
 

Google Docs Home Screen  
docs.google.com 
The home screens serve as a central place to collect your documents in Docs. From here, you 
can view and edit your Docs as well as any Microsoft Word files that you own or that have been 
shared with you.  
 
Note: You must be using the Chrome browser and the Office Editing extension to edit Office 
files in Google Drive. 

 
**Learn More About Editing Office Files 
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https://docs.google.com/
https://chrome.google.com/webstore/detail/office-editing-for-docs-s/gbkeegbaiigmenfmjfclcdgdpimamgkj
https://support.google.com/docs/answer/6049100
http://www.google.com/url?q=http%3A%2F%2Fwww.shakeuplearning.com%2F&sa=D&sntz=1&usg=AFQjCNHXCWU3Z5vS54vhrxjPTRAdfeWjng


Google Docs Menu 

 
File Menu Highlights 

 
Add Ons 
To add more functionality to your documents and spreadsheets, you can install add-ons, tools 
built by third-party developers for Google Docs. Once add-ons are installed, you can manage 
each one individually, and turn them on and off at any time.  
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https://support.google.com/docs/answer/3641454?hl=en
http://www.google.com/url?q=http%3A%2F%2Fwww.shakeuplearning.com%2F&sa=D&sntz=1&usg=AFQjCNHXCWU3Z5vS54vhrxjPTRAdfeWjng


Insert Menu Highlights 

 
Tools Menu Highlights 
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http://www.google.com/url?q=http%3A%2F%2Fwww.shakeuplearning.com%2F&sa=D&sntz=1&usg=AFQjCNHXCWU3Z5vS54vhrxjPTRAdfeWjng


The Toolbar 
 

 
Print 

 
Undo/Redo 

 
Paint Format Tool: Google documents lets you copy the formatting 
you’ve applied to a specific section of text to another section using the 
paint format tool. 

 
Zoom 

 
Styles: Create headings, titles, and table of contents. 

 
Font and Font Size 

 
Bold, Italics, Underline and Font Color 

 
Insert Link 

 
Insert Comment 

 
Alignment 

 
More Tools: line spacing, bullets, numbers, indent, background color, and 
more. 

 
Mode: Change the mode to use suggested edits, and viewing. 

 
Ready for More?  
Check out the other Cheat Sheets and Guides and Google Tricks and Tips on 
ShakeUpLearning.com! 

Shake Up Learning by Kasey Bell is licensed under a Creative Commons Attribution 4.0 International License. 
Based on a work at www.shakeuplearning.com. 
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https://support.google.com/docs/answer/1638558?hl=en
https://support.google.com/docs/answer/116338?hl=en
https://support.google.com/docs/answer/65129?hl=en
http://www.google.com/url?q=http%3A%2F%2Fgoogleappsupdates.blogspot.com%2F2014%2F06%2Fsuggested-edits-in-google-docs.html&sa=D&sntz=1&usg=AFQjCNGIDu2VxQO72M-3K9WlMPDCL44FZA
http://www.google.com/url?q=http%3A%2F%2Fwww.shakeuplearning.com%2Fgoogle-cheat-sheets.html&sa=D&sntz=1&usg=AFQjCNFo121ishaqEDkJ99qCgfwTevb9cg
http://www.google.com/url?q=http%3A%2F%2Fwww.shakeuplearning.com%2Fgoogle-tricks-and-tips.html&sa=D&sntz=1&usg=AFQjCNGl0kDxNBBjos5MqZzw6bfiarwzoQ
http://www.google.com/url?q=http%3A%2F%2Fwww.shakeuplearning.com%2F&sa=D&sntz=1&usg=AFQjCNHXCWU3Z5vS54vhrxjPTRAdfeWjng
http://www.google.com/url?q=http%3A%2F%2Fwww.shakeuplearning.com%2Fwww.shakeuplearning.com&sa=D&sntz=1&usg=AFQjCNEMlPaK44jbKHMbmiyaem_bR80d-w
http://www.google.com/url?q=http%3A%2F%2Fcreativecommons.org%2Flicenses%2Fby%2F4.0%2F&sa=D&sntz=1&usg=AFQjCNGuds9qFKB5mPNMsI4w9b03JBLBeQ
http://www.google.com/url?q=http%3A%2F%2Fwww.shakeuplearning.com%2Fwww.shakeuplearning.com&sa=D&sntz=1&usg=AFQjCNEMlPaK44jbKHMbmiyaem_bR80d-w
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