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Welcome to Google Docs! 
Google Documents, or Google Docs, is a free application that enables users to create, edit and share 

programs like Document, Spreadsheet, Draw, Form, and Presentation.  It is a free a service by 

Google!  

Why Google Docs is useful: 
 There is no charge to the user. The user has full access to all the applications for free. 

 Saves automatically. 

 Google Docs tracks revisions allowing the user to go back in time.  

 Can access remotely. Google Docs exist in the internet which means there is no need to save 

a local copy.  

 There is a program comparable to all major Microsoft Office programs. 

 

Hints:  
1. Google Docs works best in Safari, Google Chrome or Mozilla Firefox.   
2. Gmail users or just regular Google users will be more familiar with the 

organization, symbols and navigation.  
3. A Gmail account gains the user access to all Google products. 
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Signing in: 
 

1. Visit www.google.com 

2. Looking at the toolbar choose “Documents” 

 

 

3. If you do not have a Gmail account you are going to have to create an account. Click the link “Create 

an account.” Create an account using any email address.  I chose my New York Society Library email 

address.  
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4. Google is going to ask for you to confirm your email address. To do that you must sign into your 

email then click the link indicated.  
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5. Once the email is verified you can “Click here to continue” at the bottom of the page.  

 

Starting Google Documents:   
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By clicking the “Create” button we see that we can make many different types of documents. 

 

Going through them all we have a Document which we are going to be talking about most extensively 

today. Document is Google’s answer to Microsoft Word. Then Presentation (PowerPoint), Spreadsheets 

(Excel), Form (Survey Monkey), Drawing (Paint), and Table Fusion (Access and Excel) which is in beta. 

Table: Table is currently in Beta which means that users can expect a lot of changes as Google refines 

it.  Table is a way to manage spreadsheets and examine and organize information into a database. 

Drawing: 

 

With New 

Applications! 
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Form: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Spreadsheet: 
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Presentation:  

 

 

 

 

Can animate like 

PowerPoint with the 

additional features of 

Drawing and Collaboration! 
(In Document too) 



 
 

10 
 

Document Overview: 
Google Docs is very similar to your Microsoft Word. Click through the ribbon just to see the options 

available. 

 

How it is all organized: 
 My Collections (NYSL) 

 Shared 

 Starred  

 All Items 

 Collections shared with me 
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Sharing: 

 

            

Sharing Collections: 

 

Sharing Multiple Documents: 
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Tracking Revisions: 

 

 

 

 

 

 

 


