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Introduction:

Google Docs is a word processor included as part of a free, web-based Google Docs suite offered by Google
within its Google Drive service. Google Docs is available as a web application; mobile app for Android, iOS,
Windows, BlackBerry; and as a desktop application on Google's Chrome OS. The app is compatible with
Microsoft Office file formats

For Creating a file in google docs
o The first thing you needed is a google account.
®  You can create a document file from google drive also.
e If you are creating a document in your smart phone, then it automatically saved in google drive.
e When try to create a file then it asks for two options

o Blank document
o From template document.

Using templates

A template is a pre-designed file you can use to quickly create new documents. Templates often include
custom formatting and designs, so they can save you a lot of time and effort when starting a new project.
Most templates are designed to help you create specific types of files. For instance, you could use a template
to quickly create a resume or newsletter.

Your Company

Company Newsletter

September 04, 20XX

Lorem ipsum dolor sit
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You can find a wide selection of templates in the Template Gallery. For this reason, we recommend using
templates made by Google, which tend to be of higher quality than user-submitted templates.

To use an official Google template:

e Navigate fo the template gallery.

Template gallery

Recently used

Newsletter Resume Resume Letter
Geometric Serif Coral Spearmint

Resume Resume Resume Resume
Swiss Serif Coral Spearmint
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o A new file will be created with the selected template. You can then customize the file with your own

information

Resume |
File Edit View Insert Format Tools Add-ons Help Allchanges saved in Drive

“~ o~ P 100% ~ Normal text - Merriweather - 9

I

Your Name

Lorem ipsum dolor sit amet, consectetuer adipiscing elit

EXPERIENCE

Company, Location — Job Title
MONTH 20XX - PRESENT

Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam
nonummy nibh

Company, Location — Job Title

MONTH 20XX - MONTH 20XX

Using Blank Document

e Open Google Docs, and create a hew blank file.

BIQA.’ >c AN =-

123 Your Street

Your City, ST 12345

(123) 456-7890
no_reply@example.com

SKILLS

Lorem ipsum dolor sit amet
Consectetuer adipiscing elit.

Sed diam nonummy nibh
euismod tincidunt.

aqreef dolore magna

aliquam erat volutpat.

e Change the document title from Untitled Document to Practice Document.
Page setup options

When you first create a Google document, you may want to change page setup options like page orientation,
margins, or paper size, depending on the type of document you are creating. You can access these options by
clicking Page setup in the File menu.

Thank You Letter I
File = Edit View Insert Format Tools Tab

Share...

New >
Open... ®O
Rename...

Make a copy...

Organize...

Move to trash

See revision history 38+Option+Shift+H

Language >

Download as -
Publish to the web...
Email collaborators...

Email as attachment...

Page setup...

Print preview

™= Print B8P
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In the Page setup dialog, you can customize several options:

Chapter- FOUNDATION COURSE

Page orientation is whether your page is oriented in portrait or landscape format. Landscape format means the

page is oriented horizontally, while portrait format means it is oriented vertically.

Page setup
Orientation
.K Portrait Landscape
Paper size

Letter (8.5" x 117) &

Page color

|

X |

Margins (inches)

Top 1
Bottom 1
Left 1
Right 1

Sot as default

Page margins are the gaps between the body of the document and the edge of the page.

Page setup

Orientation

® Portrait Landscape

Paper size

Letter (8.5" x 117) &

| Page color

x

Margins (inches)

Top 1
Bottom 1
Left 0.75

Set as default

Paper size lets you change the dimensions of the page. This is particularly useful if you are printing the document

on a custom paper size.

Page setup
Orientation

= Portrait Landscape

Paper size
Letter (8.5" x 11"}
Tabloid (11" x 17")

Legal (8.5 x 147) o
Staternent (5.5" x 8.5")
Exocutive (7.25" x 10.5")
Folio (8.5" x 13")

AZ (11.89" x 16.54")

A4 (B.27" x 11.88")

A5 (5.83" x 8.27%)

B4 (89.84" x 13.90")

B5 (6.93" x 9.84%)

Set as default
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Page color is the background color of the document. This may be useful as a decorative option if you plan on
publishing your document on the Web.

EEEE
HEN ENEEEE

Margins (inches)

u ab=

EEn Emmpee:
L 1 | T

ENEDEEEEEE . .

EEEEEEEEEE

Custom... Left 0.75

Right 075

|
“ Cancel Set as default

To insert text:

Locate the insertion point, which is a blinking vertical line. In a blank document, this will be near the top-left
corner of the page. If the document already has text, you can click in different parts of the document to move the
insertion point.

When you begin typing, the text will appear next to the insertion point.

April 27, 2016}

To select text:

Before you can move or format text, you'll need to select it. To do this, click and drag your mouse over the text,
then release the mouse. A highlighted box will appear over the selected text.

Your donation will help us to reach this year's fundraising goal of $10,000 to help support and
increase technology resources at Lakestone Montessori. jAs you may know, with the recent
budget cutbacks in education funding, this annual fundraiser is one of our most important events
of the school year. In addition to replacing aging computer equipment, we would like to
purchase 10 Apple iPads to help support the use of technology in expanding and exploring
lesson content.
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Copying, cutting, and pasting text

Typically, the copy, cut, and paste commands are found in the Edit menu of many word processing applications.
However, Google Docs uses keyboard shortcuts—or a combination of keys—to perform these commands. If you
try to select copy, cut, or paste from the Edit menu in Google Docs, Google reminds you to use keyboard
shortcuts.

Copying and pasting in Google Docs |

These actions are unavailable via the Edit menu, but you can still use: |

3EC 3 X 8V

| for copy for cut for paste

Close

To insert special characters:

Google Docs offers a large collection of special characters. They are useful when writing equations, and they can
serve as decorative accents as well.

Place the insertion point where you want to insert a special character.

Click Insert, then select Special characters.

Thank You Letter |
File Edit WView Insert Format Tools Table Add-on

&S e~ T [ Image..

d G2 Link... wK 3
lourname baane
very popu T° Eguation...

B9 orawing...
As you m: tbac
isoneofc  rable * ‘hoo
year's fun Ippo
Lakestone = Comment 8+O0ptiontM g
purchase Footnote #+O0ption+F 2 USE
lesson col

() Special characters... @

| would lik 1d oL
— Horizontal i

2011 sath erizomatine gen

take placy Page number - untry

country cl here

which par ~ Page count bids

ICW eroee)
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The Insert Special Characters dialog box will appear.

Insert special characters

Symbol % Arrows 5

L)
=
b4
e
o
4
T
A
"4

¢

%
=1

[N
§
t
f
i
t
f
t

Spell check and suggested spelling

By default, Google Docs will automatically check for misspelled words and make suggested spellings. Words
with spelling suggestions are underlined in red.

funding, this annual funraiser
iation will help us to reach this
technology resources at
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To use suggested spelling:

Right-click an underlined word. A drop-down menu with suggested spellings for the misspelled word will appear.
Select the correct spelling from the list.

funding, this annual funraiskr
1ation will help us to reach th
technology resources at
:quipment, we would like to

in expanding and exploring

Did you mean:

fundraiser @

Always correct to "fundraiser"

Add to personal dictionary
sllowed by dinner on May 10
on. This year's tournament \
2r will follow at 6:30pm in the
‘ion 30 minutes prior to dinne
d then recognition of our
stion winners will take place [“Ij Paste agy/
Warblers, will perform a sor

Ignore all

l': Paste without formatting $+Shift+V
onation. Flease feel free to Research funraiser' 3£ +Option+Shift+
‘ormation about our tournam Define *funraiser' 38+Shift+Y

The Toolbar Shortcut menu

Google Docs offers a variety of text formatting options you can use to modify the look and feel of your document.
These options are located in the Toolbar Shortcut menu. In the next few pages, you'll learn how these options can
help enhance your document's appearance.

Condo listing | | juantta.casarosa@gmail.com ~
File Edit View Insert Format Tools Table Add-ons Help Last edit was seconds ago Comments
& o~ ~ T 0% - Normaltext - | Calibri - 4 - B I U A- e B === - -i=-2&E I # Editing - R
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To change the font:

Select the text you want to modify.

For Rent
1488 Villa Pifia Way #201 ]

2 bed 1.5 bath 900ft?

51,550 per month

Spanish-style condo in great location
Won't last! Available June 1

Contact Claire Vasquez @ (double-check cell #)

Click the Font box from the toolbar. A drop-down menu of fonts appears. The name of each font has been
formatted to look like the style it describes.

Format Tools Table Add-ons Help  All changes saved in Drive

-  MNormaltext -  Calibri - 14 - B F U A - e H
N
4

v Calibri

Proxima Mova

Arial
Impact
For R Bree Serif
1488
L)
Comic Sans M5
2 bec

51 5E Courier Hew
e

Spani  Georgia
Won'  impact

reEel
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Select the font you want to use. In our example, we'll select the Roboto font.

Calibri - 14 - B 7 U

v Calibri
Proxima Nova
Arial
Impact

Bree Serif

FPERMANENT MARKER
Playfair Display
Proxima Mova

Roboto

Roboto Condensed
Roboto Mono

Times New Roman

Temboimbon b bAC

The selected text will change to the new font.

For Rent
1488 Villa Pifia Way #201

2 bed 1.5 bath 900ft*

51,550 per month

Spanish-style condo in great location
Won't last! Available June 1

Contact Claire Vasquez @ (double-check cell #)

CHRIST COLLEGE
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To use the bold, italic, and underline buttons:

Select the text you want to modify.
Click the bold (B), italic (1), or underline (U) button from the shortcut toolbar.

ible  Add-ons Help  All changes saved in Drive

Roboto Co... - 20 - B I U A- co H
|

, =
2 3 Bold (Ctri+B) -
ABOUT VILLA PINA

To change text alignment:
There are four alignment buttons in Google Docs.

<o H

5 8

More -

The alignment buttons

Left align: Aligns all selected text to the left margin

Center align: Aligns text an equal distance from the left and right margins

Right align: Aligns all selected text to the right margin

Justify: Text is equal on both sides and lines up equally to the right and left margins; many newspapers
and magazines use full justification

Line and paragraph spacing

In Google Docs, line spacing is measured in lines. For example, when text is double spaced, the line spacing is
two lines high. You can reduce the line spacing to fit more lines on the page, or you can increase it to improve
readability.

To format line spacing:

Select the text you want to format.
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Click the Line spacing button, then select the desired line spacing option from the drop-down menu. You can also
click Custom spacing to fine tune the spacing.

Click the Insert link button, or right-click the selected text and click Link.

= =E=E |1~ i=-=-rEE I
: v Single
1.15
14
Double @
20 1 Add space before paragraph

Add space after paragraph

Custom spacing...

Hyperlinks

A hyperlink is a link to a web address (or URL). If you want to include a web address in your Google document,
you can format it as a hyperlink for someone to click. The hyperlink will then open the webpage in a new browser
window.

To insert a hyperlink:

Hyperlinks have two basic parts: the address (URL) of the webpage and the display text. For example, the address
could be http://www.apple.com/ipad and the display text could be Apple iPad. When you're creating a hyperlink
in Google Docs, you'll be able to choose both the address and the display text.

Select the text you want to make a hyperlink.

Selecting text to hyperlink

12
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Private but centrally located, historic Villa Pifia is just moments from fine dining,
shopping, and public transportation. Enjoy the best of both worlds at Villa
Pifia—the beauty of nature and the culture of a vibrant neighborhood.

For more information, visit us online:
www.villapinacondos.com

Click the Insert link button, or right-click the selected text and click Link.
All changes saved in Drive

- B I U A- coH

T
i m

The Edit Link dialog box will appear. In the Text field, the selected text will appear. You can modify this text if
you want.

o

Type the address you want to link to in the Link field. Google Docs may automatically fill in this field if the text
you've selected looks like a URL.

Private but centrally located, historic Villa Pifia is just moments from fine dining,
shopping, and public transportation. Enjoy the best of both worlds at Villa
Pifia—the beauty of nature and the culture of a vibrant neighborhood.

For more information, visit us online:
www.illapinacondos.com

Text www.villapinacondos.com

Click Apply. The text you selected will now be a hyperlink.

To insert a table:

o Place the insertion point at the location where you want to insert a table.

B CHRIST COLLEGE
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e Click the Table drop-down menu and hover the mouse over Insert table. A grid of squares appears.

e Drag the mouse over the grid of squares to select the number of columns and rows in the table.

o Click the mouse, and the table appears in the document. The insertion point will now be in the top-left
cell.

To upload an image:

Place the insertion point in the document where you want to insert the image.

Click Insert > Image > Upload from computer.
To search for an image:

Place the insertion point in the document where you want to insert the image.

Click Insert > Image > Search the web.

Other options for inserting images

By URL.: This option is useful if you have the URL of a particular image. When the URL is entered correctly in
the Paste URL of image... field, a preview of the image will appear. Click Select to insert the image into your
document.

Your photos: Selecting Photos gives you access to your Google account profile images. If you use Google Photos
to organize your photos, any albums you have created there will also be visible in the dialog box. Click an album
to open it and select an image.

Google Drive: If you have images stored in your Google Drive account, clicking Google Drive will give you

access to these images. You have the option of sorting pictures to show all of the images in your Google Drive,
only those shared with you, or only your most recently uploaded images.

Using Google Docs on a mobile device

The Google Docs app allows you to view and edit all of your Google docs on the go. Every change you make to
your docs through the app will also show up in the browser version of Google Docs. You can even use the app to

save and make changes to your docs when you're offline. Review our lesson on Using Google Docs Offline to
learn how.

The app vs. the browser

The Google Docs app contains almost all of the same features as the web-based version, but there are some key
differences between the two.

14




GOOGLE DOCS-INRODUCTION Chapter- FOUNDATION COURSE
Module-3

MS.Viji Viswanathan, Department of Computer Science

The mobile app lacks certain features, including the Ruler, shapes, headers and footers, and Suggesting mode.
The Google Docs app allows you to view and edit your files, but if you want to create folders and organize them
you'll need to download the Google Drive app as well. The Google Drive app is available for both iOS and
Android.Depending on the mobile device you're using, your document may look different than it does on your

seen on a mobile device:

e B B 4 8
1.2/304567890

(VI

QIWIEIR|TIY U] | JOYP
AlSIDIF|GIHEJ|KYL

ZXCVBNMG®A@

Voice typing

With Google Docs, using the keyboard isn’t your only option to add text. You can also just talk and have Google
Docs transcribe the words for you. You can use this feature to transcribe meetings and audio recordings, or simply
when you want to write faster than you can type.

Watch the video below to learn more about voice typing in Google Docs.
Typing with your voice

Click Tools, then select Voice typing.

EHHIST COLLEGE 15
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hxd &
Format Tools Add-ons Help Lastedit was 2 minutes ago

Normal Spelling and grammar » & o

Word count Ctrl+Shift+C
Review suggested edits Ctri+Alt+0 Ctrl+Alt+U
Compare documents New

Explore Ctrl+Alt+Shift+l
Linked objects

Dictionary Ctrl+Shift+Y

Translate document

\gﬂm\/oicetyping Ctrl+Shift+S
L}
<> Script editor

Preferences

T Accessibility settings

Click the microphone in the small dialog box that appears.

Y o~ = A P 100% ~  Normaltext ~
1 d
X
English (U -
o

Click to speak

If a popup appears, click Allow.

Chapter- FOUNDATION COURSE

Start talking, and Google will transcribe what it hears. You can add punctuation using voice commands like

comma and period.

Translating documents

If you ever have to share a document with people who speak a different language, don't worry. Google Docs

makes it easy to translate documents.

CHRIST COLLEGE
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In this lesson, you'll learn how to translate your document into over 100 different languages with just a few clicks.

To translate a document:

Click Tools, then select Translate document.

estletter ¥ B ©

Insert Format Tools Add-ons Help Lastedit was 47 minutes ago
100% ~  Normal Spelling and grammar » » o R
! Word count Ctrl+Shift+C 4

Review suggested edits Ctrl+Alt+0 Ctrl+Alt+U
Compare documents New

Explore Ctrl+Alt+Shift+l
Linked objects

Dictionary Ctrl+Shift+Y

j‘m‘ Translate document

& Voice typing Ctrl+Shift+S
o SCfiP‘ editor nme-s are Olent
earinarow. Tl
in mediums th
Preferences srintmaking, a

. i . mpresses all of
T Accessibility settings P!

In the dialog box, type a name for the translated document. In our example, we are adding the name of the new
language at the beginning of the title.

Use the drop-down menu to select the language that you want to translate the document into.

Click Translate. A new tab will open with the translated Google Doc.
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