
Paragraph formatting 

Docs, Slides, and Drawings has standard selections for line spacing, paragraph alignment, and lists. 

If you would like to change the spacing of the document, follow these steps: 

1. Click the line spacing button on the far right of the toolbar. 

2.  

3. Select an option from the menu. 

4.  

If you would like to change the alignment of a paragraph, place your cursor somewhere in the paragraph 

and click one of the alignment buttons. 

 

Start a numbered or bulleted list by clicking on one of the list icons. 

 

Add images 

You can enhance your document by inserting images. Google Docs also lets you choose to display the 

image inline with text or in a fixed position. 

1. Click the Insert drop-down menu from the toolbar and select Image. 



2.  

3.  

4. Depending on what image you would like to add to the document, click one of the options 

below, and follow these instructions: 

○ Upload: Choose an image from your computer and click the Upload button; 

alternately, you can drag an image from your desktop if your browser supports 

this function; this feature is available only in the latest versions of Chrome, 

Firefox, and Safari 

○ Take a snapshot: Use your webcam to capture an image to use in your 

document 

○ By URL: Type the URL of an image from the Web and click Select 

○ Your Albums: Your Picasa web albums will automatically be displayed when 

you select this option; you can then scroll through an album to find the image 

you are looking for 

○ Google Drive: If you have images stored in Google Drive, then you can easily 

insert them into your document 

○ Search: Enter a search term to find an image using one of the image sources 

below; once you have found what you were looking for, click the image and 

the Select button and choose to search with: 



■ Google image search 

■ Life Magazine image archives 

■ Stock images 

■ Add images to your docs from a high quality stock photo gallery 

■ Simply go to Insert > Image, select Search, then Stock 

images, and then search for the images that you want 

5.  

Drag and Drop Images 

Images can also be inserted into Google Docs directly from your desktop through drag and drop. This 

feature is a great time saver! For now, you can use image drag and drop with the latest versions of 

Google Chrome, Firefox, and Safari. 



 

Insert links 

Auto-Link 

When you type something that documents recognizes as a link, it will become a link automatically. Try 

typing docs.google.com, www.google.com, or an email address in a document to try it out. 

If you do not want your text to be a link, you can undo the auto-linking by pressing Ctrl + Z (Cmd + Z on a 

Mac). And if you think you will never want automatic link detection, you can disable it by opening the 

Preferences dialog from the Tools menu. 



 

If you want to insert a link to a website or an online document as a reference: 

1. Click anywhere in your document where you would like the link to appear. 

2. Click the Insert drop-down menu and select Link…, or click the link icon  in the 

toolbar. TheEdit link window appears. 

3.  



4. Type the text you would like to be displayed as the link (if you selected specific text, it will 

already appear in the Text to display field). Leave this field blank if you want the full link to 

be displayed in your document. 

5. Select either Web address, Email address, or Bookmark. 

6. Enter a URL (or an email address if you selected Email address) in the second text box. 

7. Click OK. 

Additionally, you can select text, right click and select Link. Doing so will bring up a contextual menu with 

the first Google results for the text you have selected. You can easily insert a Google result as a link to 

your selected text. For example, if you type Eiffel Tower, highlight it, and then right click and select Link, 

you will be able to easily make that text a link to the Wikipedia page or the official tourism site, as those 

are the first two results listed. 

 

Keyboard shortcuts 

If you are faster on your keyboard than your mouse, keyboard shortcuts can help you save time. Check 

out the keyboard shortcuts available for Google Docs, Google Sheets, Google Slides,Google Forms and 

Google Drawings. 

For most copying and pasting, you can use the familiar keyboard shortcuts, Ctrl-C (Copy) and Ctrl-V 

(Paste). This even works when going from one Google Doc to another. When keyboard shortcuts do not 

function as expected, use the web clipboard menu: 

● If you are copying between presentations and another Google Doc type 

● If you want to copy on one computer and paste on another 

● If you want to copy something you are not going to paste right away 

https://support.google.com/docs/answer/179738?hl=en
https://support.google.com/docs/answer/181110?hl=en%3E
https://support.google.com/docs/answer/1696717?hl=en&rd=1
https://support.google.com/docs/answer/6026976?hl=en%3E
https://support.google.com/docs/answer/185817?hl=en

