
The real-time collaboration of Docs in Google Drive makes it ideal for group assignments, revision cycles, 

and shared notes. Built-in tools like autosave and revision history, comments, and an equation editor are 

useful for students and teachers alike. 

Some examples of how teachers are using Docs: 

● Collaborate and share lesson/curriculum plans 

● Consolidate notes for department or faculty meetings 

● Create a simple webpage with Docs publishing 

● Share and collect assignments without printing 

● Provide instant feedback to students 

● Tracking instructional interventions 

Some examples of how students can use Docs: 

● Maximize efficiency with anywhere access 

● Improve writing skills through peer editing, feedback and publication 

● Collaborate on reports, research, or papers together with peers in different classes, schools, 

countries 

● Keep a continuous, running log for assignments such as journal entries, writing samples, 

etc. 

There are different ways of getting started using Docs; you can create a new online document, you can 

upload an existing one, or you can use a template from the templates gallery. 

Create a Doc 

The power of Docs is truly apparent when you or your students do their work using Docs collaboratively. 

Your students can do all of their work in Google Drive and they have plenty of storage space (Unlimited)! 

To create a new doc, visit drive.google.com, and click New. 

Add a document to Drive 

Drag and Drop 

You can drag-and-drop files directly from your computer into your Drive documents list, and even straight 

into a folder. This feature is available only in the latest versions of Chrome, Safari, and Firefox. If you are 

not working in the latest version of one of those browsers, you can click the Upload button and select 

Files from the drop-down menu. 

File upload 

To manually select files from your computer to upload to Google Drive: 

1. In your Drive documents list, click the New button and select File upload from the drop-

down menu. 

https://www.google.com/drive/


2. Select the file you would like to upload to Google Drive. 

○ To select multiple files, press Shift or Ctrl and click all the files to upload 

3. Your file will appear in your Drive documents list. 

Upload and convert 

You can also upload a variety of file types into Google Drive and have them automatically convert into a 

Doc for editing and collaboration: 

1. Click on the Settings icon . 

2. Click Settings from the drop-down menu. 

3. Check the box next to Convert uploaded files to Google Docs editor format. 

4. Click Done. 

 

Documents can be converted into Google Docs format from the following types: .doc, .docx, .dot, .html, 

plain text (.txt), and .rtf. 

When you upload a file, a dialog box that indicates the progress of the upload appears in the bottom-right 

corner of your screen. You can minimize the box or move it to the left or right of the screen. When you are 

done, you can click the doc title to open the uploaded file or close the box by clicking the   in the upper 

right of the box. 

 

Find and open Docs 

Like all of the Google Apps, Docs has Google’s powerful search technology built in. As you create and 

are invited to view and edit docs, you can use the search box to find docs based on words in the title or 

body of your files. Results from all of the file types in Drive will appear in a list below the search box as 

you type your keywords, but when you press Enter, only Docs results will appear on the page. 

Rename a document 



When you create a new doc, Google Drive will save it as an Untitled document.  

To change the name of a doc: 

● Click the File tab from your doc, and click Rename 

●  

● Edit the name by clicking the title displayed at the top of the page, and renaming the 

document in the dialog box that appears 

●  

● From Drive, click the More menu and click on Rename 

●  

Note: Titles can be up to 255 characters long. 



Save Docs 

Because Docs saves to a secure, online storage facility, you can create Docs without the need to save to 

your local hard drive. You can also access your docs from any computer. In the event of a local hard drive 

crash, you will not lose your saved content. Docs save almost instantaneously. 

If your browser or computer crashes, because your doc has been automatically saved, you will be able to 

view the saved version when you are back online. Docs also keeps a complete revision history of your 

document, so you can revert to any version, at any time. 

The status of your document is displayed to the right of the toolbar menu at the top of the document. 

 

Spell check in Docs 

There are two ways to check your spelling in Docs. First, if you misspell a word, it will be underlined in 

red. For example, if I added an extra letter to the word these, it will be underlined as  misspelled. 

You can right-click on the word to select the proper spelling, and can even configure Docs to autocorrect 

future misspellings if you are prone to spelling a word incorrectly the same way. 

Alternately, you can click Tools > Spelling to see a list of the words that Google has detected to be 

misspelled and correct or ignore them in sequential order. 

 

 


