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Google docs  
What is it, and How does it work?  

Google docs is an easy to use online application that allows you to store, edit, 
publish, and share documents. It is compatible with Microsoft Word (.doc, .docx), 
Rich Text (.rtf), OpenDocument Text (.odt), StarOffice (.sxw), HTML files, and plain 
text (.txt). Google docs also functions with Microsoft PowerPoint (.ppt, .pps) 
presentations and Excel (.xls, .xlsx) spreadsheets. Users have the option of 
uploading these file types, or creating new documents in the application itself. You 
can also download documents onto your desktop as necessary. If you have a gmail 
account, email attachments can be opened and automatically stored in Google docs. 
This is an easy and reliable way to back up work.  

 
Getting Started 

 

     
 
4. To rename a document, check the box next to it and click                   or click File  
Rename while on the edit screen. Note that most options are available via right click.  

1.  Go to the following url:docs.google.com 
 
If you have a google account, login. 
Otherwise, click on the Get started button to 
register for one. 

 
2. To create a new document, simply click 
on Create New and choose the appropriate 
file type.  

 
Note that the Upload button is located right 
next to the Create New button. 
 
3. To delete a document, check the box next 
to the appropriate file and click  
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Saving and Printing 
1.Note that there are four ways to save documents.  

You may either click on the  located on the 
upper left corner of the screen, click File 
Save/Save and Close, click on the Save or Save and 
Close buttons on the right-hand corner of the screen, 
or simply press ctrl-s (apple-S on Mac).  
 

2. To print, click File  Print or the  button. 

Sharing and Publishing                                                                                                  

                                                                                

 
 

A Powerful Tool for Collaboration! 
The chief benefit of Google docs is its usefulness for collaboration. Several people can 
work on the same document simultaneously. The application automatically saves every 
few minutes, but saving manually after significant edits will allow collaborators to see 
your contributions as you make them. This radically alters traditional notions of co-
authorship because collaborators do not usually make direct changes to one another’s 
work, or even write at the same time – especially if there is any distance between them. 
Google docs makes it easy to collaborate across distance, either in real-time or as 
schedules permit.  
 

 

1. To share a document, click the Share button, 
located on the upper right corner of the screen. 
This can also be accessed via right-click.  
 
2. Type the email address of the person you 
wish to share with. You can invite multiple 
collaborators and share multiple documents. 
Note that you can decide whether they will 
have permission to edit the document, and 
whether they are allowed to invite more 
collaborators.  
 
3. The publish function adds your document to 
Google’s search index, putting it out there for 
the world to see! You will be given a link to 
share with friends and colleagues. This option 
is available via right-click and the More Actions 
button.  
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Some Advanced Features 
 
1. In addition to the search function (located near the top of the screen), documents 
can be organized into folders. You can create a folder using the Create New button, 
and move files by dragging/dropping or via right click. You can also share folders 
with collaborators!  
2. You may        documents you work on often in order to easily locate them. You 
may also hide files you no longer need. Documents can also be organized and 
displayed by file type, ownership, date of creation, and most recently modified. Files 
can also be marked as unviewed by clicking More Actions. 
3. You can change the ownership properties of a document by right-clicking or using 
the More Actions button – this will make you a collaborator instead of primary 
owner.  
4. The export function (also available via right-click and More Actions) in the file 
menu converts documents to common file types and saves them to the desktop. File 
 Download on the edit screen does the same thing.  
5. The application automatically logs and saves revisions, making it easy find older 
drafts and review changes made by both collaborators and you – an obvious plus for 
those of us interested in the writing process!  These can be accessed via right-click 
or the More Actions button.  
6. Finally, many of you may be delighted to know that the Publish function can 
synced with your blog. You can publish documents onto your blog right in Google 
docs!  

  
 
  


