
http://docs.google.com 

- Edit from anywhere. There's nothing to download; access documents and spreadsheets from 
any computer with an Internet access and a standard browser.  

-  Store your  work online. Online storage and auto-save mean you needn't  fear a floppy disk 
failure, lost flash drive or power outage. 

-Familiar  desktop  feel  makes  creating  and  editing  files  simple.  You  can  do  all  the  basics, 
including making bulleted lists, sorting by columns, adding tables, images, formulas, changing 
fonts and more. And it's free. 

- Upload your existing files. Google Docs & Spreadsheets accepts CSV, DOC, ODF, ODS, RTF, 
XLS, etc. 

- Share instantly. Anyone you've invited to either edit or view your document or spreadsheet can 
access it as soon as they sign in. Just enter the email addresses of the people with whom you 
want to share a given file and send them an invitation. 

- Edit with others in real time. Multiple people can view and make changes at the same time. 

- Easily save and export copies. You can save your files to your own computer in CSV, DOC, 
ODS, ODF, PDF, RTF XLS, and HTML formats. 

 
 

1

http://docs.google.com/


Google Account

You must have a Google Account to sign up for Google Docs and Spreadsheets. You can get a 
Google Account at https://www.google.com/accounts/NewAccount The registration process is 
fast and easy.

- If you already have a Google Account, just go to http://docs.google.com/ and sign in.

The screenshot below shows the short form that needs to be filled in to register with Google. 
This will give you access to Google docs & spreadsheets and other services that are on offer 
from Google.
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Click on link 
to register

Registration 
Page

http://docs.google.com/
https://www.google.com/accounts/NewAccount


At this point open the email account specified on your registration and you should have received 
an email from Google. Open up the email and click on the link to activate your Google account. 
You can go to the page below and click on the ‘Click here to continue’.

After finishing registration you will be taken to the homepage for Google docs & spreadsheets 
with documents and spreadsheets loaded on to an account. From here you can create a document, 
access on of your files that are listed, start a spreadsheet online, or you can upload a document.
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Click on link 
to verify 
account.

New Document or Spreadsheet Upload



New Document

If you click the new tab on the homepage and chose ‘Document’ you will be taken to the screen 
below. This page allows you to create a new document from scratch. 

The insert tab allows editors to insert an image, link, comment, table, bookmark, separator and 
special character.

The revision tabs allows users to view revisions, compare two revisions or view revision history. 
You can revert back to any revision at any time.
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New Spreadsheets

If you click the new tab on the homepage and chose “Spreadsheets’ you will be taken to a blank 
spreadsheet. This page allows users to create spreadsheets for editing. All major functionality 
that is found on Microsoft Excel can be found on the tabs at the top of the page. 

The first tab allows editing of the spreadsheet. The next tab ‘Sort’ allows the user to manipulate 
the layout of the columns and to freeze headings. The third tab ‘formulas’ allows you to use 
formulas on the spreadsheet. The final tab, revisions, allows the user to look back at earlier 
revisions and revert to a previous state. 

Uploading

Documents and spreadsheets can be uploaded as well as being created on the site.

 

Enter the file information or browse to the file and then click on upload. The file will be 
automatically uploaded to your list of docs and the file will open ready for editing.
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Click upload link to upload a 
document or spreadsheet


