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ᵟ 

ᴢ Google Apps Ḵᵟ ϣ Google Appsr

ᴋ ᴜᵩỌṇ ϣGoogle ᶎṬϿDocsЀ ṇ ᵷⁿṇᶑּכϥ ϣᾤ

ẫἒⁿṇ Google Docsḃ Ṙ ℅ϿSurveyЀϥ 

 

1 < ᴕ Google ṇꜜ > 

 

 
ᶢ 1 

1.  ᴕ http://www.google.com/a/yourcompanydomain.com/ 1 

2.      ṕẚṌ Google Apps ☼ ẏ  

3.      ᴕ ⁿṇ ẏ ᵷ ϣ З ᴕИ 

Ͽ◙ ᴕ http://docs.ilovepresent.com/ϣ ᴕ⁪ ₭ GoogleᶎṬ

Ѐ 

 

1.1 < ᴕ > 

 
ᶢ 2 

1  ᶎṬ ᴕ Google Docs ᵟ  

  

                                                      
1
 ẚ ᴢϣᾤ ⁿṇ ilovepresent.com ἢᾤ ẏ Ͽyourcompanydomain.comЀ 
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2 <Google Docs
2 ᵟ> 

ᶢ 3 

1. ᵀ₤ṻϩ Ϥᴢ ϤṸṇϤ ᶎṬϣᶰᵷἴ Ϥ Ϥ ∏

ẏ ϥỌḗ ᵌẈ ᶎṬ Microsoft Office Ἕϩ 

Documentsᶶ ᶎṬϣ Ἕ MS WORD 

Spreadsheets ᷄ ϣ Ἕ MS EXCEL  

Presentations ᷄ ϣ Ἕ MS POWERPOINT  

Forms ᴢ ᷄ ϣḄ ἢᵷ ᴢ ℅  

2. ṷ ϩḄ ╖  

3. ṕ Ắⱱ Google Docs ᶎṬ ᵟϣẏ Ṙ ṕⱱỒ3
 

4. ϩᾠ ᵷ ṕ ᴑ  

5. ϩ ᵷ ṕᶎṬ 

6. ṻϩ ᴕ ᾮ ṑẏ ϣ ЗSearch DocsИ 

7. ₁ ᵷ ṇᵂ ᵦṸ ﬞẫ  ϣ  

8. ϩιả ϣ ιᶑ ᾠ ẙ ᾮ  

9. ﬞ ϩ ﬞ ᵣᵂ ᵦṸ ﬞ 

ẚ ├ ẫἒⁿṇ Google Docsr ḗ ᶎṬ ϣ Ṷᵟ

Google Documents ϿᶎṬЀϣ Spreadsheets Ͽ ᷄ Ѐ↕

Presentations Ͽ ᷄ Ѐϥ FormsϿ ᴢ ᷄ Ѐϥ 

                                                      
2
 ᾤ ⁿṇ ᶎ GoogleᶎṬ 

3
 ẚẕ ῡỌ ẮṭἒᶎṬϣ☼ᶰẚỒ ᵌ ṕṭἒ꜡ἇϥ 
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3 <ẚ Google Docsᵣ ṘᶎṬ> 

ẚ Google Docs Newϣ Document 

ᶢ 4 

 

3.1 <Google Document ᵟ> 

ᶢ 5 

1. ẏ ϿUntitledЀϤ Ṙ ᵷᶒ Ϥ ṘᴓϿTest StudentЀ 

2. ᵀ₤ṻϩ ᷄ MS Word Ẉϣ₁ ϣ ᴕ Ϥ ϣ

ιᾺᶎ Ẻ ϥ Ắ/ ṠḄẚỒ ἅϥ 

3. ẮϣṻẄϣ ᵷ ϥ 

4. ᶎậᵀ₤ṻϩιᾺᶎậ Ẻ(₂ẫϩ )ϣậ ϣᴵᴻϣᾘ ϣἁ

ᵷᶎậ ἁϥ 

5. Ṙ◙ ϥ 

6. ϩ ᴕ ṑ ◙ ϣ Ѿ ᵷᶎậᵣ Ἃ Ͽ ḣϤ ᵍϤ

ḆЀϥ 

7.  

8. Ṹṇ ᶑẺ(₂ẫϩ ᴷ ṬϤ Ṙ ) 

9. Ắ  

10. Ắ⁪  
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3.2 <ιᾺ Google DocsᶎṬ ẏ > 

 
ᶢ 6 

1. ᶎṬ Ọẏ ϿUntitledЀ ϣ ᷀ᴋ  

2. ᴕ ᶎṬẏ  

3. З ╖И ẖ₭ GoogleᶎṬ ϣỬ ẏ ṠṘἻ ṕẚᶎ

Ṭᴢ 

4. З℗ Иϣ ι ᵌ Ắ⁪Ỵ ẖ₭ᶎṬ ᴢ 

 

 

3.3 <ιᾺẏ > 

 
ᶢ 7 

 

ẏ ιᵂ Ắ 

ṎἋ ẚ ├ ᴕᵣ  
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3.4 <Documentsᵣ ᵀ₤ṻϿFileЀ> 

 
ᶢ 8 

 

1. ⁪ ᶎṬ ϿNewЀ 

2. ṑ ᶎṬ Ắ ₃ϿSaveЀ4◙ ẮᴋṰ ᶎṬ ϿSave as 

new copyЀ 

3. ∏ẏ ϿRenameЀ 

4. ᶰ□ ᶎṬ ᵷ ϿRevision HistoryЀ 

5. ᴠ ϩ ᴠ ϣ⁪ Ắ₭Ỵᵁ ᵣϿDownload 

file asЀ 

6. ṻẄ ϩ₁ ṻẄ ╖ϿPrint settingsЀϤ ϿPrint PreviewЀϤṻ

ẄϿPrintЀᵷṻẄ ẺϿPrint as webpageЀ 

7. ᶰ ᾘẺ ᶎṬϿView as webpageЀ 

  

                                                      
4
 Ctrl+S ẮᶎṬ ϩ☼Ọ Ỡἁ ᶷ ᷄  
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3.5 <Documentsᵣ ᵀ₤ṻϿEditЀ> 

 

 
ᶢ 9 

 

1. ϿUndoЀ ϿRedoЀ᷄  

2. ϩ ᴠϿCutЀϤ ϿCopyЀϤ ᴢϿPasteЀ ᷄  

3. ṷ ᶎṬ ᵣ ϿSelect allЀ 

4. ᾮᵷ℗ᶶ ᵍ ᶎậϿFind and replaceЀ 

5. ϿDocument stylesЀϩḄ ι ᵍ ᶎậᴵᴻϤậ Ϥἅ ᵷṷ

ᶎἋ  

6. HTMLϿEdit HTML Ѐᵷ CSSϿEdit CSSЀϥ 

3.6 <Documentsᵣ ᵀ₤ṻϿViewЀ> 

 
ᶢ 10 

1. ὁ ṕ ϿFootnotesЀ5
 

2. ᶎṬ Ẻ ϩ−╖ ϿFixed-width page viewЀ◙

ϿNormal(plain) viewЀ 

3. ṇṷ ẺϿFull -screen modeЀ 

                                                      
5
 ᶶ ᵂ ᴑ ᷄  
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3.7 <Documentsᵣ ᴕᵀ₤ṻϿInsertЀ> 

 
ᶢ 11 

 
1. ☼ ᴕ Ṭ ϣ₂ẫϩ ᶢϿImageЀϤᵦẺϿEquationЀϤ

ϿDrawingЀϤ ϿLinkЀᵷ ϿTableЀ 

2. ᴕ —ϿCommentЀ↕ ϿFootnoteЀ 

3. ᴕ ϿSpecial charactersЀᵷᶝḦ ϿHorizontal lineЀ 

4. ᴕᶎṬ ᵩ ϿἻᵐ ᵣ ṕẚ ᴋ ЀϿPage break (for printing)ЀϤ

ϿHeaderЀϤ ᾊϿFooterЀᵷṑ ϿTable of contentsЀ 

5. ᴕ ϿBookmarkЀϩ ⱱ ᵣ Ṙ ϣ ₭ ᵍᵌẈ ẙᶑϥ 
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3.8 <Documentsᵣ Ẻᵀ₤ṻϿFormatЀ> 

 
ᶢ 12 

 
1. ᵣ ẺϿClear formattingЀ 

2. ᵌẈ Ẻ ᶎậϩᵣᶎϿNormal paragraph textЀᵷᵌẈ 6

ϿHeadings 1-6Ѐ 

3. ẚᶎṬ ☼ ᶎậ᷃ᴢἴ ϿStrikeoutЀϤᴢ ϿSuperscriptЀ◙ᴠ

ϿSubscriptЀ 

4. ᴕᶇ ᶑ ϿBlock quoteЀ 

5. ᵣᶎᵍᶎậ Ἃ ϩ ḣϿLeftЀϤ ᵍϿCenterЀϤ ḆϿRightЀᵷ

Ḕᴷ ᾊ ϿJustifiedЀ 

 

  

                                                      
6
ṑ ᵍ ᶎậ ᵌẈ ṕ᷀₃ϥẫ ᶎ ṇᵣᶎ Ẻ ϣṑ ᵌ Ṇ᷀

₃ 
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3.9 < Documentsᵣ ᵀ₤ṻϿTableЀ> 

 
ᶢ 13 

 
1. ᴕ  ϿInsert tableЀ 

2. Ὰ ϿModify table propertiesЀϤ 

ᾺṻϿModify row propertiesЀϤ 

Ὰ ◙ϿModify column propertiesЀϤ 

Ὰ Ắ ϿModify cell propertiesЀ ϣ₂ẫϣᴵᴻϣἁ ᵷ Ắ

ᵣ ᶎậἋ ϥ 

3. ẎᴢϿMove row upЀ◙ẎᴠϿMove row downЀ ṻϥ 

4. ᴕ ṻ ϿInsert row above/belowЀ (□ᴢ/ᴠ)◙ ᴕ ϿInsert column 

on the left/rightЀ (Ẏḣ/Ḇ)ϥ 

5. ἴ ϿDelete tableЀϤṻϿDelete rowЀ◙ ϿDelete columnЀ 
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3.10 <ẚ Documentsᵣ ᴕ > 

ᶢ 14 

 
1.      Table --> Insert Table ᷀ ᴕ  

2.      ᴕ ṻᵷ ṑϣ⁪ ṻ↕ ᵷ  

3.      ╖ϿBorderЀϩ ι ḧϿSizeЀᵷἁ ϿColourЀ 

4.      Ắ ἁ ϿBackgroundЀ 

5.      ᴕИ Insert ḃ ╖ẚᶎṬᵣ Ṙ  

6.      ℗ И Cancel ⱬ Ṙ  
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4 <ẚ Google Docsᵣ Ṙ > 

 

 
ᶢ 15 

  

ẚ Google Docs Newϣ Presentation 

 

4.1 <Google Presentation ᵟ> 

 

 
ᶢ 16 

1. ⱬϤ Ṹṇ ᶑẺϤ Ắᵷ  

2. ᵀ₤ṻϩ ₁ Ϥ Ϥ ᴕϤ ᵣ ᷄  

3. ṕ Ḹẚ ℗ ᾶ ᶢϣ⁪Ḅ Ϥ ᵷἴ ᾶ ᶢ 

4. ᴢᾶ ᶢ  

5. Ắ Ϥ ᴕᶎậᶑ ᵷ ᶢ ᾠ  

6. ᵣᶎ ᵀ₤ṻϣ Google DocsᶎṬᵣ ᵀ₤ṻ᷄ Ẉ 

7. ᴕᵷ ṕ ᵣ ẙᶑ 

8. ᵷ Ṙ  



 
 

☼Ọ ḫ    13 / 29  

 

4.2 <Presentationsᵣ ᵀ₤ṻ> 

 
ᶢ 17 

 

1. ᴢ ϿUpload a presentationЀϩ ᵂ ◙ URLᴢ ₭ Google Docsr ϥ 

2. ᴠ ϿDownload presentation asЀ  (PDFϣPPTϣTXT)ϥ 

 

4.3 <Presentationsᵣ ᵀ₤ṻ> 

 
ᶢ 18 

 

1. ι ᶬ ϿChange themeЀ 

2. ι ϿChange backgroundЀϣḄ ᴕ ᶢ 



 
 

☼Ọ ḫ    14 / 29  

 

4.4 <Presentationsᵣ ᾶ ᶢᵀ₤ṻ> 

 

 
ᶢ 19 

 

 

1. ϿNew slideЀϤ ϿDuplicate slideЀᵷἴ ᾶ ᶢϿDelete slideЀ 

2. ⱬᴵϿZoom inЀ/ ᴻϿZoom outЀ ᾶ ᶢ 

3. Ṙᵷ ϿSpeaker notesЀ 

 

4.5 <Presentationsᵣ ᴕᵀ₤ṻ> 

 
ᶢ 20 

 

ᴕ ᾶ ᶢϿNew slideЀϤᶎậᶑ ϿTextЀϤ ᶢϿVideoЀϤ ϿDrawingЀ  

 


