
Using 

Take Notes, Write, Research, Cite, Create……...All in One Place!



1.  Sign into Google Chrome.

On Chromebooks this is how you logon to the computer.  For laptops/desktops, 
you have to click on the Chrome icon--



Navigating Chrome is a little different on the 
Chromebooks vs laptops/desktops.

 Chromebooks have icons at the bottom of the desktop.

 

Chrome on laptops/desktops will look like this.

Either way, your Google Menu looks like this



Google Icons

Google Docs--like a Word document

Google Sheets---Spreadsheet like Excel

Google Slides--like Powerpoint

Google Drive--This is where you create and save all your work.  

**Benefits of Google Drive
● Saves all work automatically--no more losing your work
● You can access it from any computer--even at home or on your 

Smartphone or other device. 
● You can share these documents with your teacher or with other 

group members without having to email or print it.  
● You can search from the actually document without having to open 

a separate browser.  
● You can easily cite your sources.  



Click on the RED “NEW” button

Click 
“Google
Doc”



Naming Your Document

Get into the habit of NAMING your 
document before you get started.  This 
will make it easier to find in your drive 
later on.  Remember Google will 
automatically save your doc, so it won’t 
ask you to “save as” later.  



Click “Shared with Me”

You will find a 
document titled 
“Scavenger Hunt.”  
Open it. 

Then go to “File” and 
click “Make a Copy.”  
This is the document 
you will type in not the 
one I shared with you.   



Scavenger Hunt. 

A box will pop up 
that has a “search” 
window.  

If you click the “G” 
you can choose 
different filters for 
searching.  



Your information should look like this:  

Notice the little “1” that 
appeared at the end of the 
term.  

If you scroll down to the 
bottom of the page, you will 
see a little line and then a 
raised “1” and the website 
where you got your 
information.  This is your 
citation!

Why do we need the quotation marks around 
what we copied and pasted?



Notice that it automatically cited 
the picture for you.  A little 
raised “2” appeared beside the 
picture, and at the bottom of the 
page, you see the website for 
this picture.  



If you click on the blue link, you would be able 
to open the document in a separate tab to read 
it.  




