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Chapter 1 ï The Basics 

Introduction 

Hello and welcome to Google Docs training. With this manual, you will learn how to use the 

Google Docs set of applications. 

So what is Google Docs? 

Google Docs is a free web-based set of productivity applications that include a word processor 

application, presentation application, and spreadsheet application, all of which are run entirely on 

the web. Actually, the Google Docs presentation application was used to make a training video 

that supplements this manual. 

The fact that these applications are web-based is significant because it means that you can access 

the applications, as well as any documents saved to your Google Docs account, from any 

computer with internet access. This is great for people who travel a lot and still want to be able to 

work on their documents without lugging around a computer everywhere they go. Google Docs 

is also great if a group of people are working on the same document or the same set of 

documents. Google Docs makes this type of collaboration easy by keeping the documents and 

applications in one place so that they are accessible from any computer, by any authorized user. 

An important thing to remember about Google Docs is that it is running as a Beta version. That 

means it is not a final application; rather, it is always changing. New improvements and features 

are added regularly to Google Docs. It is even possible that by the time you read this manual, 

some of the ways of doing things may have changed slightly, and new features may have been 

added. Still, this manual will give you a good starting point from which you can begin mastering 

Google Docs. 

Now that you have an introduction to the background of Google Docs, the best way to learn is to 

start using the application. Point your browser to http://docs.google.com as your starting point. 

Recommendation for Learning Google Docs 

To really become familiar with Google Docs, it is recommended that you try to follow the 

examples in the manual while you are signed in to your Google account on the internet. At times, 

it may be difficult to actually perform the steps listed in this manual ï try to follow the 

instructions carefully, and work with practice documents until you are comfortable with the 

applications. 

Since there are different computer systems (mainly Macintosh and Windows-based) and 

different browsers (Microsoft Internet Explorer, Mozilla Firefox, and many others), some of the 

screen shots in this manual may look slightly different from your computer screen. Hopefully 

you will see some similarity to your own computer. 
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Creating an Account with Google 

Before you can start using Google Docs, you will need to have a Google Docs account. We will 

walk you through setting one up below. 

If you have not already started Google Docs, with your browser open and the address bar 

highlighted, type in http://docs.google.com and press [Enter]. 

 
 

You will be taken to a page like the one shown below.  

 
 
In order to use Google Docs, you need to have a Google account. If you already have a Google 

account, then you can go ahead and log in by entering your account info in this section. 

If you do not already have an account, you will create an account by following the procedure 

below. Note that once your account has been created, the section identified above will be where 

you will type your log-in info to sign in to Google. 

To create a Google account, you will begin by clicking the Get started button (circled in red 

above), then you will see a window similar to the one on the next page. You will need to fill in 

some information here, before you can get your account. First, you have to have an email address 

to use this service because your email address will be used to sign in to your Google account. (If 

you do not have an email address, you can look into some free email hosts such as Yahoo, 

Hotmail, or Gmail.) Before you can proceed in setting up your Google Docs account, you will 

need to setup an email address first. If you already have an email address, you can proceed with 

filling in the required information.  
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After typing in Your current email address: in the text box, you have to choose a password 

for your Google Docs account. As you can see, your password has to be at least eight characters 

long. On the right-hand side of the screen, Google will rate your password strength ï whether itôs 

too short, strong, fair, good, etc. For maximum security, you want your password to be strong if 

you can, so keep trying until you get a bar like this: Password strength:  Strong. (If you 

click on the Password strength link, you will see some rules and helpful tips for 

strengthening your password.) Then you need to re-type your strong password again, in the text 

box below. 
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You have the option to check the box for . If you are on your 

personal computer and no one else has access to it, you may want to leave this checked because 

this will save you time when signing into Google. But, if you are using a public computer or a 

work computer on a public server, you do not want to check this. 

Then, Google informs you that creating this account will enable Web History, which means that 

some information about your searches and about what you do on the internet is recorded. This 

feature exists so that Google can create a more personalized experience for you on the web. If 

you do not want this to be done, deselect this check box here for . To 

make a more informed decision about this choice, you may want to click on the Learn More 

link. 

The next section asks for your location. The default is set to ñUnited Statesò so you can skip this 

unless you are in another country. If you are in another country, use the list to select where you 

are located. 

Next you have to type in the Word Verification Code that is somewhat scrambled looking. This 

is to make sure that a person (and not a computer) is creating the account. Enter the code as it 

appears on the screen. In the case above, you would enter ñstifacenò. 

Then there is a section on the Terms of Service. You should read through this, because you 

want to know what you are agreeing to before you activate a Google account. Take the time to 

read through the Terms; there is also a Printable Version link if you want to save a copy. 

If you agree with Googleôs Terms of Service, the next thing you need to do is click on the 

 button. This means that you want to have an account 

with Google, and that you would like to start using Google Docs. You will then see an account 

creation confirmation screen, which is similar to the image below. 

Notice that you will need to activate your Google account before you are able to begin using the 

Google Docs application. When you created your account, an email was sent to the email address 

you entered. You will now have to activate your account from that email. 
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Click on Click here to continue near the bottom of the screen. 

If you have successfully logged onto Google, you will be taken to the main page (see below) that 

you will always see when you first log into Google Docs. This is called the ñDocs Homeò. 

 

Remember that each time you want to access Google Docs, you will need to go to the address 

above (http://docs.google.com) and that will take you to the log-in page that we saw before. 

When you are done using Google Docs, remember to sign out. The Sign out button can always 

be found in this upper right-hand corner. 

Now that your account is set up, letôs go ahead and start working! 
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Creating, Renaming, Saving, and Exporting 

Letôs go ahead and start using Google Docs by creating a new 

document. If you have not done so already, log in to your Google Docs 

account. 

To create a new document, click on the New menu item and then click 

on Document. Our new document will open up a new window and 

will have the default name ñUntitledò, as shown below. 

 
 
 
 
 

 

You will probably want to change the name of your document so that you can better distinguish 

it from other documents. Click on Untitled, type a new document name in the space provided 

(e.g., ñBanana Treeò), and click OK. As you can see on the next page, Google Docs has now 

saved your document with the new document name. 
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In the future, you can save your document by either clicking on the 

Save button, clicking the Save icon , typing Ctrl+S, or by clicking 

on the File menu and then choosing Save. 

To continue creating a document, you will type something into the 

body of the document window. For example, type ñThis document will contain information 

about the banana tree.ò Great, now you have some text to work with and it is starting to look 

more like a document. You may want to save a copy of the document to your computer. As 

previously mentioned in the Introduction section, Google Docs saves your documents on the 

internet so that they can be accessed from any 

computer with internet access. But you may 

want to have an offline copy on your home 

computer as well. To save a copy of your open 

document to your computer, chose the File 

menu, and then chose Download file as. There 

are a few options here; you can save as an 

HTML (zipped) file, an OpenOffice file, a PDF 

file, an RTF file, a plain Text file, or a Word file. 

You should go ahead and save your document as 

a Word file. 

The next steps will vary, depending on the type 

of computer and/or the Internet browser you are 

using. If using a Mac and/or the Firefox browser, 

you will see a Download window (seen below on 

the left) and will be able to double-click on the 

file to open it in Microsoft Word. If using a PC and/or Internet Explorer, you will see a File 

Download dialog box (seen below on the right) and you can choose whether to Open the file 

directly or to Save. 

 

Now the file will be available on your local computer. But beware since any changes made to 

the local document, will not be seen on the Google Docs document and changes made to the 

Google Docs document, will not be seen on your local computer document. 
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Now, back to working in Google Docs. In the document that you have been working on, close it 

by clicking on the  button. This will take you back to the main Google Docs 

screen and you will see the document you just created listed, as shown below. 

 

 

Another option available through Google Docs is to copy 

documents that are stored on your local computer to Google Docs. 

You can upload these documents by clicking on the Upload menu. 

This opens up a screen similar to that pictured below. 

 

Click the Browseé button to open your computerôs directory. Then you will need to navigate 

through your folders to find the file that you want to upload. 

The screen on the next page shows the location of some files available for upload. 


