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Learning Objectives

•Creating a new document

•Basic editing and formatting

•Attaching images

•Sharing and collaborating access

•Downloading documents

•Document Menu



• Google Docs allows you to make documents 
online.


• You can work on a document together with 
other people

What is Google Docs?



Creating a 
Document
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The Document



Renaming the Document



Basic Editing and 
Formatting



The Menu Bar



The Menu Bar



Bold, Italics, and Underline
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Font Type



Font Size



Font Color



Highlighting Text



Text Alignment



Text Alignment



List



List



Attaching Images
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Sharing and 
Collaboration



Sharing your document



Sharing through email



Sharing through email



Sharing through a link



Access Restrictions
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Access Restrictions



Downloading the 
Document
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Downloading the Document



Any questions on this module?
Send an email to your IT Support

• support@chamuel.edu.ph

mailto:support@chamuel.edu.ph
mailto:support@chamuel.edu.ph

