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What are “Google Docs”?

e Free, web based word processor,
spreadsheet, presentation offered by
Google

Google Docs



Why use Google Docs?

“My docut cannot open 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
share with my classmate.



Try to collaborate on a document by sending

email attachments, only to have someone chime

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outdated version?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
because It makes us...
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Traditional Office Google Docs

Microsoft

C20ffice Google
Invite others and

they can also edit
at the same time

%

Software based / Web based
save

&
print

One author at atime
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"Internet access... internet
access...."
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e Docs.google.com

=ign in to Google Docs with your
Google Account
Email lapple9274144&Eamail «

Fassword sesessssss

Remember me on this
computer.

| cannot access my account

Don't have a Google Account?

Get started
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Google Docs

This is so easy, just like ar... savedon 52309 1:00 &4 by lilian s

File  Edit M“iew Insert Format  Tahkle  Tools  Help
[H = & A Styles - Verdana - v I U A~ S~ Link = i=

This is so easy, just like a regular word processor,
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Choose font,size,styles...

Save, open, print...
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Google Docs

This is so easy, just like ar... ssvedon 52309 1:00 A6 by lilian xia

# Back to editing Share this document

Ilgte people o . ( \
as collaborators A% vigwers InVIte people to ed |t or

read your document
\ J

"lillian xia" =apple927 41 44@gmail.cnm:—,|

Separate email addresses with commas.
Choose from contacts

Ivite collaborators

Ailvanced permissions Ad d |t| O n al I eV el S Of

Collahoratars may invite others

only the owwner may change this permISSIOn that you Can Set

Imvitations may e used by anyone
Allovys mailing listz  Learn mare )
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Google Docs

EETA

This is so easy, just like a r... ssvedon 52309 1:00 80 by lilian s

# Back to editing Share this document

Invite people
&) as collaborators O as viewers

“lillian ®iq" =apple92y 41 44@gmail.cum:,|

Type email address here

Zeparate email addrezzes with commas.
Choose from contacts

Iwite collaborators

Advanced permissions
Callaborators may invite others

only the owner may change thiz

[rvitations may be used by anyone
Allowes mailing lists  Learn more
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Google Docs i
This is so easy, just like ar... zavedon 52309 1:00 &M by lilian xia
« Back to editin Share this document
Invite people
® as collaborators C as viewsrs Tell these people about the document? [X]
To: "lillian xia" =apple927 41 44@gmail.coms=
er e Subject: |This is so easy, just like a regular ... |
gﬁgg;ﬁ?;ﬁﬂ;ﬁ:::s HITIMES. TESSHQE: Note: 2 ek to the docusment will be included in the message
Ivite collaborators . .
Add a personal message if you like
Advanced permissions
Collaborators may invite others
only the owner may change this
Invitations may be used by anyone
Allowys mailing lists  Learn more [IPaste the document itself inta the email message.
Ol ccme
[ Send ] [ Skip sending invitation
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apple®27/41dd@gmail.com | Docs Home | Help | Sign out
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This document is currently shared.
Previewy document as & viewer
Wigwy RSS feed of document changes

horators {3} remove all
Collaborator

e e Now/|others can
Arplesaiatas =~ collaborate with
<] Email collaborators you !

Create event with collaborators

and invite mare

Viewers (0)
Yiewers may zee the document but not edit it




Things to know(1)

e Edit document from scratch
e Import existing document
e Export document to your computer



Things to know(2)

e Revision History

Google Docs tracks:
- Who makes edits
- What they write/ erase
- When they write/ erase
- Everything is time/ date stamped!




Google Docs

it is so easy to write in Goo... =diedon
Edit “iew Insert Format  Table  To

ey -
= Save Crl+3

SAVE A5 e copy

Fename...

Fevision histon CI iCk
Delete.. “Revision history”
Ciowenload file as -

Frint settings...
Frint prewview

L=l Print... Ctrl+F
Frint as wehpage...

Yiewy a5 webpage...




Google Docs

it is so easy to write in Goo...

« Back to editing

Revision Last Edited
[] Revision 11 2 hours aga by Junxiwang.
[] Revision 10 2 hours ago by Junxiwang
[] Revision g 2 hours aga by Me
[] Revision § 2 hours ago by Me
[] Revision 7 2 hours aga by Me
[] Revision 4 A6 hours ago by Me

w Back to editing

Compare Checked

Changes
FAMTEiRER, sHaR18: 46 But Lilian looks like a little chil

But Lilian looks like a little child, she wants to see which of u
FEMTTIRETE, BHAE18: 46

no text added

nawe | wauld like ta know

it 15 50 easy to wnte in Google Documents. Choose font, calc

Compare Checked

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



Things to know(3)

e Publish document as Web page or
post to your blog

e allow access to a wide audience




Documents

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

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

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

Edit documents online with whomever you
choose.

View your documents' and spreadsheets' revision
history and roll back to any version.

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.

Email your documents out as attachments.



Spreadsheets

Import and export of .xls, .csv, .txt and .ods
formatted data (and export functionality for .pdf
and html).

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

Use formatting and formula editing in
spreadsheets so you can calculate results and

m:l/a vour rl:i-: |r\n|/ H'\a waVv vou wan nt it
1TIGUIIN\\L. y \JIN UlI\. VvVvvVvdUQll y y VVGOUIIIU 1Us

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

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




Presentations

Share and edit presentations with your friends
and coworkers.

Import existing presentations in .ppt and .pps file
types.

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

Edit your presentations using our simple
WYSIWYG editor.

Insert images and videos, and format your slides
to fit your preferences.

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

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



Google Docs VS Microsoft
Office Live Workspace

Google Docs

MS Office Live

Workspace
Come to market Feb.2007 Mar.2008
Software No MS Office installed

Storage Space

5000 documents ( not
specified in MB )

500 MB= 1000
Microsoft Office

documents.
File Types Limited No limited
Sharing "Collaborators" or "editors" or "viewers"

"Viewers."

Collaboration real-time not real-time
Versioning Yes Yes
Batch Uploads Yes Yes
Mobile Access Yes No




Conclusion

e Google Docs is a web based word
processor, spreadsheet, presentation
offered by Google.

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

e Steps to create and share a
document in Google Docs

e Functions we need to know
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