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    INTRODUCTION




    Welcome to Google Docs, the free online word processor of the Google family. This book gives you an overview of possibilities that may be of interest if you have to work with this application. As in any word processor, you can manipulate simple texts or more elaborate paragraphs. You can format them using the various text formatting menus. In this manual, you will discover the layout settings that enable you to print your documents very easily.




    The book is organized into 6 chapters:




    Chapter 1 presents the fundamentals of the working environment. As DRIVE is an important part of Google Docs, you will study how to handle files.




    Chapter 2 deals with classical layout, indents, page and section breaks, managing headers and footers, tables, tabs and how to view non-printable characters.




    Chapter 3 focuses on paragraph styles that are particularly useful in long documents. You will discover the outline mode and creating a table of contents.




    Chapter 4 explains techniques for manipulating drawings and charts.




    Chapter 5 introduces the forms that allow you to create online questionnaires with an immediate result.




    Chapter 6 details the templates you can use to save time, as well as several tools and Add-ons.




    I hope this book will give you a better understanding of this online word processing.




    If you have any comments about this book or any questions, please do not hesitate to contact me at the following address : REMYLENT@GMAIL.COM. I will be sure to answer you.




    Enjoy your reading.
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