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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 Settings

c Click the Settings lcon 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
» My Drive

2% Shared with me
® Recent
Yr  Stamed
0]

Trash

Storage

0 bytes of 30 GB used
UPGRADE STORAGE

Q. Search Drive -

My Drive > Domo Settings

Get Backup and Sync for Windows

Files Keyboard shortcuts Name

B Annual Event Letter M Beeon Flower

Settings

General
Notifications
Manage Apps

Convert uploads

2.5GBof 15 GB used

Upgrade storage
View items taking up storage

Convert uploaded files to Google Docs editor format

é;e language settings

O Create, open and edit your recent Google Docs, Shests, and Slides files on this
device while offline
Mot recommended on public or shared computers. Learn more

Comfortable
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Create and Open a Practice Folder

Click the New button. & orive T i o ® i £
Select Folder.

rive ocs v @
Forew o My D > D B
Enter a name for the folder.

Folder 0

File upload

Click Create.

Double-click the new folder to
open it.

Folder upload

Google Docs

Google Sheets

0OEm e O

Google Slides

VoY v v

More

0 bytes of 30 GB used
UPGRADE STORAGE

New folder

| Google Docs Praciice Fies

CANCEL
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Upload Practice Files

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

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.

‘ g Drive Q,  search Drive -
(e = | Practice x
Home Share View [2]
« v 4 ||« google-d.. > Practice v ® | Search Practice r)
~
N " Mame
s Quick access
01-docs-fundamentals 113
<& Creative Cloud Files 00-edit-a-document
@ OneDrive - CustomGuide (e HEs el S
D4-format-the-page
[ This PC 05-insert-objects
§ 3D Objects 06-tables
W Desktop 07-share-collabo 4-convert
[& Documents
¥ Downloads
B Movies
b Music
=] Pictures
i Local Disk (C:)
= Google Drive File Stream (G:]
. e v < >
Titems  7items selected E

O ® u §
8 0

Neme
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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

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 Document

A new blank document is created.

Open a folder in Google Drive.
Click the New button.

Select Google Docs.

Name a Document

Click in the name field above

‘ Drive

New

-

Folder

]

File upload

B =

Folder upload

Google Docs

S m

Google Sheets
Google Slides

More

0 bytes af 30 G
UPGRADE STORAGE

B used

My Drive > Docs

' gt A
g

- A

\m ¥ oo

nnual Event Letter M BeeonFlower

:=]

Name

&
®

o~

the document.

Type a new name, then press

Enter.

The file is renamed.

My First Document|

~ 8

File Edit View Insert Format Tools Add-ons Help Allchanges saved indri

- o~ A T 0% -

Nomal text = Arial - 1 -

B T UA

P
2~ A~

14 [Your Company Name]




Save and Close

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 Allchangessaved in dri.
o~ @ A P 100% + | Normaltet - Anal - m B I UA » . Z

&

© 2019 CustomGuide, Inc.

15




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.

o Click New.
LDrive Q, Search Drive . @ ® ﬁ
e Click the > next to Google
DOCS I' New My Drive > Docs
Neme 4
e Select From a template. [9 Foder
The Template gallery appears, File uplead .
Folder upload

with tabs that sort templates
into two groups. The first tab is
for templates you, or others in
your organization, have
submitted. The second tab is
for built-in templates.

Select a template gallery.

A new document from the template is
created. Now, just fill in the
placeholders.

Select a template.

0 m

Google Docs
Google Sheets
Google Slides

More

0 bytes of 30 GB used
UPGRADE STORAGE

.
Ny T

4 9

Blank document

v
he

From a template

B My First Document

3 e s e

Template gallery

CustomGulde

Letters

Letter

Spearmint

sl fan,

Infrrmallatar.

General

— 8 orery YOUR COMPANY

—_—

Letter Buslness letter Busliness letter

Swiss Geometric Modern Writer
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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.

Open a Document from Google Drive

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

Navigate to the folder with the
document you want to open.

The document opens in its own tab.

Double-click the document.

0 bytes of 30 GB used
UPGRADE STORAGE

L Drive Q,  search Drive = @ ® ﬁ
My Drive ~ :=]
'— New Y @
Quick Access
Priority
» My Drive
2 Shared with me -
Recent
s stamed Trips Customers
[{ Trash
— Folders Name
= Storage
0 bytes of 30 GB used BB Classroom BB Docs P Files
UPGRADE STORAGE
I roms B Sheets B slides
<
LDrive Q_  Search Drive = @ ® ﬁ
My Drive > Docs :=]
'— New o @
Files Name 4
Priority
» @ My Drive
B3 Shared with me - i
Recent vy '::‘
¥ o
Yr  Stamed ey \\; A
* Wk
[ Trash
B 02-open-a-document M Beeon Flower
= Storage
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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.

Click File on the menu bar.

Select Open.

02-open-a-document
File w Insert Forma

it Tools Add-ons Help

- o O
2

&

[ Share... waltet ~ | Anal - - B I UA »* -
A dialog box opens, where you New N
have a few ways to find a open.. ctiiso
document to open. Make 2 copy
. . Download as - y Engagement
e Search for a file name in the o
mail as attachment. Ve,

searCh fleld- Version history -

hd Browse through the fOIderS Rename... i1've been selected by the school district’s event
I Moveto. wote this year's cook-off to raise monsy for classroom

in your Google Drive.

ity event will fake place this summer at Highland Grove

W Move totrash | chefs and musicians.

e Click a tab to view your puish o thead
Shared With Me, StarrEd, or Email collaborators

es:
n has participated in the past, | wanted to make sure you
rradar. We could use help from volunieers in many areas,

Recent files.

e Navigate to (or search for) a . " i the competiton
age setup...
document. _— s £ .

Select a document.

The selected document opens in its
own tab.

Click Open.

Document details..

ts
j down decorations

2t wouldn't be possible without sponsorships from the

Open a file

My Drive Shared with Me

Starred Recent Upload
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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 Document

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

e Edit the document name.

e Press

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.

-~ A Tt -

Renamed Document|

File Edit View Insert Format Tools Add-ons Help

Normaltext =  Arial - - B I U i s

Ms. Robin Banks

Director of Community Engagement
ABC Enterprise

3562 E. Shady Qaks 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 money for classroom
supplies. The community event will take place this summer at Highland Grove
Park and feature local chefs and musicians.

Volunteer Cpporfunities:

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

Selling advance tickets

Setting up and tearing down decorations

Directing fraffic

Judging food entered in the competition

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

- o 6
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Star a Document

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

0 Click the star icon next to the

Renamed Document ‘
dOCument name. File Edit View Insert Fgghaat Tools Add-ons Help
- o~owm AP 00 . altext - arial - M - B I U L | 2~ A

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

Ms. Robin Banks

Director of Community Engagement
ABC Enterprise

3562 E. Shady Oaks Ave.

Dear Ms. Banks,

My name is Kayla and I've been selected by the school district’s event
committea to coordinate this year's cook-off to raise monsy for classroom
supplies. The community event wil fake place this summer at Highland Grove
Park and feature local chefs and musicians.

Wolunteer Opporfunities:

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

Selling advance tickets

Setting up and tearing down decorations

Directing fraffic

Judging food entered in the compefition

Sponsorship Opportunities: u
As you know, this event wouldn't be possible without sponsorships from the
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Copy a Document

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.

E Ren
File

S

amed Document
w Insert Format Tools Add-ons Help

Share..

New -
Open.. Ctri+0
Make a copy...
Download as -

Email as attachment...

Version history -

Rename...
Maove to.

Move to trash

Publish to the web...

Email collaborators

Document details...

Language -
Page sefup...
Print Ctri+P

Y- X

valtest Arial - 11 - B IT U ~ 2~ A

y Engagement

Ve,

I1've been selected by the school district’s event

iate this year's cook-off o raise money for classroom
ity event will take place this surmmer at Highland Grove
I chefs and musicians.

es:
n has participated in the past. | wanted to make sure you
rradar. We could use help from volunteers in many areas,

fs
3 down decorations

lin the competition

lities: [+] <

2t wouldn't be possible without sponsorships from the

Copy document

Name

| Copied Document

Folder
B3 Practice
will be ereated in a shared folder.
[0 share it with the same people

|:| Copy comments and suggestions

Cancel
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Move a Document

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
File w Insert Format Tools Add-ons Help
Lalre Share... altet ~  Anal - m - B I UA & ..
New -
Open.. Ctrl+0
Make a capy.
Download as . ¥Engagement
Email as attachment. ve.
Version history *
Rename...

iI've been selected by the school district's event

wate this year's cock-off to raise monsy for classroom
ity event will take place this summer at Highland Grove
| chefs and musicians.

o I Move to.

@ Moveto trash

Publish to the web. £
n has participated in the past, | wanted to make sure you

rradar. We could use help from volunteers in many areas.

Ema

ts

Document details . j down decorations

Language -
lin the competition
Page setup...
- iities:
= Print Ctrl+P

2t wouldn't be possible without sponsorships from the

E Copied Document
File Edit View Insert For~ ™ T=-!- #dd-m- wieis

= € Google Docs o3
- o B AP 100~ B g 1 *

©

Ms. Robin Banks
Director of Commu
ABC Enterprise
3562 E. Shady Caks

Archive
Backup

Praclice Files
e —

=3

My name is Kayla and | sen selected by the school district’s event
committee to coordin s year's cook-off to raise money for classroom
supplies. The community event will take place this summer at Highland Grove
Park and feature local chefs and musicians.

Dear Ms. Banks,

Yolunteer 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 volunieers in many areas,
including:

Selling advance tickets

Setting up and tearing down decorations

Directing fraffic

Judging foed entered in the competition

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

- o OO 6

g

~
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Delete a Document

Finally, you can delete a document if you no longer need it.

0 Click File from the menu bar.

e Select Move to trash.

Google deletes the document and

moves it to the trash in Google Drive.

Copied Document

File Edit View Insert Format Tools Add-ons Help

[ ’Oshare...

=

New "
Open.. Ctrl+0
Make a capy.

Download as -

Email as attachment.

Version history -

Rename...

Move to.

Move to trash Q

Publish to the web.

Document details..

Language -
Page setup...
Print Ctr+P

walted ~ | Anal - < B I UAS

y Engagement

FER

iI've been selected by the school district’s event

wate this year's cook-off to raise money for classroom

ity event wil take place this summer at Highland Grove
| chefs and musicians.

es:
n has participated in the past, | wanted to make sure you

rradar. We could use help from volunteers in many areas.

ts
j down decorations

lin the competition

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

Y- X

Z~

A
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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 Document

o CIICk File. 04-print-document
. File Edit View Insert Format Tools Add-ons Help
o Select Print.

[ roshare... raltet »  Aral > m - B I U L.‘ 2~ A

The Print screen shows a . )
preview of the file and some Open.. ctrivo
pr|nt|ng Optlons Make a copy...

v Engagement

Specify any print options: pniedss 4
e p y y p p : Email as attachment... Ve
. B Version history -
e Destination
Rename...
II've been selected by the school district’s event
d Pages I Move to.. iate this year's cook-off to raise meney for classroom
~ ity event will take place this summer at Highland Grove
H I chefs and musicians.
e Copies
Publish to the web.. =g
. . n has participated in the past, | wanted to make sure you
o CIICk Print. Emal brators rradar. We could use help from volunteers in many areas,
Document details.. fsd a .
H . own decoratiens
The document is sent to the printer. Pguage .
. . lin the competition
age setup...
Q & Print ctrep | Mifies: +]
2t wouldn't be possible without sponsorships from the
[ [PTTeE——
! Print

M. Babin Bonks
Girectos of Community Engogement
ABC Erterpme

3562 Shay Daks Ave.
Cancel
—

|
Total: 1 sheet of paper Y

D e Banks,

r — Wiy nome is Kayks and I've: been selecied by the school distici's event
comei e this year's Cook=off o raise money for domoom
suppies. The community svent wil foke piace fhis summer ot Highiond Grave

Destination ™ Brother MFC-J470D w Park and fefure local chefs and musiciars.

Valuntesr Opparhuribes
Since yaur arganizasn has particioated in e pas, |wanted fo make wre you
had fhis event on your rodar. We coud uss hel from volunteers in many anecs.
nclusing:
Pages All - Saling oavance tickss:

Setiing up and fearing down decorations
Cirecling raffc
Siigeg Ioos entered n he competian

~ Sponsorship Oppartunifies:

Copies 1 Ay kv, tris svent woulcin't be: possitee withoL! sponsarhips from the
generous mamber of aur comeminity. Pease contider monomng i year's

Suent 25 e £ purehise dectrians ard comy ot merkstng. b retn, well

fsature your crgarizotion in ine event's Erometons matess

Hyou ne=d any addifional infarmaion, fesl e fo contact me ot $55.555-5535

Color Color - o by email ot kavia cloypooiremdail.com anyfime.
Snzery,
More settings h e o Sopptes Event Che
+
Print using system dialog... (Ctri+Shift+P) [
g T OGS T e T, T "
Sponsorship Opportunities:

As you know, this event wouldn'i be possible without sponsorships from the
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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

Select the size of paper you're printing on.

Pages per sheet

Arrange multiple pages on a single sheet.

Margins

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

Scale

Adjust the scale to make the content on the page larger or smaller when
printed.

© 2019 CustomGuide, Inc.
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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 for a Command

05-get-help

-
File Edit View Insert Format Tools Help

0 Click Help from the menu bar.

o Type the command you're _
] ) A P 1005 v Nomalwm «  Aral Y o 2 A
looking for in the Search the
menus field. Docs Help

Training

e Click the desired command. Updates

Ms. Robin Banks
Director of Community Engagement
ABC Enterprise Report a problem

3362 E. Shady Oaks Ave. Report abuse/copyright

Dear Ms. Bonks, &5 Keyboard shortcuts Ctrl+/

My name is Kayla and I've been selected by the school district’s event
committes to coordinate this year's cook-off to raise money for classroom
supplies. The community event will take place this summer at Highland Grove
Paork 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 volunteers in many areas,
including:

Selling advance tickets

Setting up and tearing down decorations

Directing fraffic

Judging food entered in the competition

Sponsorship Opportunifies: n <
As you know, this event wouldn't be possible without sponsorships from the

05-get-help

~
File Edit View Insert Format Tools Add-ons Help
o o A T 1008 - | Nomalted - | Anal ‘. IR
0 B Bold Ctri+B
Training
Updates

Ms. Robin Banks
Director of Community Engagement
ABC Enterprise Report a problem

@562 EGlgFly Oaks Ave. Report abuse/copyright

Dear Ms. Banks, & Keyboard shortcuts Ctrl+/

My name is Kayla and I've been selected by the school district’s event
committea to coordinate this year's cook-off to raise meney for classroom
supplies. The community event wil fake place this summer at Highland Grove
Park and fecture local chefs and musicians.

Wolunteer Opportunities:

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

Selling advance tickets

Setting up and tearing down decorations

Directing fraffic

Judging foed entered in the competition

Sponsorship Opportunities: u <
As you know, this event wouldn't be possible without sponsorships from the
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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.

Type a keyword in the Search
Help field.

Press Enter.

Select the desired help topic.

Google displays the help topic.

05-get-help
File Edit View Insert Format Tools Add-ons Help 0
o~ A T 100% + | Nomaltet ~ | Anal ‘Search the menus (Alt+/) & .

o Docs Help

Training

Updates
Ms. Robin Banks
Director of Community Engagement
ABC Enterprise Report a problem

3562 E Shady Oaks Ave. 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 year's cook-off to raize money for clazzroom
supplies. The community event wil take place this summer at Highland Grove
Park and fecture local chefs and musicians.

Wolunteer Opportunities:

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

Selling advance tickets

Setting up and tearing down decorations

Directing fraffic

Judging foed entered in the competition

Speonsorship Oppeoertunities:
As you know, this event wouldn't be possible without sponsorships from the

- o O &
File Edit View Insert Format Tools Add-ons Help

o ® A T 100% - | Nomalte - | Anial - - B I U i.‘

Ms. Robin Banks
Director of Comr| Search results
ABC Enterprise

g0z ERlidiiy =] Add & edit a chart or graph -

Computer
Dear Ms. Banks,

Link a chart, table, or slides to Google

My name is Kay| 8 's event
committee to € Docs or Slides - Computer ... or classroom
supplies. The cg Highland Grove
Park and featur:

=] Types of charts & graphs in Google
Volunieer Opp Sheets
Since your orgal to make sure you
had this event g rsin many areas,
including: =] Add and edit tables - Computer

Selling advance
Setting up and

Directing traffic
Judging foed el

BROWSE ALL ARTICLES 5

Spensorship Op| VISIT HELP FORUM 3 .
As you know, this event woulan 't be possicle without sponsorships from the

2~ A
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