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1．Introduction 

Google. That's the search place, right? Not anymore. Today, Google is like a 
megastore offering products and services of all types. Sure, it still has search—but it 
doesn't stop there. Google can be your office; your answering service; your secretary. 
It can bring you the news each day, report on how your business is performing, and 
provide you with entertainment when the day is done. Best of all, virtually all of these 
services are free—and that's beginning to dramatically change our lives. 

Here we will introduce one of the Google online applications: Google Docs. Everyone 
knows Microsoft Office Suite like Word, Excel, and PowerPoint. To be simple, 
Google Docs are web based word processor, spreadsheet and presentation offered by 
Google. 

2. What is Google Docs? 

Google Docs (http://docs.google.com) is the title of Google's text, spreadsheet, and 
presentation editor, similar in style to Microsoft's Word, Excel, and PowerPoint 
programs, but with fewer features, and a stronger focus on collaboration. With Google 
Docs, you can write letters, recipes, tutorials, a diary, book chapters or anything else. 

You can also create web pages, thanks to the export options that Google Docs 
provides. Google Spreadsheets, on the other hand, allows you to perform spreadsheet 
calculations; you can keep any numeric or textual data organized—from the prices of 
items in your antique collection to the age and address of your employees, and so on. 
Google Spreadsheets provides you with a variety of formulas to perform calculations 
within a spreadsheet. You can also create neat visualizations using the chart tool. 
Google Presentations, the last of the trio, is useful for creating presentation slides for 
online or offline use. 

3. What’s the difference between traditional 

office and Google Docs 

 

There are two significant differences between traditional office and Google Docs: one 
is software, another is collaborative function. 



 5

When we talk about traditional office we know well that we need to buy the software 
and install in our computer. Besides, we have to keep updating the software to be the 
latest version. Otherwise, we might have problem with opening files. But for Google 
Docs the only thing we need to do is connect to the internet. The software run on 
Google’s Servers, which automatically updates.  

The second main difference is collaborative function. In Google Docs we can invite 
others by emails and each one can edit on the same document at the same time. 

  

4. Create a Google Document step by step 

4.1 First of all, we need internet access. If not we can do nothing about Google 
Applications. 

4.2 Second, we need a Google account. You can create a Google Account through 
many of Google's services. The easiest way is to go to http://www.gmail.com and 
click the "Sign up for Gmail" link. (Note that if you already have Gmail, you also 
already have a Google Account.) During the sign-up process, you provide your first 
and last name and your preferred username, along with other information. Once you 
agree to the Terms of Service and complete the sign-up by clicking the "I accept" 
button, you'll see a Congratulations page. Now you can log in to most Google services 
using your email + password. 

 

4-1 Get a Google Account 
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4.3 Now you can go to http://docs.google.com and log in to Google Docs. After you 
log in, you will see your file explorer. On the left side you can find different views of 
your items, and you can also see a list of people you have shared your items with; on 
the right side, you will see your files, if you have any. 

 

 

 

 

 

 

 

 

4-2 File explorer 

4.4 To create a new document—"document" is Google's name for a word processing 
file—click the “New” button in the top left and pick Document. A new browser 
window with the document editor appears—now you can start writing, inserting 
images, creating tables, and more. Click anywhere on the document title to change its 
name, and then save the file. By default, unless you share the file with others, your 
document is private. It is, however, stored on Google's servers. 
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4-3 create a new document 

 

4-4 Document editor 

4.5 After finishing editing work, we could invite others to read or edit our document. 
Additional levels of permission can also be set such as allow people we invited to 
invite others. 

 

4-5 Invite others to read or edit document 
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5. Things we need to know about Google 

Docs 

With Google Docs, Google is taking a set of important tasks and offering an online 
solution to completing them individually or with a broader group. With a Google 
Account, a compatible web browser, and an Internet connection, users will now easily 
be able to: 

-- Create documents and spreadsheets, and then manage and access them in a single, 
secure location 

-- Easily collaborate with others, online and in real time  

-- Export to and import from a wide variety of file formats  

-- Publish them to a blog or as an HTML page  

Simply put, Google Docs are focused on providing users with an innovative and 
efficient way to create and share information on the Web. 

 

6. Conclusion 

Google Docs is a web based word processor, spreadsheet, presentation offered by 
Google. We use Google Docs for edit online and collaborate with others. In this paper 
we create and share a document in Google Docs step by step. In the end we introduce 
some functions we need to know about Google Docs. 
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