How to Use Google Documents
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Locate the create button on the left side of

the screen.
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Put your mouse cursor on the symbol and click.
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Select Document from the new menu. (It should
be the second one.)

Document @

Put your mouse cursor on the symbol and click.
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Start typing!

You have now created your own Google
Document. It will be saved automatically for you
and you will be able to access it anywhere.
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A Few Tips

To change the name of your document, click on
Untitled document in the top left corner and
type your file’s name.
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Use the Tools for:
Spelling
Definitions
Research
Translation
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Sign in to your Gmail Account
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Sign into continue to Gmail
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Find this symbol in the top right corner of the
screen.

Put your mouse cursor on the symbol and click.
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Your primary tab is empty.
Nothing to see here
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Locate the Google Drive symbol from the new
menu of apps. (It should be in the middle of the
third row.) /\\>

Put your mouse cursor on the symbol and click.
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