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Wh t  Wh t  ““G l  DG l  D ””??What are What are ““Google DocsGoogle Docs””??
• Free, web based word processor, 

spreadsheet, presentation offered by p , p y
Google



Wh   G l  D ?Wh   G l  D ?Why use Google Docs?Why use Google Docs?

“My document cannot open in 
Office2007 because it was created in Office2007,because it was created in 
version of 2003.



“My u-stick cannot work. There is an 
important document inside which I need to important document inside which I need to 
share with my classmate.



Try to collaborate on a document by sending Try to collaborate on a document by sending 
email attachments, only to have someone chime 
in at the last moment with corrections to an in at the last moment with corrections to an 
outdated version?



"There's a way I can word process, do a 
spreadsheet or create a PowerPoint-type 
presentation and save it online?"



"I can access it at any computer connected 
to the internet and can collaborate with 
others on the same document?"



We use Google Docs We use Google Docs gg
because it makes us...because it makes us...



Traditional Office Google Docs

Software based Web based
save 
&

One author at a time Invite others and 
&
print

One author at a time
they can also edit
at the same time



Your first Google docYour first Google docYour first Google docYour first Google doc……



Your first Google docYour first Google docYour first Google docYour first Google doc……

• Docs.google.com



Your first Google docYour first Google docYour first Google docYour first Google doc……

Click” Documents” to 
get started 

!



Your first Google docYour first Google docYour first Google docYour first Google doc……

Select Select ““NewNew””Select “New”



Your first Google docYour first Google docYour first Google docYour first Google doc……

Select ”Document”



Your first Google docYour first Google docYour first Google docYour first Google doc……



Your first Google docYour first Google docYour first Google docYour first Google doc……

Invite people to edit orInvite people to edit or
read your document

Additional levels of 
permission that you can set



Your first Google docYour first Google docYour first Google docYour first Google doc……

Type email address here



Your first Google docYour first Google docYour first Google docYour first Google doc……

Click here

Add a personal message if you like



Your first Google docYour first Google docYour first Google docYour first Google doc……

Now others can Now others can 
collaborate with collaborate with collaborate with collaborate with 

you !you !



Thi   k (1)Thi   k (1)Things to know(1)Things to know(1)
• Edit document from scratch
• Import existing document • Import existing document 
• Export document to your computer



Thi   k (2)Thi   k (2)Things to know(2)Things to know(2)
• Revision History

Google Docs tracks:
–Who makes edits
–What they write/ erasey /
–When they write/ erase 

Everything is time/ date stamped!–Everything is time/ date stamped!



Cli kClick 
“Revision history”y



Pick one of them and roll back to 
that version if you like!that version if you like!



Thi   k (3)Thi   k (3)Things to know(3)Things to know(3)

• Publish document as Web page or 
post to your blogpost to your blog

• allow access to a wide audience



DDDocumentsDocuments
Upload Word documents  RTF  HTML or text (or • Upload Word documents, RTF, HTML or text (or 
create documents from scratch). 

• Use our simple WYSIWYG editor to format your p y
documents, spell-check them, etc. 

• Invite others (by e-mail address) to edit or view 
your documents and spreadsheets  your documents and spreadsheets. 

• Edit documents online with whomever you 
choose. 
i d ' d d h ' i i• View your documents' and spreadsheets' revision 

history and roll back to any version.
• Publish documents online to the world, as Web Publish documents online to the world, as Web 

pages or post documents to your blog. 
• Download documents to your desktop as Word, 

RTF  PDF  HTML or zip  RTF, PDF, HTML or zip. 
• Email your documents out as attachments.



S d hS d hSpreadsheetsSpreadsheets
I t d t f l   t t d d  • Import and export of .xls, .csv, .txt and .ods 
formatted data (and export functionality for .pdf 
and html). a d t )

• Enjoy intuitive navigation and editing, like any 
traditional document or spreadsheet. 

• Use formatting and formula editing in 
spreadsheets so you can calculate results and 
make your data look the way you want itmake your data look the way you want it.

• Chat in real time with others who are editing your 
spreadsheet. p

• Embed a spreadsheet, or a piece of a 
spreadsheet, in your blog or website.



P iP iPresentationsPresentations
Share and edit presentations with your friends • Share and edit presentations with your friends 
and coworkers. 

• Import existing presentations in .ppt and .pps file p g p pp pp
types. 

• Export your presentations using the Save as PDF 
and Save as PPT features from the File menuand Save as PPT features from the File menu.

• Edit your presentations using our simple 
WYSIWYG editor. 

i d id d f lid• Insert images and videos, and format your slides 
to fit your preferences. 

• Allow real-time viewing of presentations, online, Allow real time viewing of presentations, online, 
from separate remote locations. 

• Publish and embed your presentations in a 
website  allowing access to a wide audiencewebsite, allowing access to a wide audience.



Google Docs VS Microsoft Google Docs VS Microsoft 
Offi  Li  W kOffi  Li  W kOffice Live WorkspaceOffice Live Workspace

G l  D MS Offi  Li  Google Docs MS Office Live 
Workspace

Come to market Feb.2007 Mar.2008

Software No MS Office installed 

Storage Space 5000 documents ( not 500 MB≈ 1000 
specified in MB ) Microsoft Office 

documents. 

File Types Limited No limited yp

Sharing "Collaborators" or 
"Viewers " 

"editors" or "viewers" 
Viewers.  

Collaboration real-time not real-time 

Versioning Yes Yesg

Batch Uploads Yes Yes

Mobile Access Yes No



C l iC l iConclusionConclusion
• Google Docs is a web based word 

processor, spreadsheet, presentation p , p , p
offered by Google.

• We use Google Docs for edit online • We use Google Docs for edit online 
and collaborate with others

• Steps to create and share a 
document in Google Docsdocument in Google Docs

• Functions we need to know
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