see topic

Google docs


https://blog.hubspot.com/marketing/google-docs#changing-page-margins
https://blog.hubspot.com/marketing/google-docs#changing-page-orientation
https://blog.hubspot.com/marketing/google-docs#adding-a-text-box
https://blog.hubspot.com/marketing/google-docs#adding-page-numbers
https://blog.hubspot.com/marketing/google-docs#creating-a-hanging-indent
https://blog.hubspot.com/marketing/google-docs#inserting-an-image
https://blog.hubspot.com/marketing/google-docs#creating-a-table-of-contents

The Beginner's Guide to Google Docs

Click on the following links to learn all about Google Docs:

the-beqginners-qguide-to-qoogle-docs

https://www.digitaltrends.com/computing/how-to-use-google-docs/

https://www.makeuseof.com/tag/qgoogle-docs-faq/

https://appauthority.com/how-to-use-google-docs-basic-tutorial-plus-tips-and-trick

https://blog.hubspot.com/marketing/google-docs



https://www.howtogeek.com/420971/the-beginners-guide-to-google-docs/
https://www.howtogeek.com/420971/the-beginners-guide-to-google-docs/
https://www.digitaltrends.com/computing/how-to-use-google-docs/
https://www.makeuseof.com/tag/google-docs-faq/
https://appauthority.com/how-to-use-google-docs-basic-tutorial-plus-tips-and-tricks-3292/
https://blog.hubspot.com/marketing/google-docs

