GO GIE & DOCS

CHEAT SHEET

Google Docs Home Screen

docs.google.com

The home screens serve as a central place to collect your documents in Docs. From here, you

can view and edit your Docs as well as any Microsoft Word files that you own or that have been

shared with you.

Note: You must be using the Chrome browser and the Office Editing extension to edit Office

files in Google Drive.
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= Docs Google Drive =
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=5 View

Recent documents

Accessing Google Drive

File Picker:
Search within
your files and
folders in Google

Drive until you
find the file you're
looking for.

How To Use Docs Home ... Reboot
B Opened 1:18 PM B Opened 1:17 PM

Training
B Opened 1:19 PM

Create New

Rename Document

Remaove

Open in new tab

¥¥Learn More About Editing Office Files
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https://docs.google.com/
https://chrome.google.com/webstore/detail/office-editing-for-docs-s/gbkeegbaiigmenfmjfclcdgdpimamgkj
https://support.google.com/docs/answer/6049100
http://www.google.com/url?q=http%3A%2F%2Fwww.shakeuplearning.com%2F&sa=D&sntz=1&usg=AFQjCNHXCWU3Z5vS54vhrxjPTRAdfeWjng

Google Docs Menu

Click the Star to
Favorite a Doc

Google Docs Cheat Sheet | ]

File Edit View Insert Format Tools Table Add-ons Help

Shortcut to Docs
Home Screen

( Docs Menu '

File Menu Highlights

File Edit View Insert Format Tools

Share...

New 3
Open... ®O
Rename...

1 Make a copy...
I Move to folder...

Move to trash

Language |
Publish to the web..

Email collaboratars...

W' N

28 +Alt+Shift+G

Email as attachment...

6

= Print ®P

Add Ons

Move the
Doc to Folder

Google
Account

account Bgmail.com

All changes saved in Drive

Indicates File is Saved
(Tip: Click this to see

Comment Document

revision history.)

1. Make a Copy: This will make o duplicate copy in
your Drive. You can copy others files as well as your
oW,

2. Move to Trash: This will move the file into your
Drive trash. Remember to empty your trash to
permanently delete the file.

3. See Revision History: This will allow you to see who
has made chc:nges, what fl‘le',r chcnged, and a
timestamp. You can also restore revisions, Great for
making sure every student is contributing, and when
text is accidentally deleted!

4. Download As: Download your document as in

various formats, including .docx and .pdf.

5. Publish to the Web: Turn your doc into a webpage!
Even get embed code to add to your website.

6. Page Setup: Use this to change the orientation,
margins, add a background color, and mare.

To add more functionality to your documents and spreadsheets, you can install add-ons, tools
built by third-party developers for Google Docs. Once add-ons are installed, you can manage

each one individually, and turn them on and off at any time.
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https://support.google.com/docs/answer/3641454?hl=en
http://www.google.com/url?q=http%3A%2F%2Fwww.shakeuplearning.com%2F&sa=D&sntz=1&usg=AFQjCNHXCWU3Z5vS54vhrxjPTRAdfeWjng

Insert Menu Highlights

Insert Format Tools Table Add-on:

K

L Urawing...

Footnote E+AI+HF

- ) Special characters...

| — Horizontal line

Page number >

Page count

Bookmark

Table of contents

Tools Menu Highlights

Tools Table Add-ons Help Allch

pelling...
B +Alt+Shift+]

3 3 +Shift+Y |
\-—/ Word count #+Shift+C I

Translate document...

Script editor...

Preferences...

Personal dictionary...

1. Insert Image: |nsert an image from your computer
or stared in GDDg|E Drive.

2. Insert Equation: Use the equation editor to insert
an equation info your document.

3. Insert Drawing: This tocl allows you to create your

awn images, graphic organizers, and text boxes to
insert into your document.

4, Table Select the number of columns and rows and
insert a table.

5. Insert Header: Insert a header info your docurment.

6. Insert Footer. |nsert o footer into your document.

1. Spelling: Check your document for spelling errors.

9. Research: The research tacls is o hidden gem!
Search without ever leaving the document, add
citations, link articles, and more!

3. Define. Use the built in dictionary to find definitions,
parts of speech, and more. Wonderful for students!
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The Toolbar

= e o T 100% Normal text Arial 1 B 7 U A-. oo EE=EE Mormn r4 A
= Print
——" Undo/Redo
- Paint Format Tool: Google documents lets you copy the formatting
you've applied to a specific section of text to another section using the
paint format tool.
100% Zoom
R— Styles: Create headings, titles, and table of contents.
Adial 1 Font and Font Size
B rolA Bold, Italics, Underline and Font Color
an Insert Link
Insert Comment
E=== Alignment
More More Tools: line spacing, bullets, numbers, indent, background color, and
more.
7 Mode: Change the mode to use suggested edits, and viewing.

Ready for More?

Check out the other Cheat Sheets and Guides and Google Tricks and Tips on

ShakeUpLearning.com!

Shake Up Learning by Kasey Bell

is licensed under a Creative Commons Attribution 4.0 International License.

Based on a work at www.shakeuplearning.com.
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https://support.google.com/docs/answer/1638558?hl=en
https://support.google.com/docs/answer/116338?hl=en
https://support.google.com/docs/answer/65129?hl=en
http://www.google.com/url?q=http%3A%2F%2Fgoogleappsupdates.blogspot.com%2F2014%2F06%2Fsuggested-edits-in-google-docs.html&sa=D&sntz=1&usg=AFQjCNGIDu2VxQO72M-3K9WlMPDCL44FZA
http://www.google.com/url?q=http%3A%2F%2Fwww.shakeuplearning.com%2Fgoogle-cheat-sheets.html&sa=D&sntz=1&usg=AFQjCNFo121ishaqEDkJ99qCgfwTevb9cg
http://www.google.com/url?q=http%3A%2F%2Fwww.shakeuplearning.com%2Fgoogle-tricks-and-tips.html&sa=D&sntz=1&usg=AFQjCNGl0kDxNBBjos5MqZzw6bfiarwzoQ
http://www.google.com/url?q=http%3A%2F%2Fwww.shakeuplearning.com%2F&sa=D&sntz=1&usg=AFQjCNHXCWU3Z5vS54vhrxjPTRAdfeWjng
http://www.google.com/url?q=http%3A%2F%2Fwww.shakeuplearning.com%2Fwww.shakeuplearning.com&sa=D&sntz=1&usg=AFQjCNEMlPaK44jbKHMbmiyaem_bR80d-w
http://www.google.com/url?q=http%3A%2F%2Fcreativecommons.org%2Flicenses%2Fby%2F4.0%2F&sa=D&sntz=1&usg=AFQjCNGuds9qFKB5mPNMsI4w9b03JBLBeQ
http://www.google.com/url?q=http%3A%2F%2Fwww.shakeuplearning.com%2Fwww.shakeuplearning.com&sa=D&sntz=1&usg=AFQjCNEMlPaK44jbKHMbmiyaem_bR80d-w
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