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Tipsfor using Google Docs mor e effectively

Google Docsis a convenient online document creator and editor, preferred by many for creating reports and
collaborating on projects. Even if you've mastered the basic features of Google Docs, there are some tips for
using it effectively that you may not have heard of. Some Google Daocs tricks include using keyboard shortcuts,
drag-and-drop functionality, creating shortcuts, restoring previous versions of documents, and trand ation, etc.

If you're already familiar with using Microsoft Office for word processing, you'll likely be delighted to know
that Google has officially launched Google Docs — an online text editor with many features that require little to
no prior experience. Here are sometipsto help you easily master Google Docs .
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Tipsand tricksfor using Google Docs mor e effectively.

Table of contents:
1. Using keyboard shortcutsin Google Docs
2. Using drag and drop to upload text filesto Google Docs
3. Creating Google Docs shortcuts on the desktop
4. Restoring old data in Google Docs
5. Using the document tranglation featurein Google Docs

5 tips for using Google Docs effectively and easily.


https://tipsmake.com
https://tipsmake.com/c/application/
https://tipsmake.com/c/office-information/
https://tipsmake.com/tips-for-using-google-docs-more-effectively

1. Use keyboard shortcutsin Google Docs

Google Docs offers users many keyboard shortcuts for performing text-related operations. Importantly, these
Google Docs shortcuts are browser-independent. Therefore, users can easily operate them without affecting their
current browser. Below are some commonly used shortcuts you should know:

- Ctrl + Alt + C: Copy the selected text (similar to Ctrl + C in Microsoft Word).

- Ctrl + Alt + V: Paste the copied text (similar to Ctrl + V in Microsoft Word).

- Ctrl +: Remove all formatting from the selected text (remove bold, underline, italics, color, etc.).

- Tab and Shift + Tab: The Tab key moves the selected text 0.5 inches away from the margin, while the Shift +
Tab key combination does the opposite.

- Ctrl + Shift + C: Count the number of words in the selected text.

Besides that, Google Docs also offers many other useful keyboard shortcuts; you can refer to the article on
Google Docs keyboar d shortcuts for more information.

2. Use drag-and-drop to upload your text file to Google Docs.

The drag-and-drop feature in Google Docs makes uploading files to Google Docs easier than ever. Users who
want to add new files such as *.doc, *.docx, * .xIs, etc., to their Google Docs account simply drag and drop them
from the Windows Explorer window into the browser. The document will be uploaded immediately, and you can
then edit it in Google Docs. This method of uploading filesto Google Docs can be considered atrick for faster
file uploads.

3. Create a Google Docs shortcut on your desktop.



Previously, creating a new document on Google Docs required multiple steps, such as opening a new tab in the
browser, accessing the Google Docs homepage, and then clicking CREATE. Now, you can shorten these steps
by bookmarking https://docs.google.com/document/create in your browser.

Alternatively, you can create a Google Docs shortcut directly on your desktop to access it whenever you need it.
Creating a Google Docs shortcut is very simple. First, right-click on the screen, select New , then Shortcut.
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What itemn would you like to create a shortcut for?

This wizard helps you te create shortcuts to local or network programs, files, folders, computers, or
Internet addresces.
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Next, enter the address https://docs.google.com/document/create into the window that appears. Then, give the
shortcut you are about to create any name you like, for example, ' Create Google Docs'. Finally, click Finish .

What would you like to name the shortcut?

Type a name for this shortcut:

Create Google Docy \

Click Finish to create the shortcut, Talmi(-‘;‘ﬂ phl
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You'll now notice a new shortcut on your desktop, featuring your default web browser icon. From now on, you
can simply activate this shortcut to create a new document in Google Docs. However, the browser must be
logged into your Google account; otherwise, you'll need to log in before using it.

4. Recover old data on Google Docs

Google Docs allows users to easily restore a document to any older state through its file history storage system.



The process of recovering data on Google isalso very simple. You just need to pressthe Ctrl + Alt + Shift + G
key combination to open the list of recoverable states of the file.
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Google Docsiis part of Google Drive, and recovering deleted data from Google Drive isa common practice
because many important files are accidentally deleted during use. The method for recovering data from Google
Driveisvery simple; if you're interested, you can visit Thuthuat.taimienphi.vn for more information.

5. Use the document translation feature in Google Docs.

With this trandation feature, users can translate text back and forth between multiple languages ?2directly within
their text editor interface. All you need to do isgo to Tools, select Translate Docs, specify the target language,
and name the new file. Immediately, the screen will display the new text, which is the translated version of the
original text.

Taimienphi
NI
Translate document

Mew document title

| Translated|

Translate into \
(1)

Englizsh %

=) -




6. Use Google Docs on your phone.

Google Docs, aso known as Google Documents, is increasingly popular and used on phones. Besides text
editing, it's al'so avery convenient note-taking tool.

Above are some tips to help you use Google Docs more effectively. In addition, this online utility offers many
other useful features. The article " 8 Features of Google Docs" will help you discover more interesting hidden
features on thisword processing tool. Refer to it to easily master Google Docs.

The Google Drive app is currently available on Android and iPhone devices. To use Google Drive on your
phone effectively, you should check out the guide on how to use Google Drive on your phone that Taimienphi
has shared for more information.

Y ou finished reading the article "Tips for using Google Docs mor e effectively" 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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