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Comparing Google Docs and Word Online, which
one should you use?

Both Google Docs and Word Online are leading online word processing tools today. Instead of having to install
software like Office or LibreOffice, users only need a Google or Microsoft account and a stable internet
connection.

I ntroducing Google Docs and Word Online

Thefirst thing you need to know is that the functionality of online editors like Google Docs and Word Onlineis
far superior tothat of the standard Microsoft Word text editor . However, all the main functions work well,
and you can perform routine tasks easily, almost just like the desktop version.
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Google Docs and Word Online - which is better?

Furthermore, Microsoft and Google have attempted to create user-friendly interactions, incorporating keyboard
shortcuts and even context menus. While these online editors aren't perfect, they do offer enough features to
assist usersin their tasks.

Microsoft Word has many branches; in addition to the online version, Word aso has many different offline
versions. It supports awide variety of data formats, primarily using .doc and .docx as the two main formats. Y ou
can refer to our article comparing .doc and .docx to better understand these two formats.

In addition, competitive pricing is also afactor. Users don't have to pay the $150 fee for a home Office suite.
Business owners and managers may haveto pay aslittle as $5 per month to meet their Office needs, but thisis
still quite affordable.
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Word Online and Google Docs interfaces

Leaving aside the functions, options, and other features that support usersin their work, thefirst criterion that
you, or any user, would look for isvisual appeal. In this section, we will explore the interfaces of Google Docs
and Word Online, and then address the functional limitations of these two online editors.

Comparing Google Docs and Word Online, which one should you use?

First of all, both Google Docs and Word Online have standard control tools; however, on these two platforms,
you should use line breaks to control the spacing between paragraphs or add space, etc.

- Word Online:

Word Onlineis striving to become a "twin brother” to the desktop version of Microsoft Word, which isa
welcome development. Using Word Onlineis quite ssmple; you'll find everything familiar, easy to recognize,
and user-friendly. However, many new trends that designers want to incorporate into their new products are not
available on Word Online.

Note the U- shaped button icon ; thisis quite unusual because it doesn't ‘adapt’ to high-resolution screens. Mac
users and those using 4K monitors will be disappointed by this. However, thisissue doesn't exist on Google
Docs.
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Notably, the way the Page End is displayed is problematic. Specifically, the Page End is not shown. This makes
it very difficult for users to determine what the documents on the page look like, as they cannot see the spacing
at the top and bottom corners of the page.

Another, far more serious problem is that users cannot see the header and footer, page numbers, bookmarks, etc.,
and they have to switch to Read Mode, which causes some inconvenience.

The key to creating a quick and sasy contents page is 1o use Wond's built-in heading ttyles {HMeading 1,
Heading 2, atc.) for the tithes [chapters] and subtitiet [subchapters) of your document, Don't worry if you
hiaven't used them yet. | will show you how it works with regular test.

+ Highlight the fithe or the Lext you warnit t0 be the tithe of your first main section

& 0 tothe HOME tab in the Ribban
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What about the Google Docs interface?

Make your document look good

Heading Styles’

The key 1o creating a queck and easy contents page & to use Word's built-in heading styles (Heading

1. Hzading 2, ec ) for the % (chapters) and sublithes (subchapbers) of your docurnent Dan't worry if

your haven't used them yet, | will show you A I works with regular
= Highbght the tithe or the fixd you wiant 1o be the tihe of your first man secton
= G0 to the HOME tab m the Ribbon

Feotnole examgls

= Search for the Styles group
» Choose Heading 1 from the group

o T creale S update a lable of confents in Waord 2013

- Google Daocs:

On Google Docs, the gradient, the File - Edit - View menu , and everything else use only black and white.
Despiteits smple interface, the features on Google Docs are anything but smple.
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Ruler

A particularly noteworthy feature is the built-in Ruler in Docs . Note that Word does not have a built-in Ruler.
Essentialy, aRuler isatool used to fix issues related to text borders, paragraph indentation, and list indentation.
Rulers alow usersto perform all these tasks in aflash. In Word, you would have to manually set these values.

How to create / update a table of contents
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If you're using Word, you can refer to the instructions on how to display the Ruler in your document. Displaying
the Ruler will make your document look nicer and more professional, and the layout will no longer be as
cluttered as before.

Work procedures

When comparing Google Docs and Word Online in terms of workflow, the Word toolbar is generally simpler
and easier to use. The colors, charts, groups, animations, and interactions on the Word Ribbon aren't particularly
noteworthy. Y ou can quickly find what you need.

Even inexperienced users can add a bookmark, apply stylesto atable, or set up the page layout. For example,
when you're working with tables or images, a new section will appear on the Ribbon, and you'll see the table or
image immediately.

In Word, aquick glance is enough for users to understand the type of binding, style, and other formatting options
applied.
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Note: Thissection refersto inserting tables, images, links, etc., in Word Online.
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Note : This section edits the Page L ayout with functions to customize size and alignment.



With Docs, you sometimes have to read everything before you can find what you need. The interactivity isn't
very fast.
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Menu Context

A context menu is amenu that appears on the screen when you right-click. Word has the best context menu.
Y ou can access all formatting options, including lists and styles, with just aright-click. Thisisincredibly useful
when you need to format specific parts of a document.

Furthermore, the menu changes depending on the content. If you want to change the formatting, additional
options will be hidden, and these formatting options will be available until you finish changing the formatting.
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The context menu in Google Docs has undergone some minor changes.
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However, this menu still includes some features. " Select all matching text " and " Update 'Normal text' to
match ". These options are quite useful for creating and editing documents.

Compact mode

Note: To display the window interface on alaptop or notebook, the window size shown in the screenshotsis
limited to a maximum resolution of 1366x768 .

The entire Ribbon in Word can be hidden. This saves alot of space and alows you to have access to any
necessary features. Unlike Docs, the Ribbon automatically minimizes. However, your document will display
some meaningless messages along with the document title, share button, etc.

How to create / update a table of contents
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The Compact mode in Docsis quite small. However, selecting certain functions from the menu isn't as easy as
in Word. You'll have to open the menu, then move around the screen, use the function, and hide the menu.
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How to create / update a table of contents
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View the document with default settings.

Text editors are designed to make documents look appealing and easy to read. Y ou can achieve this with the help
of formatting and paragraph settings.

Of course, editors all have default settings initially so that users don't need to make many time-consuming
adjustments.

Below is an example of the default document structure and content:

- Titleand subtitle

- 4 paragraphs of text
- Linked structured list
- Heading 1

- Heading 2

- Sometext content

- Numbered list



- Images

Word Online

Google Docs

Herwr 1o create [ update a table of contents

How to create [ update a table of contents

Everything is 'grouped' in Docs. While users can easily improve the Spacing parameter , you should understand
the principle behind defining spacing in the document; otherwise, you'll end up with unwanted spaces, such as

gaps near headings.

Generally speaking, documents created in Word look more visually appealing, a conclusion perhaps drawn by

more experienced users.

Comparison table highlighting the differences between Google Docs and Word Online.
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Thingsto know after comparing Google Docs and Word Online

Both of these editors are quite good and useful. Users may tend to use Word Online more. The design of the
toolbars, interactivity, and adaptability to the content under the cursor make it easier for users to perform their

work. The built-in styles help users format documents to look more appealing.




This article comparing Google Docs and Word Online, and which one to use, has presented several viewpoints
to help you understand these two editing tools. Ultimately, choosing between Google Docs and Word Onlineis
your decision; both editors have their own strengths and limitations. Additionally, to use Google Docs more
effectively, you can refer to Google Docs usage tips here.

Y ou finished reading the article "Comparing Google Docs and Word Online, which one should you use?"
edited by the TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou
can search for similar articles on tips and guides. Thank you for reading and for following us regularly.
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