
Apply formatting to text 

Editing text in Docs is similar to using editors in other word processing software. 

The Styles toolbar menu at the top of your doc displays the styles and formatting that have been applied 

to the text selection in a document (beveled view). Here you can apply other styles or clear the formatting 

applied to your text. 

 

To change the font or text size, simply select the text that you would like to change and click either the 

Font drop-downmenu, which lists Arial as the default font, or the Font size drop-down menu, set to 11pt 

by default. Choose a new font or text size and the changes are automatically applied to the selected text. 

Note: Arial and Times New Roman only appear as options in the font menu if you have these fonts 

installed on your computer. 

To view a list of headings that are available, click the menu that appears right before the Font drop-down 

menu, or click Format and select Paragraph styles. Then, choose one of the styles, which range from 

Heading 1, the biggest, to Heading 6, the smallest. 

 

 

 

 

 

The styles toolbar also lets you choose a text color or highlight color. To change the color of text: 



1. Highlight the text. 

2. Click the Text color icon , and in the drop-down menu, choose a text color, or choose 

a highlight color (click Highlight button in drop-down). 

 

Pagination 

Pagination adds visual page breaks while you are editing your docs, so you can see how many pages of 

that reportyou haveactually finished. With pagination, you are able to see headers at the top of each page 

in your document, manual page breaks move text onto a new page, and footnotes appear at the bottom 

of the page. 

 

Hide page breaks 

If you prefer editing docs with a continuous layout, you can hide page breaks by going to the View menu 

and selecting Print layout. 



 

Add images 

You can add several types of images into your doc, including .gif (not animated), .jpg, and .png. Images 

must be less than 2 MB.You can upload images from your computer or locate images from Drive. You 

can also add images from the Google search option, LIFE magazine photos or add images from the stock 

photos Google makes available. 

To insert an image in your doc: 

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

2. Depending on what image you would like to add to the doc, select from the following 

options: 

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

○ 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: Choose an image from one of your photos albums stored on 

the web 

○ Google Drive: Choose an image stored in Google Drive 

○ Search: Search the stock photography archive, or the Google and Life 

archives, and select an image 

3. Once you have found what you were looking for, click the image and the Select button 

Images can be edited from within the doc itself and can be annotated using the Drawing tool. To delete 

the image from the file, click the image itself, and press the Delete key. 

Add Drawings 

Drawings can also be added to your Doc to support brainstorming, mind maps, and more. 

To add a drawing: 

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



2.  

3. Create your drawing using the shapes and options in the toolbar. 

4.  

5. Add the image to your document, spreadsheet or presentation by selecting, Save & Close. 

 

Insert equations 

You can easily insert mathematical equations into your docs, and collaborate on a single equation at once 

with multiple people. 

To add an equation: 



1. Click the Insert drop-down menu and select Equation. 

2.  

3. Select the mathematical symbol you want to add from one of these menus: 

○ Greek letters 

○ Miscellaneous operations 

○ Relations 

○ Math operations 

○ Arrows 

4. Click the symbol you would like to include, and add numbers or substitute variables in the 

box. 

5. If you delete the box by mistake, click New equation, and then select an option from one of 

the menus. 

6.  

7. If you would like to edit the equation afterwards, click the equation within the doc and 

change it. 

8. If you do not see the equation toolbar, click View and select Show equation toolbar. 

Use automatic equation shortcuts 

LaTeX is a document markup language that is often used by academics to quickly type out complex 

formulas. In Docs, when you are inside an equation you can type \sqrt followed by a space or a 

parenthesis to automatically convert the text into a square root sign √. Other 

examples of useful shortcuts are \frac for a fraction and shorthands like \epsilon for Greek 

symbols. A full list of equation shortcuts can be found here. 

Headers and footers 

To insert headers and footers in your document: 

1. Click the Insert drop-down menu and select Header or Footer. 

2. Type the text for your header or footer in the area that appears above or below the 

header/footer line. 

3. To exit the header or footer, click anywhere else in your doc. 

https://support.google.com/docs/answer/160749?hl=en


4. To remove your header or footer, simply delete the text within the header or footer and then 

click anywhere in the main Doc editing space. 

 


