Basics of Google Docs (Lesson 1 Handout)
Google Docs gives users the ability to create and store documents and files using any web browser (in
“the cloud”), access them from any device, and give multiple people simultaneous access. “The Cloud”
is a phrase that means being able to access information through a web browser that are stored on a
company’s computers. This gives you the ability to access them anywhere and share them with others.
Heads-up: Google Docs works best in Google Chrome, but you can usually use it in any web browser
(Safari, Internet Explorer, Firefox).

To get started, go to drive.google.com and log in to a Google account
OR login to a Gmail account, click on the little grid in the upper-right of the
screen (looks like

) and choose ‘Drive’

Create a Google Doc

Once you’re in your
Google Drive account,
click on the ‘New’ button
and click on ‘Google Docs’
to create a new Google
Doc.

To change the name of the
document, click on the
‘Untitled document’ name
in the upper-left corner of
the screen and replace it.
Press ‘Enter’ or click in
the document to save.
Your document is
constantly automatically
saving as long as you are
connected to the internet,
and it will tell you as
much if you look to the
right of the ‘Help’ menu.
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Edit a Google Doc

To insert a picture, click on the
‘Insert’ menu and select ‘Image.’
You can upload a picture from
your computer or click on the
heading that says ‘Search’ to use
a Google Image. To insert a
table, click on the ‘Insert’ menu,
hover over the ‘Table’ option,
and use your cursor to indicate
the dimensions of your table.

Download a Google Doc

To download your document as
a Microsoft Word document or
as a PDF, click the ‘File’ menu
and hover over the ‘Download
As’ option. Once you click on the
desired file type, your computer
will either download it to your
downloads folder or it will ask
you where you want to save it
(depending on your browser
settings). Once you download it,
you can open it in another
program or attach it to an
e-mail.
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Share a Google Doc
Method 1  send invite
To share a Google Doc, locate
the blue ‘Share’ button in the
upper-right corner of your
browser window and click on it.
You can then type the email
address(es) of the person(s) you
want to share the document
with. You can also select what
TYPE of access they get (change
the “Can edit” option) and type
a little message for them. Then
you can click ‘Send’ and they
will get an email with an
invitation to access the
document.

IF you share a document this
way with an email address that
is not a Google account, then
you will get this warning. The
person you share it with will be
able to view it, but unless they
have a Google Account, they
won’t be able to edit it.

Method 2  use a link
Instead of typing the e-mail
addresses of specific people, you
can click the “Get shareable
link” option and it will generate
a URL that you can copy and
paste into an email to share with
others. ANYONE who gets that
link can access the Google Doc,
so be careful with this option.
You can change the type of
access associated with the link
by clicking the down arrow next
to ‘can edit’ in the picture to the
left and choosing a different
type of access. Then click ‘Copy
link’ and paste it into any email.
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Access a Google Doc

If someone sends you a Google
Doc invitation, this is what the
email looks like. It grants only
your specific Google Account
access to it. Click on the name of
the document or the blue button
that says “Open in Docs” to
access the document. In this
example, Andrew has given me
editing access to the document,
so I can make changes.

If someone sends an invitation
to access a Google Doc to a
non-Google email address, this
is what it looks like. Because the
email address doesn’t have a
Google account, it grants them
access to view it. If they happen
to be logged into a Google
account, then they will be able
to edit the document with that
Google account, even though it
was shared with the non-Google
address. This type of sharing is
slightly less secure because if
the invitation is forwarded on to
someone else, then they could
get access, too. It’s still slightly
more secure than just
generating a link, though.

If someone emails you a link to their Google Doc, then generally they will send the
whole URL in the body of an email, or they will type an email and create a hyperlink
using some of the email text to link to the Google Doc that they’re sharing with you.
For more information, search “Google Docs Tutorials” on YouTube or
search for what you want to do with Google Docs using a search engine
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