
Google Docs
http://docs.google.com
Useful for collaborating on documents, spreadsheets and presentations

Creating a Google Account
After going to the URL above you will need to log into a 
Google Account or create an account by clicking on Get 
Started (shown at right). Creating an account with Google 
is free.

Overview of Google Docs
Once you’ve logged in you will be presented with a screen 
like the screenshot shown below. This is the basic interface 
for  your Google Docs �les. Here you can create new 
documents, spreadsheets, presentation slides and folders, 
upload �les you’ve already started working on, share �les 
with other users, and eventually export or publish 
documents after they are completed.
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Creating a New File
The �rst option you see in the menu is New. Here you can 
choose to create a new Document, Presentation, 
Spreadsheet, Form or Folder or choose from a new �le from 
a template design.

Upload a File
If you already have a Document, Presentation or 
Spreadsheet �le you’d like to work on in Google Docs or 
share with others you can choose the second menu option: 
Upload. A screen like the one shown below will load 
allowing you to upload one of several �le types. Click 
Choose File and browse to your �le on your computer, click 
open, and click Upload File. If you want the uploaded �le 
to have a di�erent �le name you can change that here too.

Sharing a File
With the �le selected on the 
overview screen (click the checkbox 
next to the �le name) you can 
choose to Share (the third menu 
option) a �le for viewing or 
collaboration. After clicking Share 
you can type in email addresses of 
the persons you’d like to share your 
�le with separated by commas. 
Choose whether that person(s) 
is/are collaborators who will work 
on the �les or merely viewers of the 
document(s). Click Invite 
collaborators when �nished.  

Also choose if Collaborators may invite others and whether 
Invites may be used by anyone under Advanced permissions. 2
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Moving a File to a 
Folder
Under New in the menu one of 
the options is create a new Folder. 
After creating a new folder you 
can begin to store/organize your 
documents into folders. With a �le 
selected (shown below with the 
checkbox marked), you can 
choose Move to from the menu 
and you will see a screen like the 
one shown at right. Choose a 
folder and click Move to folder to 
organize your �les. 

Hide, Delete, or 
Rename a File
You can also hide, delete or 
rename �les. With the �le checked 
(shown below) choose Hide to 
move the �le into your hidden �le 
folder. Delete will move the �le 
into the Trash folder and Rename 
will allow you to type in a new 
name from the main overview 
screen.
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More Actions
With a �le seleted you can choose the More Actions 
menu option for even more options. This More 
actions menu is contextual to which type of �le you 
have selected from your list. If you choose a Text 
Document you will see all of the options shown at 
right. Text Documents have di�erent additional 
options than a slide presentation or spreadsheet.

These options include the ability to Star a �le 
(marking it as important), change ownership of a �le,  
manage the sharing of the �le, reviewing the 
revision history that the �le has undergone and 
saving the �le out as an electronic copy to your 
computer for o�ine editing.

You can even publish the �le out to a URL on the 
Internet that can be used to show anyone the 
�nished document or publish �les up to a blog.
When you click Publish you are presented with the 
two options of publishing to a URL you can share 
with others to view the �nal document or publish 
the �le up to a blog. (screenshot shown below)
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Left Side Navigation
The left side of the overview screen allows you to select 
which �les are shown. You can choose to show all items, 
only items owned by you, only items opened by you, 
starred items marked for importance, hidden items and 
items in the trash to be fully deleted.

If you have created folders and placed �les in those folders 
you can also choose to view those �les by selecting the 
appropriate folder.

Or if you want to show �les by �le type you can choose one 
of four di�erent �les types (PDF, Documents, Presentations 
or Spreadsheets) and limit the view to just that �le type.

And you can view which �les you are sharing and who you 
are sharing them with.

Finally you can also save searches. Above the main menu 
there is a text box for typing in a search term or terms and 
searching through all of your �les. Under the search 
options button you can choose more advanced search 
options including saving a search. (see the two screenshots 
shown below). The saved search will then show up in your 
Saved Searches area shown a left.
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