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Create & Collaborate with 
Google Docs

Create, Collaborate and Connect





Multiple versions of same document



Collaboration : sharing one single file to monitor 
inputs/edits and suggestions



Can be used for individual or 
collaborative writing, 
summaries, peer editing, 
reflections. Documentation 
of inter and intra 
departmental work with 
easy editing. Newsletters - 
entire year in one document



Maths

Science

English

Google Docs Samples



This is how a Google Docs looks

Share this file with 
someone else

Check CommentsIn case any help 
required, use the 
Help tab



Write the email 
ID of the person, 
you want to 
share the Doc

After putting the email 
ID, select the type of 
permission you want to 
give (edit, comment or 
view the document)



Voice Typing with Google Docs



1. Select the text

2. Click on this + icon 
and pop will come and 
then write your comment

Add Comments in Google Docs



Google Docs in Mobile Phone

For sharing click on 
the icon

Write the email ID 
and check the 
permission rights



Google Docs in Mobile Phone

Click on this 
icon and you 

can write Tools



Google Docs in Mobile Phone

Select the text and click on plus 
icon and select comment.

Write your comment and post.



❏ Layout
❏ Language
❏ Insert Elements
❏ Explore
❏ Voice Typing
❏ Download Options
❏ Version History
❏ Sharing
❏ Adding Comments
❏ Publish to the web

Key Features



How to convert MS word file into Google Docs?



Thank you!


