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This handy reference and cheat sheet contains top tips and easy-to-read annotated screenshots of
Google Docs, the free online word processor and Microsoft Word alternative. The four-panel reference is
printed on 8.5 by 11 inch high-quality card stock, perfect for desks, walls, and shelves. It has holes for three-
ring binders. Topics include:
* Annotated screenshots of the Google Docs home page and formatting toolbar
* Google Docs basics, from document creation to margin adjustments
* Templates and page styles
* Inserting images, comments, headers & footers, and more
* How to import Microsoft Word, .rtf, or .txt files
* How to activate Office Compatibility Mode
* How to convert to Microsoft Word, PDF, and other formats
* How to edit documents while offline
* Keyboard shortcuts

Note that the Google Docs Reference & Cheat Sheet does not cover Google Drive, Google Sheets, Google
Slides, or other applications in Google s free online office suite. If you are interested in Google Drive, please
order the Google Drive Reference and Cheat Sheet (ISBN 9781939924438).

For a more detailed guide to Google's online office suite, please order Google Drive & Docs In 30 Minutes:
The unofficial guide to the new Google Drive, Docs, Sheets & Slides (ISBN 9781939924315). The tone of
the book is friendly and easy to understand, with lots of step-by-step instructions, screenshots, and examples.
The guide can be used by anyone with a PC, Mac, or Chromebook. It also includes instructions for using
Drive, Docs, Sheets, and Slides on Android and iOS phones and tablets.
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From reader reviews:

Marie Aultman:

Book is usually written, printed, or illustrated for everything. You can understand everything you want by a
book. Book has a different type. To be sure that book is important matter to bring us around the world.
Beside that you can your reading skill was fluently. A guide Google Docs Reference and Cheat Sheet: The
unofficial cheat sheet reference for Google's free online word processor will make you to possibly be
smarter. You can feel far more confidence if you can know about everything. But some of you think which
open or reading a new book make you bored. It is not necessarily make you fun. Why they may be thought
like that? Have you in search of best book or appropriate book with you?

Lillian Owensby:

Nowadays reading books become more than want or need but also work as a life style. This reading habit
give you lot of advantages. The huge benefits you got of course the knowledge the particular information
inside the book in which improve your knowledge and information. The data you get based on what kind of
reserve you read, if you want attract knowledge just go with education and learning books but if you want
truly feel happy read one having theme for entertaining for example comic or novel. Often the Google Docs
Reference and Cheat Sheet: The unofficial cheat sheet reference for Google's free online word processor is
kind of e-book which is giving the reader unpredictable experience.

Salvador Swain:

Reading a guide tends to be new life style in this era globalization. With reading you can get a lot of
information that may give you benefit in your life. Along with book everyone in this world may share their
idea. Textbooks can also inspire a lot of people. Lots of author can inspire their own reader with their story
or perhaps their experience. Not only the storyplot that share in the textbooks. But also they write about the
information about something that you need instance. How to get the good score toefl, or how to teach your
sons or daughters, there are many kinds of book that you can get now. The authors in this world always try to
improve their expertise in writing, they also doing some investigation before they write with their book. One
of them is this Google Docs Reference and Cheat Sheet: The unofficial cheat sheet reference for Google's
free online word processor.

Lawrence Abbate:

Don't be worry when you are afraid that this book will probably filled the space in your house, you will get it
in e-book approach, more simple and reachable. That Google Docs Reference and Cheat Sheet: The
unofficial cheat sheet reference for Google's free online word processor can give you a lot of buddies
because by you looking at this one book you have point that they don't and make a person more like an
interesting person. This kind of book can be one of a step for you to get success. This book offer you
information that maybe your friend doesn't learn, by knowing more than additional make you to be great



people. So , why hesitate? We need to have Google Docs Reference and Cheat Sheet: The unofficial cheat
sheet reference for Google's free online word processor.
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