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Useful features on Google Office applications that
you don't know yet

To be able to edit, or make online tables, the online Google Office service is a popular choice. And on Google
Docs, Google Sheet or Google Drive, there are many interesting features that you don't know about.

If you search for and choose a tool to edit office content, there must be a lot of people looking to online Google
Office application. You have complete support for writing text content with Google Docs, making statistics
tables with Google Sheets, performing slideshows with Google Slides, or archiving in sync with Google Drive.
In addition to the basic features mentioned above, Google Office applications have many other useful hidden
features that we do not know.

1. Data sheets on Google Sheets:

Google Sheets has more Explore tools used to automatically analyze columns or rows to determine whether any
data can be presented as a chart or not.

In the data sheet on Google Sheets, when we click on a column of data that appears in the blue Explore
section as shown below, it will be able to present in the form of a chart.

When you click on that item, a window appears to the right of the spreadsheet interface, with graphs created
from the data contained in the spreadsheet.

https://tipsmake.com
https://tipsmake.com/c/application/
https://tipsmake.com/c/office-information/
https://tipsmake.com/useful-features-on-google-office-applications-that-you-dont-know-yet


If when you click on the data table the Explore item turns gray, meaning there will be no data chart.



2. Automatic layout on Google Docs:

In the Tools section of the Google Docs toolbar, we click on the Document outline item. Soon the outline of the
document will appear. When we enter the content or the title format for the text content, the outline of the
document is automatically created.

When we enter the titles for the content, the navigation bar that appears on the left of the document will display a
list of titles. You just need to click on the title in the list, the cursor will automatically jump to the corresponding
content.

3. Google Maps map on Google Drive:



A Google My Maps map application is built into Google Drive, but few people pay attention. At the main
interface of Google Drive, we click on the New item , then select More and select Google My Maps .

In this map, we can create our own maps such as creating walking itineraries, frequently visited places, . and
then can save the day on Google Drive to share with friends Or you can let your friends take part in editing.

4. Set up data privacy on Google Drive:

Usually if you leave public mode and send a link to share Google Drive data to friends, they can proceed to
download or copy as you like. However, users can also set up privacy mode for Google Drive data, disable
downloading, printing documents or spreadsheets, or not sharing with others.



Step 1:

At the interface on Google Drive, we will click the right mouse button on the document that wants to set up
the word separately and then select the Share item.

Step 2:

Next to the Share with others interface, click on the Advanced button below.

Step 3:

In the Sharing settings view , we will look down at the Owner settings section, check both options below,
including:

1. Prevent editors from changing access and adding new people: prevent any form of editing from others.
2. Disable options to download, print, and copy for commenters and viewers: do not allow downloading,

printing or copying and commenting.

Finally click Save Changes below to save the changes.



5. Drag and drop files on Google Drive:

This operation is extremely simple, but not everyone pays attention to using it more conveniently. When you
access Google Drive in the browser, to download the file just drag and drop into a folder or list on Google Drive.

6. Create eBooks on Google Docs:

Right on Google Docs has built-in file creation feature with .epub extension for e-books or eBooks . Users
can create with any content, or images in that ebook.



In the text content on Google Docs, we click the File button, select Download as section and select EPUB
Publication (.epub) .

7. Quick comments on Google Docs:

In any content on Google Docs, users can write comments for any text, or text if desired.

Step 1:

First of all, you need to black out the text or image content to comment , then a small icon to the right of the
interface will appear as shown below.



Step 2:

When we click on the icon, a small frame will appear. Here, we can enter comments for the highlighted
content . Click Comment to save.

And that comment will always appear on the text content and right at the location we marked. To edit the
comment, click on the 3 dots icon and select Edit or Delete as you like.



8. Create voice text Google Docs:

Google Docs on Chrome browser can turn all the words you say into text, and automatically import content. At
the text editor interface, click on Tools and select Voice typing .

9. Find content by Google Docs expression:

On Google Docs users can also search for content in documents using expressions and characters instead of just
searching with words or phrases as before.

Step 1:

At the text interface, click the Edit item and select Find and Replace .



Step 2:

Next, we will select Match using regular expressions and click on Help .

Soon we will be transferred to a new interface, with the list of supported expressions searched in Regular
expressions .



Above are some of the useful features on Google Office applications including Google Docs, Google Sheet and
on Google Drive. Hopefully with this article, we will be able to take advantage of these features in the process of
handling content, spreadsheets and documents to be more effective.

Refer to the following articles:

1. How many of the best features have you missed on Google Docs?

1. List of common shortcuts for Google Sheets on computers (Part 1)

1. Create and share office documents on Facebook with Docs

I wish you all success!
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