How to Create a Google Document
Using Google Templates

Log into your google account at the top right corner of google.com

|
Select the waffle at the top right corner of the page.

©c o

Select the “Docs” icon that is circled in red. If you do not see this icon select more at the
bottom (next to red arrow) until you find it.

8B G M

My Account Search Mail

& (B
Calendar Drive Docs

Sheets Slides Sites
Groups Contacts

vor-

4. If you have never used Google Docs on this google account you will have an option to
take a tour.

Welcome to Google Docs

Quickly create new documents and open existing ones. Share
with others to edit together.

TAKE A TOUR

Get the mobile appa
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5. If you have used Google docs before you will see a screen like this. At this point, you
may select a blank sheet to work with (in the red circle) or you may select a template.
Google Docs has many templates. You can see a few here in this picture below or you
can click more on the top right corner of the screen (by the red arrow) to find more
templates.
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6. Once you select the template you are interested in using, you will be able to edit it to fit
your needs.

<  Start a new document
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Resume Letier Project proposal Brochure
Coral Spearmint Tropic Geometric

Resumes

Resume Resume Resume
Serif Coral Speammint

Letter Business letter Business letter Informal letter
Spearmint Geometric Modern Writer Plum

Education

‘SCIENCE LAB REPORT

BARIC UNITE OF LIVE

Name of the book

Essay Essay report
Playful Paperback oy Reading Rainbow

7. Remember your work on this document will save automatically in your Google Drive
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8. Tolocate the template gallery from an existing Google Document, select Add-ons then
Get add-ons.
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9. Search the name of the desired add-on, locate it, and select FREE to add it to your
Google Docs Add-ons menu.
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Template Gallery Productivity

Save time by using professionally designed documents and spreadsheet templates created by Vertex42.com Kk
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5 minute journal template
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Paste 5 minute journal template
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Debate Template Debate Template
offered by sites.google.com/a/d219.org/debate-template
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Education
This add-on adds useful features (similar to Verbatim) for participants in high school and college debate. Jrdedde (10

Ultradox Template Editor
—1 offered by ultradox.com

10. You can now Browse Templates for your use!
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