
Google Docs

docs.google.com

drive.google.com

or

• Free service for typing documents on the Internet.
• Projects you create will save in Google Drive.
• Allows for collaboration on projects.
• Open, edit, and save common software file types:

Word, Excel, PowerPoint, Illustrator, Photoshop
• Apps for portable devices – Android, Apple

1. Create a new document in Google Drive

2. Click 

Google Drive

1. Click New

Just like in Microsoft Word, Google Docs has templates to save you time  

You can see the document is formatted for your project, in this case a resume. 
You just click into the place holder and type your own information.

2. Open a Template in Google Docs

Click Template Gallery look 
at more of the templates

Open a Microsoft Word Document in Google Docs or Drive

1. Click the name 
of the document

2. Click Open with Google Docs

2. Click Edit as Google Docs

or

Convert Word into Google Docs

2 ways to access Google docs:



Common word processing tasks in Google Docs

Change the margins

Change the text size

Change the text color

Change the text spacing

1. Highlight a 
portion of the 

document
3. Choose a larger font size

1. Highlight a 
portion of the 

document
3. Choose a different color

1. Click anywhere 
in the speech 3. Choose an option

1. Click File

2. Click 

Page setup

4. Click OK

Add Bullets to a list

1. Highlight list

2. Click into the font size 
option here

2. Click into the font 
color option here

2. Click into the 
spacing option here

3. Adjust as needed

(size based on inch)

2. Click the triangle next 
to bullet option here

- First click More if you don’t see

- First click More if you don’t see

3. Click a bullet style



Insert a Photo

1. Click Insert

2. Click image

3. Click 
Choose an image…

5. Click to select the 
image, for class choose 
Lincoln at Gettysburg 

6. Click Open

4. Select the 
location of your 
picture on your 

computer

Spell Check

1. Click Tools

2. Click Spelling

3. Click Change or Ignore 
for each word 4. Click X to close 

the Spelling tool

Rename the Document

Saving the document – Google automatically saves for you as you work. 
No need for you to do anything. 

Click into here and you can give 
the document another name

Print

1. Click File

Click Print Button

or

2. Click Print

Click Print
For class, click Cancel



Share the Document

Email collaborators - Share a link to the document with others. The document will stay in 
your Google Drive location. You can set what others can do: Edit, make Comments, or only 
view the document. 

Email as attachment - Send a copy of the document in an email. You choose what 
to send the attachment as: PDF, Microsoft Word, plain text.

1. Click File

2. Click Email Collaborators

3. Click Get Sharable Link

4. Click here to choose what others can do to 
the document: edit, comment, or view.

5. you can type email addresses here to send 
the link using Gmail

5. Copy link and paste in another email 
resource such as Yahoo, Hotmail, AOL. Or you 
can paste in a Facebook post.

6. Click Done

2. Click Email as attachment

1. Click File

Attach as options:

PDF –Anyone can view, and will look exactly like your 
copy. Also it is read only so others can’t make changes.

Plain Text – You can open with most programs. This will 
save the words but not font choices or spacing options.

HTML – Your document will look like a web page.

Rich Text (RTF) –Will work with most word processing 
programs and keep more formatting that Plain Text.

Microsoft Word (docx) – Your document will work with 
the latest versions of Microsoft Word.

Open Document – Document that will be compatible 
with free word processing programs like OpenOffice 
and LibreOffice.

5. Type a message

4. Type email addresses

6. You would click Send to 
have Gmail send the copy. 
For class click Cancel

1. Click File

2. Click Publish to the Web

Publish to the Web

4. Click OK3. Click Publish

5. Copy or 
share the 

link

Turn your document into a web page.

3. Click to choose what to 
change the document into

Or



Create a new Document:

Open and edit a Document saved in Google Drive

2. Tap 
new Button

3. Tap 
New document

2. Tap 
on the item

2. Tap 
the edit button

3. Make changes 
and tap check 

when done 

Google Docs on your Phone

1. Tap 
Doc app

4. Type your 
document and tap 
check when done

1. Tap 
Drive app

Common word processing tasks in the Google Docs app

Change the text size

2. Tap A

3. Tap arrows 
besides Size

1. Highlight - Tap 
and hold over first 
word and drag the 
handles over the 

words to highlight

1. Highlight - Tap 
and hold over first 
word and drag the 
handles over the 

words to highlight

2. Tap A

Change the text color

4. Tap a 
color then 

tap the 
shade

3. Tap circle beside 
Text Color



Common word processing tasks in the Google Docs app

Change the spacing

Insert a Photo Rename

Share the Document – email as an attachment

1. Tap A

2. Tap Paragraph

3. Tap arrows besides 
Line Spacing

1. Tap A

2. Tap Paragraph

3. Tap button besides 
the bullets

1. Tap +

3. Tap the app that 
has the photo to use

4. Tap the photo 
to select

1. Tap dots

2. Tap Untitled 
Document

3. Click here 
and type your 

new name
4. Tap 

OK

1. Tap dots

2. Scroll down and
Tap Share & Export

4. Tap a bullet style

3. Tap to choose 
the file type

4. Tap OK

2. Tap Send a Copy

5. Tap your email app

6. Compose and send 
the email

Other Sharing options

Use Gmail to send a link 
to the document in your 
Drive

Copy the web address to 
the document in your 
Drive to put in another 
service

2. Tap Image for 
Insert options

Spellcheck

1. Tap dots

2. Tap Spellcheck

3. Tap Change

Add Bullets to a list

1. Tap dots

2. Scroll down and
Tap Share & Export


