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What is Google Docs? 

Google Docs is a free, web-based program that you can use to create, publish, and collaborate on publications. Your files can be 

stored online, as well as downloaded to your station. The share, revisions, and publish features make this a powerful instructional 

tool. 

Create documents, spreadsheets, slideshows, drawings, and online forms. 

Upload any type of file up to 100 MB 

Invite others by e-mail address or using 

a Shared Folder, to edit or view your 

documents, presentations, forms and 

spreadsheets. 

View your documents', presentations’ 

and spreadsheets' revision history and 

roll back to any version. 

Publish documents online to the world 

as Web pages, or post documents to 

your blog. 

Download documents to your station to 

open in MS Office. 

Google Docs is one of the tools in our Willard Google Apps 

account. Some of the other tools in our Google Apps ac-

count include: calendar, website creator, and discussion 

groups. 

 

Helps to promote writing as a process, group work, and peer editing skills. 

Easily share and publish work 

Access documents from any computer that has Internet access 

Saves automatically 

Monitor student work easily from any computer with Internet access 

Leave comments and suggestions at any point in the assignment 

Use Revisions History to see which student contributed what, when 

Gives students an authentic audience for their work 

Improves students’ attitudes toward writing and revision. 

Access any file from any station. 

What is Google Apps? 

Advantages 
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Logging in 

It's possible to view a document, spreadsheet or presentation without a Google Account (via an invitation), but an account is required 

to edit. Email your building’s Instructional Specialist to request a teacher account be created for you. 
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Homepage 

Start a New Document 
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Copy, Cut, and Paste 

When working in a browser, you often must use keyboard shortcuts to copy, cut and paste, as op-

posed to using menus.  

 Copy  Ctrl C 

 Cut  Ctrl X 

 Paste  Ctrl P 

 

If the formatting of your pasted content is messed up, or the test doesn’t respond when you at-

tempt to format it, erase the hidden formatting by first selecting all the text.  Then click the Format 

Name a New Document 
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Save  

Save a Copy of a File 
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Upload a File 

You can upload, store, and share any file in Google Docs.  
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Templates 

You can use the Public Templates to create your document create your own template to share with the  share with the public or just 

our Willard R2 domain. You students can access your shared templates. 
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Sharing a File 

 When you share a file with someone, it shows up in his/her Google Docs Homepage. Only 10 people can edit 

a document at the same time. However, you can share a document with 200 people. 

Sharing with Selected Users 



If you and another collaborator are editing the same 

document at the same time, a box at the bottom left of 

the screen will appear, showing the collaborators’ 

names. 

Once the document is refreshed, or autosaved, col-

laborators will be able to see your changes, and you'll 

be able to see theirs. 
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Sharing a Folder 

When you share a folder, everything in that folder is shared. If you add files to the folder after it is shared, those files are shared. 
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Editing Share Settings 

At any time you can change the permissions for a shared user, or even remove him/her. 

Additional Sharing Options 
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Revision History 

The revision history can be used to view edits and compare versions. 



It's possible to assign a single file to multiple folders. 

Creating Folders 
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Adding Files to Folders 

Alternately, you can drag an individual file from the Docs list into the 

folder of your choice, located in the Docs list page sidebar. 



Editing Folders 
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When you delete a folder you do not delete the documents in it. Your documents, spreadsheets and presentations will no longer be 

located within the deleted folder, but they will still be 

available from your Docs list. 

Search for Files 
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Export Files 

You can export file in Office formats, .pdf, .rtf, .html,  open document, or plain text.  You can backup your files by exporting all of 

them to your station. 

Sign Out 


