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Instructions for creating documentsonline Google
Docs, Excel, Power Point and sharing for everyone

The following article shows how to create a new document online in Google Docs, Excel, PowerPoint and how
to share it for everyone to help you work in a highly interactive group.

The following article shows how to create a new document online in Google Docs, Excel, Power Point and
how to shareit for everyoneto help you work in a highly interactive group.

To create a new online document for Google Docs, Excel, Power Point and sharing for everyone, follow
these steps:

Step 1: Visit the link https://drive.google.com to log in to the account (If you do not have an account, you need
to create a Google account) -> enter the account you want to log in:
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Step 2: Enter the password for the account:
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Step 3: After successful login, you have access to your Drive -> click on New -> choose the type of format you
want to create, with the following options:

- Google Docs: Create online documents similar to Word files.
- Google Sheets: Create online documents similar to Excel files.
- Google Sildes: Create online documents similar to the Powpoaint file.

The example here createsa Google Sheets online document :
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Step 4: After selecting Google Sheets, switch to docs.google.com page with an interface similar to Excel file .

Create content for documents to share:
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Step 5: The main functions on Excel are available on docs.google.com, making similar edits to Excel:
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- Similar to editing fonts:
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- Create border:

&=

= (@ hitps//docs.google.comr

B

5 Ladm quen vdi Go *% | & My Drive - Googl % | [E] Untitled spreads! x\+

[ O\ Tim kiém

wiB ¥+ & &

Unr:ﬁed spreadsheer ngatran tbS0@gmail. com -
File Edit View Insert Format Data Tools Add-ons Comments 8 share
0_ .00 123~  Arial - 10 -~ | More ~ ~

s P s % o0
z %Mvﬁﬂv
B =

1

1-=-%- coBMY-Z-

2z

. Thén = 3CNVC £

3 Ho va ten Ngay sinm S6 tai khoan Ghi chd

4

5

8

o

8

2

10

"

12

13

14 b
4 m L3
+ = | Sheett -| ThuThuatPhanMem.vngy

- The result has created the original dataframe:
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Step 6: After creating the document, you want to share this file for everyone to fill in personal information,
account on the web, click Share:
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Step 7: A dialog box appears that names the document flle -> Save:
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Step 8: The Share with others dialog box appears, enter the mail names of the people you want to share this
document in the People section , enter the message content in the blank box -> Finally, click Send:
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- Your document results have been shared and sent to the people you have chosen to share. When moving the
mouse on the shar e button displays the number of people who are sharing this document:
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- To set more rights for the shared, click Tools -> Protect Sheet:
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- In the Range editing permissions section, select the editing rights on the data area, the Add editor s section
selects more people with the last editing rights, click Done:
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- In case you want to get the link to share this document, click File-> Public to the web to copy thelink:
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Publish to the web

This document is published to the web.
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Above are instructions on how to create a new document online Google Docs, Excel, Power Point and how to
sharefor everyone hoping to help you in the process of working. Good luck!

Y ou finished reading the article "I nstructions for creating documents online Google Docs, Excel,

Power Point and sharing for everyone" 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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