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Google Docs Create, edit, and collaborate on text documents 
online with real-time syncing and sharing

Google Sheets Manage, analyze, and visualize data 
collaboratively in a cloud-based spreadsheet

Microsoft Word A feature-rich word processor for creating, 
formatting, and editing professional documents

Microsoft Excel
A powerful tool for data organization, analysis, and 
automation using advanced formulas and 
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How to Scan 
Documents 
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How to Scan Documents (CamScanner): Use 
mobile apps to scan, save, and share documents 
as PDFs



Google Docs



Google Docs
● Google Docs is a cloud-based word processor that allows 

users to create, edit, and collaborate on documents in 
real-time. It’s part of Google Workspace and integrates 
seamlessly with other Google tools

● Document Creation and Editing: Create and edit text 
documents with robust formatting options, add tables, 
images, links, and drawings directly to your documents

● Real-Time Collaboration: Multiple users can edit a 
document simultaneously, changes are visible instantly, 
and edits are marked with each collaborator's name

● Version History: View and restore previous versions of a 
document, keeps a detailed log of changes with 
timestamps and editor names

● Sharing and Permissions: Share documents via links or 
email, set permissions to control who can view, comment, 
or edit



Google Docs
● Templates: Access built-in templates for resumes, 

reports, letters, and more, customize templates to suit 
specific needs (canva is a great tool for resume 
templates)

● Offline Access: Enable offline mode to work on 
documents without an internet connection, changes 
sync automatically when connected to the internet

● Collaboration Tools: Leave comments, assign tasks, and 
resolve issues directly within the document, use the chat 
feature for real-time discussions during editing

● Export and Import: Export documents in multiple 
formats, including Word (.docx), PDF, and plain text, 
import and edit Microsoft Word documents without 
losing formatting



Steps to Use Offline Mode



Google Docs

http://www.youtube.com/watch?v=6K7pOxtI6B4
http://www.youtube.com/watch?v=6K7pOxtI6B4


Alternative
Alternative:
● Microsoft Word is a powerful word processing 

program that allows users to create, edit, and 
format text documents for various purposes, 
including personal, academic, and professional 
use. It’s part of the Microsoft Office suite and is 
widely recognized as the industry standard for 
document creation

Comparison:
● Google Docs: Collaboration, ease of use, and 

cost efficiency
● Microsoft Word: Advanced formatting, desktop 

functionality, and offline work



Alternative

http://www.youtube.com/watch?v=j-ZAVHk5SaU
http://www.youtube.com/watch?v=j-ZAVHk5SaU


Google Sheets



Google Sheets
● Google Sheets is a cloud-based spreadsheet 

application that allows users to create, edit, and 
collaborate on spreadsheets in real-time. It’s part of 
Google Workspace and integrates seamlessly with 
other Google tools like Docs, Drive, and Slides

● Data Management: Organize data into rows and 
columns for easy tracking, add filters and sort data for 
quick insights.

● Formulas and Functions: Perform calculations using 
basic to advanced functions like SUM, IF, and 
ARRAYFORMULA. Use formulas dynamically across cells 
and ranges

● Charts and Visualization: Create bar, line, pie charts, 
and more to visualize data, dynamic charts update 
automatically when data changes



Functions



Functions



Charts



Google Sheets
● Tables: Organize data into rows and columns for easy 

management, analysis, and visualization; dynamically 
expand, filter, and format for clear and interactive data 
representation.

● Collaboration and Sharing: Real-time collaboration: 
Multiple users can edit the same spreadsheet 
simultaneously, share via links with controlled permissions 
(view, comment, or edit)

● Explore Tool: Use Explore for AI-powered insights to see 
useful information such as sum, average, min, max, and 
number count

● Offline Access: Enable offline mode to view and edit Sheets 
without an internet connection, changes sync 
automatically when reconnected

● Import and Export: Import files from Excel (.xlsx) or CSV, 
export files to Excel, PDF, or CSV formats for compatibility



Built-In Calculations

http://www.youtube.com/watch?v=O2rj8DCfYds
http://www.youtube.com/watch?v=O2rj8DCfYds
http://www.youtube.com/watch?v=qhVfJTwjpyE
http://www.youtube.com/watch?v=qhVfJTwjpyE


Alternative
Alternative:
● Microsoft Excel is a versatile spreadsheet 

application used for organizing, analyzing, 
and visualizing data. It is part of the Microsoft 
Office suite and is widely used in businesses, 
education, and personal projects.

Comparison:
● Google Sheets: Collaborative data 

management, light-to-moderate analysis, 
and cost savings

● Microsoft Excel: Complex data analysis, 
large datasets, and advanced functionality



Alternative

http://www.youtube.com/watch?v=UR2830RUWmQ
http://www.youtube.com/watch?v=UR2830RUWmQ


How to Scan 
Documents using 
(CamScanner)



What is CamScanner

CamScanner is a mobile application that 
transforms your smartphone or tablet into a 
portable scanner. It allows users to scan, 
digitize, enhance, and manage documents 
quickly and easily. The app is widely used 
for creating high-quality PDFs or image files 
from physical documents, receipts, 
business cards, or notes.
It’s great for personal use, academic use, 
professional use, and sharing + 
collaboration.



How to Scan Documents (CamScanner)

http://www.youtube.com/watch?v=0a5EK-ZCQNE
http://www.youtube.com/watch?v=0a5EK-ZCQNE


Any Questions?


