
 

 


 





•Used for text documents

•Comparable to MS Word
Google 
Docs

•Used for spreadsheets

•Comparable to MS Excel

Google 
Sheets

•Used for presentations

•Comparable to MS PowerPoint

Google 
Slides



 





















http://www.google.com/


 

 





G Suite: Google Drive and Google Docs 

Additional Features of Google Docs 

Unlike Microsoft Word, Google Docs does not have a Ribbon at the top of the window with all 
of the available commands. Instead Google Docs has a system of tabs, which provide a drop
down menu with a series of options from which you can choose. 

Spend a couple of minutes exploring the various tabs to become familiar with the features 
and layout of Google Docs. 

Saving Your Files 

One of the many benefits of the applications in the G Suite is that there is no save button in 
any of their programs. Each of the programs use an autosave feature, which will 
automatically and immediately save your files as they are edited. To exit your file, simply close 
the browser tab. 

Adjusting the Page Layout 

The page layout features are found under the 
Page setup option in the File tab. When you 
click on 'Page setup,' it opens a dialog box, 
allowing you to select commands like 
orientation, paper size, paper color and margins. 

Page setup 
Orientation 

• Portrait 

Paper size 

Landscape 

Letter (8.5" x 11 ") • 

Page color 

X 

Margins (inches) 

Top 

Bottom 1 

Left 

Right 

Set as default Cancel 
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https://support.google.com/docs/answer/2494822


 



 









G Suite: Google Drive and Google Docs 

Comment cards created by you and your collaborators appear along the right side of the 
document. You and collaborators are able to scroll through them and respond to them 
accordingly. 

Action Items 

While collaborating on a document, you are 
also able to leave Action Items for the other 
people to work on. For instance, if you want 
Lucy, one of your collaborators, to take 
another pass at editing the newsletter, you
may enter the Action Item as: "Lucy, please 
take an editing pass on the newsletter." 
Google Docs will automatically assign that 
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Action Item to Lucy. Any documents with Action Items assigned in them are indicated with a 
badge. 

Editing as a Collaborator 

Any collaborator with edit permissions may directly edit a document. To edit a document, 
open the shared file, insert your cursor in the document where you want to edit, then add or 
revise text, insert images, etc. 

Version History 

When multiple people are editing the same file, it is important to know what changes are 
being made, when they are being made and by whom. Use the version history to keep track 
of who has made changes. When a collaborator makes any edits to the document a status 
sentence above the tool bar will tell you how long ago the last edit was made and by whom. 

ons Help last edit was made 2 minutes ago by Shannon Goodlaw 
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https://support.google.com/a/users/answer/9282664?hl=en
https://support.google.com/a/users/answer/9282958
https://www.skillshare.com/classes/Learn-to-Master-Google-Drive-For-Productivity-Team-Collaborations/1271119270/lessons
https://www.skillshare.com/classes/Learn-to-Master-Google-Drive-For-Productivity-Team-Collaborations/1271119270/lessons
https://www.lynda.com/Google-Docs-training-tutorials/430-0.html

