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Set up: Practice Files

Before diving into this course, it is important to add the
practice files to your Google Drive so you can complete
the hands-on exercises.

While there are a few lessons that cover collaborating
with Docs, it is best for instructors and students to
each upload their own copies of the practice files. This
will ensure each person is able to follow along and
make edits to the files without editing someone else’s
work.

Objectives

Upload and Convert Practice Files

© 2019 CustomGuide, Inc.
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]Upload and Convert Practice Files\

Most of the practice files are saved as Microsoft Word (.docx) files. This file format is simply a method for
distributing the content and not intended for use in this course. We’ll need to convert the documents to

Google Docs files for use in this course.

]Update Google Drive File Conversion Settingﬂ

° Click the Settings Icon in
Google Drive.

o Select Settings.

e Click the Convert uploaded
files to Google Docs editor
format check box.

o Click Done.

The setting is updated so files
uploaded to Drive will now
automatically convert to Google’s
format.

Tip: After the practice files are
uploaded, update this setting to turn
off automatic conversion upon upload.

L Drive

Priority

» [ wmyorive
2, sharedwithme
©  Recent
s Stamed
m

Trash

Storage

0 bytes of 30 GB used
UPGRADE STORAGE

Commented [IG1]:
Make sure each student follows these instructions to set up
their practice files.

Q seachome - e =@
My Drive > Dmo Settings B @

Get Backup and Sync for Windows

Files Keyboard shortcuts Neme
- A
o
Sal¥
A o
STV o
ity s 2
o L e
WS
5
LN i
B Annual Event Letter P Becon Flower

Settings

General
Notifications

Manage Apps

Storage 25GBof 15GB used
Upgrade storage
View items taking up storage

Convert uploads Convert uploaded files to Google Docs editor format
Language éﬂe Ianguage settings
Offine O Create, open and edit your recent Google Docs, Sheets, and Siides files on this

device while offine
Not recommended on public or shared computers. Learn more

Comfortable

Commented [IG2]:
1. Click the Settings Icon in the upper-right of Google
Drive.

2. Select Settings.

3. Click the Convert uploaded files to Google Docs editor
format check box.

4. Click Done.
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]Create and Open a Practice Foldeﬂ

Click the New button.
Select Folder.

Enter a name for the folder.
Click Create.

Double-click the new folder to
open it.

o Drive

+

New
/

Q  Search Drive - ® @

My Drive > Docs ~

0

DED @&

File upload

Folder upload

Google Dacs
Google Sheets
Google Slides

More

0 bytes of 30 GB used
UPGRADE STORAGE

~

Commented [IG3]:
1. Click the New button.

2.Select Folder.

3.Enter a name for the folder, such as Google Docs
Practice Files.

If you’re adding these files to a shared folder, you'll want
to instruct students to make their folder name unique by
adding their name, initials, or ID.

4. Click Create.

5. Double-click the folder you just created to open it.

New folder

‘ Google Docs Practic Fileg|

© 2019 CustomGuide, Inc.
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]Upload Practice FiIe#

c Select all of the modules’
practice folders in File
Explorer.

Q Click and drag the folders to
the Drop files here zone in
your newly created Google
Drive folder.

The files are uploaded and converted
to Google’s format.

Note: Windows may create a
desktop.ini file in each of the module
folders that holds folder customization
information. These files aren’t
necessary for this course and can be
deleted or simply ignored.

L Drive

[ [ | Practice
Home  Share

« © 4 |« google-du » Practice

s Quick access

@ Creative Cloud Files
@ OneDrive - CustomGuide
[ ThisPC

B 30 Objects

[ Desktop

[ Documents

¥ Downloads

B Movies

D Music

&) Pictures

i Local Disk (C)

= Google Drive File Stream (G,
v

Titems  7items selected

“| Commented [1G4]:

1. Navigate to where the Practice files are saved on your
computer (e.g. File Explorer or Finder).

2. Select all of the modules’ practice folders.

3. Click and drag the folders to the Drop files here zone in
Google Drive.

It may take a moment for all of the files to upload.
To ensure future lessons work as expected, update Google

Drive’s Convert uploads setting to turn off automatic file
conversion.
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Docs Fundamentals

Google Docs is an online word processor with a lot of
features to help you create professional documents.
With so many features, though, it can be pretty
daunting at first.

In this module, you’ll learn the fundamentals of using
Google Docs, such as how to create, open, and manage
documents. You’ll also learn how to print documents
and how to get help in Google Docs.

Objectives
Create Documents
Open a Document
File Management
Print Documents
Get Help

© 2019 CustomGuide, Inc.
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]Create Documents\

Commented [IG5]:
Practice File: None.

Creating a new document is one of the most basic commands you need in Google Docs. You can create a
new blank document, or you can create a new document based on a template.

]Create a Blank Documenﬂ

—| Commented [IG6]:

Open a folder in Google Drive.

@
2]
o

A new blank document is created.

Click the New button.

Select Google Docs.

]Name a Documenﬁ

Click in the name field above
the document.

(1)
(2]

The file is renamed.

Type a new name, then press
Enter.

LDrive Q  searchDrive - e “
My Drive > Docs B
Forew W ©
Neme
Folder
File upload
Folder upload Y "
& .
B Google Docs . N « 'i:
Google Sheets > ¢ S tgin
e
Google Slides >
ninual Event Letter P Becon Flower
More B
0 bytes of 30 GB used
UPGRADE STORAGE
<
B Wiy First Document] ~ a &
File Edit View Insert Format Tools Add-ons Help Allchangessavedindri.
o~ @A T 100% v | Nomaltexr v Adal =1 - BT UA S - VAR

14 [Your Company Name]

1. Open one of your folders in Google Drive.
2. Click the New button at the top left of the page.

3. Select Google Docs.

| Commented [IG7]:
1. Click the name field at the top of the document.

2. Type “My First Document” and press the Enter key.




]Save and CIosd

Now that you've created and named the document, you're free to start working in it.

Make sure that changes have
been automatically saved.

As long as you’re connected to
the internet, Google Docs will
automatically save your work.

Close the browser tab.

My First Document ~ 8 ‘)
File Edit View Insert Format Tools Add-ons Help Allchanges saved indri
. VRIS

o~ B A P 100% - Nomalen v anal - m B I UA

© 2019 CustomGuide, Inc.
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Commented [IG8]:
1. Make sure that changes have been automatically
saved.

2. Close the browser tab.




]Create a Document from a Template

You can also create a document from a premade template instead of creating one from scratch. Google Docs
has templates for several different types of documents, such as brochures, newsletters, and resumes.

c Click New.
L Drive Q  search Drive - ® ©@ i ‘;J
e Click the > next to Google
DOCS I' New My Drive > Docs
Name
e Select From a template. Folder
The Template gallery appears, Fileuplozd 5
. ] Folder upload " )
with tabs that sort templates e it =
into two groups. The first tab is L] Coiles 2 Blank document E’
. Google Sheet: A
for templates you, or others in G:‘Sm Froma template o
your organization, have ore , T F W
submitted. The second tab is -
for built-in templates. 0bytes of 30 GB used
UPGRADE STORAGE
o Select a template gallery. E
e Select a template.
B Wy First Document
<
A new document from the template is
created. Now, just fill in the
placeholders.
Template gallery
CustomGulde General
Letters
= = VOURCOMPANY
S|
Letter Letter Buslness letter Busliness letter

16 [Your Company Name]

“| Commented [1G9]:
1. Return to the same Drive folder from the start.

2. Click the New button.
3. Click the arrow next to Google Docs.
4. Select From a template.

5. Click the General tab.

6. Select a Letters template, Spearmint, for example.




]Open a Document\

Commented [IG10]:
Practice File: 02-open-a-document

Opening a file lets you resume working on a document that you have saved from earlier or that someone

else has created and shared with you.

IOpen a Document from Google Drive\

You can open Google Docs files from within a Google Drive window.

o Navigate to the folder with the & N 5 @ ¢
Drive Search Drive >
document you want to open. 4
3 My Drive ~ B O
o Double-click the document. bovew
Quick Access
Priority
The document opens in its own tab. i
» My Drive
2}, shared with me -
Recent
Yr  Stamed Trips Customers
0] Trash ) -
— Folders Name 4
= storage
0 bytes of 30 GBused B Classioom M docs B Fils
UPGRADE STORAGE
W rorms B Sheets B Slides
<
L Drive Q se 2 - @ © ﬁ
Fovew My Drive > Docs B O
Priotity Files Name 1
» B  myprive
23, Shared with me - -
Recent e -ff
b *
Yy  Stared - N \: 7 :‘:
M Trash
B 02-open-a-document P Becon Flower
= Storage
0 bytes of 30 GB used
UPGRADE STORAGE
<
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—| Commented [IG11]:
1. Navigate to the Google Docs Practice Files folder in
Google Drive and double-click the 01-docs-fundamentals

folder.

2. Double-click the 02-open-a-document file.




]Open a Document from Google Docs\

If you don't have a Google Drive tab open, you can browse for and open documents from within a Google
Docs window.

o Click File on the menu bar.

T, S = -
File w Insert Format Tools Add-ons Help

e Select Open. ~  Share wlten - Adal -1 - BT UA S| Ve
A dialog box opens, where you New .
have a few ways to find a Qo oo
document to open. Male 2 copy.
. ) Download as . vEngagement
o Search for a file name in the
Email as attachment. ve.
search field. Versonhistory -
e Browse through the folders {1've baen selocted by fhe ehaol distict's Svent
in your Google Drive. e e S T e e
W Movetotrash | chefs and musicians.
o Click a tab to view your Fublish o the web L
" n he ticipated in th i1 ted f ke
Shared With Me, Starred, or Emai . | Tradar. Wa could use helh fram veluntaer In many cras,
Recent files. i
Document details J down decorations
0 Navigate to (or search for) a Fenguege * linthe compeiian
Page setup...
_ .
document. = Print ClrkP :t‘i/sou\dm the possiole without sponserships from the B

Commented [IG12]:
1. With the 02-open-a-document file still open, click the
File tab on the menu bar.

2. Select Open.

3. Navigate to and double-click the Google Docs Practice
Files folder.

4. Select the 02-open-a-document document.

5. Click Open.

o Select a document.

e Click Open.

The selected document opens in its
own tab. Open a file

My Drive ‘Shared with Me starred Recent Upload

Documents x

0

= 02-opena-docun..
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File Management

Commented [IG13]:
Practice File: 03-file-management

As you work with Google Docs, at some point you will need to do some document management to keep
your documents organized. Normally you manage your documents in Google Drive, but you can also do
some basic document management inside Docs as well.

]Rename a Documenﬂ

o Click the document name near
the top of the screen.

e Edit the document name.

e Press Enter.

Even if you change a document's
name, its URL stays the same, so
anyone you might have shared the
document with won't lose their access
toit.

E Renamed Document| ~ 8 —
File Edit View Insert Format Tools Add-ons Help
e~ o F A T O100% - Nomaltet - Adal -1 - BIUASS i
Ms. Robin Banks
Director of Community Engogement
ABC Enterprise
hady Oaks Ave.
Dear Ms. Banks,
My name is Kayla and I've been selected by the school district's event
committee o coordinate this year's cook-off fo raise money for classroom
supplies. The community event will fake place this summer at Highland Grove:
Park and feature local chefs and musicians.
Volunteer Opportunifies:
Singe your organization has parficipated in the past, | wanted to make surs you
had this event on your radar. We could Use help from volunieers in many areas
including
Selling cdvance tickets
Sefting up and tearing down decorations
Directing fraffic
Judging foed entered in the competition
Sponsorship O tunities [+]

is event wouldn't be possible without sponsorships from the

“| Commented [IG14]:

1. Click the 03-file-management name at the top of the
screen.

2. Type “Renamed Document”.

3. Press the Enter key.

© 2019 CustomGuide, Inc.
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]Star a Documenﬁ

If you're working with a lot of documents, you can mark some documents as more important than others.

Click the star icon next to the
document name.

Tip: To remove any starred
documents, simply click the
star again.

Renamed Document

~ B8 Share
File Edit View Insert Foilaat Tools Add-ons Help
B AP 0% v Phiea - il - 1 - BIUAS
Ms. Robin Banks
Director of Community Engagement
ABC Enterprise
3562 E. Shady Ocks Ave,
Dear Ms. Banks,
My name is Kayla and I've been selected by the school district's event

committee to coordinate this year’s cook-off to raise meney for classroom
supplies. The community event will take place this summer af Highland Grove
Park and feafure local chefs and musicians.

Volunteer Opportunities:
Since your orgonization has perticipated in the past, | wonied to make sure you
had this event on your radar. We could use help from velunteers in many arecs,
including:

Selling advance tickets

Setting up and tearing down decorations

Directing traffic

Judging food entered in the competifion

Spensorship Opportunifies:
As you know, this svent wouldn't be possible without sponserships from the

&

7z~

~
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Commented [IG15]:
1. Click the star icon next to the document name.




]Copy a Documenﬁ

If you want to use some of the content from an existing document to create a new document, you can

create a copy.

Click File from the menu bar.
Select Make a copy.

Enter a Name for the copied
document.

(Optional) Specify the Folder
where you want to save the
copied document.

Click OK.

Google creates and displays the copied
document.

-

-

Renamed Document ~ a8 ﬁ
File w Insert Format Tools Add-ons Help
Share. alead « | Aral -1~ B I UA S - PERRS
New -
Open ctrl+0
Make a copy.
Download as » | vEngagement
Email as attachment. ve.
Version history -
Rename... -
11've been selected by the school district's event
™ Move to. wate this year's cook-off o raise money for classroom
_ ity event will take place this summer ot Highland Grove
W Move totrash | chefs and musicians.
Publish to the web. E®
in has pariicipated in the past, | wented to make sure you
Ema r radar. We could use help from volunteers in many areas.
Document details E
3 down decerations
Language -
lin the competition
Page setup.
iities: + <
& Print ctri+p Q

2t wouldn't be possible without sponsorships from the

Commented [IG16]:
1. Click File in the menu bar.

2. Select Make a copy.
3. Type “Copied Document” in the Name field.

4. Specify the folder where you want to save the copied
document, if desired.

5. Click OK.

Copy document

Name

I Copied Document

Folder

B practics

[J share it with the same people

[0 copy comments and suggestions

Cancel

© 2019 CustomGuide, Inc.
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]Move a Documenﬂ

You can also move a document to a new folder in Google Drive.

Click File from the menu bar.
Select Move to.

Navigate to the desired folder.
Click Move here.

Tip: You can also move
documents by clicking the
folder icon next to the
document name.

-

E Copied Document ~ 8
File w Insert Format Tools Add-ons Help
- | e Vi

sShare. ralte »  Adal - - B I UA S
New -

Open.. cro

Make a copy.

Download as - v Engagement

Email as attachment. ve

Version history »

Rename.

11've been selected by the school disirict's event
Move to wate this year's cook-off o raise meney for classroom
ity event will take place this summer af Highland Grove

Move to trash I chefs and musicians.
Publish to the web. E®

in has parficipated in the past, | wanted fo make sure you
Ema borators rradar. We could use help from volunteers in many arecs

ts

Document cetalls. 3 down decorations

Language -

lin the competition
Page setup...

i
Print Ctrivp

ities
2t wouldn't be possible without sponsorships from the

&

~

Commented [IG17]:
1. Click File on the menu bar.

2. Select Move to.

3. Navigate to the folder where you want to move the
document.

4. Click Move here.

E Copied Document

File Edit View Insert For “ -t addo-- oot
« | x
-~ @A T 00 - Google Docg P T U A S
B Archive

B Practice Files

Ms. Robin Banks
Director of Commu
nterprise

Dear Mz, Banks,

sl

My name is Kayla and cen selected by the school disirict's event
committse fo coordin ks year's cook-off to raise monsy for classroom
supplies. The community event wil take place this summer at Highland Grove
Park and feature local chefs and musicians.

Volunteer Opportunities:

Since your organization has participated in the past, | wanted to make sure you
had this event on your radar. We could use help from velunteers in many areas,
including:

Selling cdvance tickets

Setting up and tearing down decorations

Directing traffic

Judging food entered in the competition

Sponsorship Opportunities:
As you know, this event wouldn't be possible without sponserships from the

s

-~ o O

~
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]Delete a Documenti Commented [IG18]:
1. Click File from the menu bar.

Finally, you can delete a document if you no longer need it.
2. Select Move to trash.

o Click File from the menu bar.
File Edit View Insert Format Tools Add-ons HE\p
e Select Move to trash. —5 u o

Copied Document

waltet - Arial - n ~- B I H L P L~ A
Google deletes the document and e -
. . . Open. ctrl+0
moves it to the trash in Google Drive.
Make a copy.
Download as ~ | yEngagement
Email as attachment. ve.
Version history -
Rename.

1I've been selected by the school district's event
| Moveto. iate this year's cook-off to raise money for classroom

ity svent will teke place fhis summer of Highland Grove
Move to trash | chefs and musicians.

Fublish to the web. B
in has participated in the past, | wanted to make sure you
Email collaborat r radar. We could use help from volunteers in many areas.

ts

Document detals.. 3 down dacorafions

Language -
lin the competition
Page setup.
iities: + <
& Print ctr+P g

1t wouldn't be possible without sponsorships from the
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]Print Documents\

Commented [IG19]:
Practice File: 04-print-documents

Once you've created a document and your computer is connected to a printer, you can print a copy. Before

you do this, it’s a good idea to preview how it’s going to look.

]Print a Documenli

| Commented [1G20]:

Click File.

Select Print.

The Print screen shows a
preview of the file and some
printing options.

e Specify any print options:

e Destination

e Pages

e Copies

Click Print.

@

The document is sent to the printer.

04-print-document

File Edit View Insert Format Tools Add-ons Help

= féshara -

New -
Open ctri+o
Make 2 capy...
Download as -
Email as attachment.
Version history -
Rename,

I Move to.

Publish to the web.

Email collaborator

Document details...
Language -

Page setup.

0 & Print ctkP

wlten - anal -1 - B I U P

y Engagement

ve.

1I've been selected by the school disirict's event

iate this year's cook-off to raise money for classroom
ity event will fake place tnis summer af Highland Grove
| chefs and musicians.

est
in has pariicipated in the past, | wanted to make sure you
r radar. We could use help from volunteers in many areas

ts
3 down decorafions

lin the competition

iities:
2t wouldn’t be possible without sponsorships from the

Y-

2 A

! Print ,
J Total: 1 sheet of paper /

Destination & Brother MFC-J470D I

Pages Al

Copies

Color Color

More settings

sponsanp ppereies
g e o oy

[ . fecec:

-

Spper ot buppies Event Chek

Print using system dialog... (Cirl+Shift+P) [

=4

Sponsorship Opportunities:
As you know, this event wouldn't be possible without sponserships from the

24 [Your Company Name]

1. Click File.
2. Select Print.
3. Specify your desired print options.

4. Click Print.




Print Settings

Pages

Print the whole document, a certain page, a page range, or a mix of pages
and ranges (e.g. 1-5, 8, 11-13).

Paper Size

Pages per sheet

Select the size of paper you’re printing on.

Arrange multiple pages on a single sheet.

Margins

Scale

Adjust the margins between the edge of the page and the text.

Adjust the scale to make the content on the page larger or smaller when
printed.
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]Get Help\

Commented [IG21]:
Practice File: 05-get-help

Google Docs has a lot of commands—so many that it can sometimes be challenging to remember what they
all are. Fortunately, you can easily search for Help for any menu item.

]Search fora Command\

Click Help from the menu bar.

Type the command you're
looking for in the Search the
menus field.

Click the desired command.

05-get-help

File Edit View Insert Format Tools o Help

o § AP T0% - Nomalten + | il

‘Search the menus (Alt+/) 0

Docs Help
Training

Updates
Ms. Robin Banks
Director of Community Engagerent
ABC Enterprise
3562 E. Shady Oaks Ave,

Report a problem

Report abuse/copyright

Dear Ms. Banks, @ Keyboard shortcuts i+

My name is Kayla and I've been selected by the school disirict's event
committes to coordinate this year's cook-off fo raise money for classroom
supplies. The community event will toke place this summer at Highland Grove
Park and feature local chefs and musicians.

Volunteer Opportunifies:
Since your erganization has parficipated in the past, 1 wanted to make sure you
had this event on your radar. We could use help from volunteers in many areas.
including:

selling advance tickets

Sefting up and tearing down decorations

Directing frafiic

Judging food entered in the competition

Sponsorship Oppertunities:
s you know. this event wouldn’t be possible without sponsorships from the

Y-

Yo

~

Commented [1G22]:
1. Select a phrase of text in the document.

2. Click Help from the menu bar.
3. Type. “Bold” in the Search the menus field.

4. Click Bold.

E 05-get-help
File Edit View Insert Format Tools Add-ons Help

B A P10 - Nomalen v Al P
o B Bold Ctri+B

Training

Updates

Ms. Robin Banks

Director of Community Engagement
ABC Enterprise

3562 E. Shady Ocks Ave,

Report a problem

Report abuse/copyright

Dear Ms. Banks, & Keyboard shortuts  Ctrey
My name is Kayla and |'ve been selected by the school district's event
committee to coordinate this year's cook-off to raise money for classroom
supplies. The community event will iake place fhis summer at Highland Grove
Park and feature local chefs and musicians.

Velunteer Opperiunities:
Since your organization has participated in the past, | wonted fo make sure you
had this event on your radar. We could use help from velunteers in many areas,
including:

seling advance tickets

Setting up and tearing down decorations

Directing traffic

Judging food entered in the competifion

sponsorship Opportunities
As you know, this event wouldn't be possible without sponserships from the

Vs

~ o 2 8

~
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]Search Help Topics\

You can also use Help to search for basic instructions.

Click Help from the menu bar.

Select Docs Help.

Google displays the help topic.

Type a keyword in the Search
Help field.

Press Enter.

Select the desired help topic.

B AT

05-get-help

File Edit View Insert Format Tools Add-ons Help 0

100% -

~ 8

3
Nomaltext v | - pvial Search the menus (Alt+) #

Training

Updates
Ms. Robin Banks
Director of Community Engagement
ABC Enterprise
3562 E. Shady Oaks Ave,

Report a problem

Report abuse/copyright

Dear Ms. Banks, @@ Keyboard shortcuts  Ctrl+/

My name is Kayla and I've been selected by the school district's event
committes to coordinate this yeor's cook-off fo raise money for classroom
supplies. The community event will fake place fhis summer at Highland Grove
Park and feature local chefs and musicians.

Volunteer Opportunifies:
Since your organization has perticipated in the past, | wanted to make sure you
had this event on your radar. We could use help from volunteers in many areas
including:

Seling advance tickets

Sefting up and tearing down decorations

Directing traffic

Judging food entered in the competition

Spensorship Opportunitiss:
As you know. this event wouldn't be possible without sponsorships from the

&

2~

N

Commented [IG23]:
1. Click Help on the menu bar.

2. Select Docs Help.
3. Type “Chart” in the Search Help field.
4. Press the Enter key.

5. Select the Link a chart, table, or slides to Google Docs
or Slides topic.

o~

~

05-get-help
File Edit View Insert Format Tools Add-ons Help

S A T 1005 | Nomdwxa v Al -1 - BIUA S

Ms. Robin Bar
Director of Cof
ABC Enierprise
35628 Snady o

Search results

Add & edit a chart or graph -
Computer

Dear Ms. Banks,
8 Link a chart, table, or slides to Google
Docs or Slides - Computer ..

s event
o elasroom
ighland Grove

My name is Kay}
committes o ¢
supplies. The ©

Park and featur
Bl Types of charts & graphs in Google
Volunieer Opp Sheets
Since your orgal
had this event

including: 8
Seling advance
Sefting up and

Directing traffic
Judging foed e

o make sure you
s in many areas
Add and edit tables - Computer

BROWSE ALL ARTICLES (3

Sponsorship Op| VISIT HELP FORUM &2 .
As you know. this event wouidn T be possible without sponsorships from the

2~

~ a6

~
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