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How to create a checklist in Google Docs

Adding a checklist to Google Docs is a necessary operation when we are documenting surveys or surveying
something.

When we create surveys or lists of things to do on Google Docs or Slides. Adding a list to this document makes
it quicker for the survey to make it easier for others to take the survey. This content is similar to when we insert
checkboxes in Word or insert checkboxes in Google Sheets. The following article will guide you how to insert
checklist on Google Docs and Google Slides.

Instructions to insert checklist in Google Docs

Step 1:

We open the data to insert a checklist, then click the Bulleted List icon and select the checbox type list as
below.

Step 2:

Now display the checkbox as shown below. Now we enter the content in the survey list , press Enter after each
selection in the list. Then each selection will appear checkbox automatically without you having to enter it again.
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Step 3:

After entering all the options, if you want to select the answer to your answer, we double-click the checkbox to
select and then right-click , display the character selection table, click the tick icon .

The selected display results are highlighted as below.



Although to create a survey, we will choose Google Forms, but if we only create a simple table, we can use the
method to create a checklist on Google Docs also.

See more:

1. How to insert characters on Google Docs
2. How to create a Google Form on Google Drive
3. How to find and add citations in Google Docs
4. How to insert Header, Footer in Google Docs

I wish you successful implementation!

You finished reading the article "How to create a checklist in Google Docs" edited by the TipsMake team. We
hope this article has provided you with many useful tech tips and tricks. You can search for similar articles on
tips and guides. Thank you for reading and for following us regularly.

© 2019 TipsMake.com

https://tipsmake.com

