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Introduction

Whenever you create a file using Google Docs, that file will remain accessible
to you any time you log in to Google Drive. However, there may be times when
*  Word you want to download or print that file.
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In this lesson, you'll learn how to convert and download files from Google

RTF Docs format. You'll also learn how to print Documents, Spreadsheets, and
PDF {T) Presentations.
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Cirl+P HTML (Zipped)
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Converting Files from Google Docs Format

Sometimes, you may find that you have a need to download a file from your Google Drive. You may want to
attach it to an email or open it in another application that allows for more formatting options (like Microsoft Word
or Excel). Any file stored in it's original format can be downloaded and used right away. But when downloading a
file in Google Docs format, Google Drive will need to convert it, or change it, into a formatted file like DOC,
PDF, RTF, etc.

You will need to select the format that is most useful to you and your needs for the file. In this example, we will
show you how to convert a Google Document file into a PDF file.

To Convert a Doc to a PDF File:

Converting a Google Document into an Adobe Acrobat Document, which is called a PDF file, can be
especially useful when you no longer wish to make changes to it. A PDF file retains the document's original
formatting, allowing someone else to view the file, but not make any changes. This might also be helpful when
attaching a document to an email or posting it as downloadable link on a website.

1. Click to open the file that you want to convert.
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B Student Contract Form 2011
E To-Do: Art room prep Shared
n | |r1ifr::|l-<'h|rh.’|::|g||r1fi:l_FInnl-r tf

B Welcome Back Teachers Week Shared
WWelcome Dack |eachers Week

. 1
E will fan art.png ‘.;E come Back Teachers Week l
B Woaorksheet- Feelings & Shapes Triangles.docx

Clicking a selected file to open it

2. Locate and select the File drop-down menu.

3. Hover the mouse over the Download as option and select your desired conversion format from the drop-
down menu. Here, we will select PDF.

Welcome Back Teachers Week
File ' [Edit View Help View only
Share_
Mew -
Cpen... Ctrl+0
Make a copy...
Download as - Word
- oDT
Email as attachment. .. RTF
PDF o
= P Text
= Print Ctrl+P r
2011-2012 school year ¢ HTML (Zipped) m
Monday, August 8th through Friday, Augus

Selecting a format to convert the doc

4. The file will convert and download. When finished, the Downloads dialog box will appear. Double-click to
open the file.
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Double-click
to open the
| PDF file
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Opening a downloaded PDF file

To Convert Multiple Docs to PDF Files:

If you do not need to choose a specific file type for individual files, Google Drive makes it easy to download and
convert several files at once. The files will then download to your computer as zipped, or compressed, files.
Here, we will convert multiple document files into PDF files.

1. Select the box next to each file you will convert. In this example, we will select two documents and one
presentation.
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v Lake Stone Montessori Art Club Recommended Supplies
W Art Room Rules

I Art Club Fall 2011

B Artists

Art Club final project Art Club

[ Lake Stone Montessori Art Club - Sample presentation =
Y §B Classroom Expenses 2011-12 Class Stuff

< §m Art Club Roster 2011-2012

Select the box
of each file you

will convert

Clicking multiple docs to convert

2. Click the More button and then select Download... from the drop-down menu.

More -

& Share... ’

Add star
ne

Don't show in Home

M Organize. .

IMark as unviewed
Download. .. qﬂ""]

B Move to trash

Selecting Download...

3. The Convert and Download dialog box will appear. Each type of file selected will be placed into groups. In
our example, the two documents we selected were placed into the first group, and the presentation was
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placed into the second group.

4. Select a conversion format for each group. In our example, we will choose PDF for both groups.
5. Click Download to begin converting and downloading the files.
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Convert and Download

Selected items All items

Choose how you want to download each Kind of file:

Change all formats to: M3 Office - Open Office - POF

Files to be compressed ina zip file: 3
You can export up to 2 GB at a time.

b 4

El bocument 2)  PDF L't& <
[ Presentation (1) PDF - t/"

M

Select a format for
each type of Google

Doc to convert into

Click Download
when you are reacdy

to convert and
download the docs

Making selections in the Convert and Download dialog box
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6. Google Docs will convert and zip (compress) your files and download them to your computer. The Zipping
Files dialog box will appear briefly and then disappear when the files begin to zip.
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Zipping Files

Your files are being zipped. When complete, your download will begin automatically.

Calculating size of download...

Don't want to wait?
Google can send you a link when the files are zipped and ready for download.

‘ Email when ready | Cancel file zipping Start over

Zipping selected files

7. When zipping has finished, the Zipping Complete dialog box will appear. Click Close to continue. The
zipped files will continue downloading automatically.

Zipping Complete

Your download will begin shortly.
If it does not start, click here to download.

;
- L3

Closing the Zipping Complete confirmation

8. When the files have finished downloading, a dialog box will appear at the bottom of the window. Click Open.
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Zipping Complete

Your download will begin shortly.
If it does not stam, click hers 1o downlgad.

When the files have
downloaded a dialog box
will appear, click Open

Do you want to open or save documents-export-2012-05-07 zip (848 KB) from doc-14-ds-docs googleusercontent.com?

Opening downloaded documents

9. The Open Documents dialog box will appear. Double-click a file to open it on your computer.
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Extract all files

Orga-m:e -

o Favorites
Bl Desktop
& Downloads
& Google Drive =
2 Recent Places

|5 Lake Stone Montessori Art Club Recommended Supples List [}Mubz Acrobat Doc...

| —

kgl | |  Windows » Temparary Intemet Files » ContentIES » IXTSFIFU » documents-export-2112-05-47 w | ¢ | Seovch documents-export-2012-05-07

Hame Type Compressed sze

Adobe Acrobat (o 14 KE

L Art Club final project

T
54 K

o Libraries LS
¥ Decurnents
J Busic
b Pictures
B videcs

2

- 4
|

Lake Stone Montessori Art Club Recomm... Compressed sce: 534 KB

m F

Ratio: 0%

Sire: 582 KB Date modified: 17/23/1859 700 PM

Type Adobe Lcrobat Document

Selecting a file to open
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Printing Google Docs

If you are creating and editing files in Google Docs format, you can also print those files directly from your
browser. Printing from Google Drive should feel familiar if you have ever printed a file using Microsoft Office.
Google Drive offers a print preview option, which allows you to see how the file will appear on the page before
printing. You can also change the printer settings to modify the page layout and formatting before sending the
file to the printer.

There are several ways to print a file:

1 Clicking the Print button =*.
1 Using the keyboard shortcut Ctrl+P (Windows users) or Command+P (Mac Users).
1 Clicking the File drop-down menu and selecting Print.

File

Edit View Insert Format

Share._.

Mew
Open...
Fename. .

Make a copy...

See revision history

Language

Download as

Publish to the Web. ..
Email collaborators. ..

Email as attachment. ..

Page setup...

Print preview

Ctrl+0

Alt+Ctri+G

=

Print

iEx

Ctrl+P

. Lake Stone Montessori Art
T

=

Selecting Print
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Print preview will vary depending upon which type of Google Doc you are viewing. Sometimes it is available as
a menu option, other times it is shown in the Print dialog box.

Printing Google Documents

When printing a Google Document, you will download it to your computer as a PDF file. You will then need to
open the PDF file to print it.

To Print a Google Document:
1. Locate and select the Google Document that you want to print.

& Student Contract Farm 2011
Bl To-Do: Art room prep Shared
E nifrakturldaountia-Honk tf

Welcome Back Teachers Week Shared
1

...... . 1
E will fan En'pngﬁ:{ﬁcome Back Teachers Week }
B Warksheet- Feelings & Shapes Triangles.docx

Opening a Google document

2. The Google Document will open in a new tab in your browser.
3. Click the Print button. Google Drive will automatically download a PDF file of the document to your

computer.

Welcome Back Teachers Week
File Edit View Insert Format Tools Table Help

~ L - T | Normaltext ; Cambria =11 - B
™

Ay
Print {Ctri+P})

Il
(Il
4k
i
Fl

=y
P
(]

Clicking the Print button

4. When the download is complete, the Downloads dialog box will appear.
5. Double-click to open the PDF file.
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6. Navigate to the File drop-down menu and select Print & to open the Print dialog box.

7.

docs.google.com

Double-click

to open the

PDF file

Opening the PDF file

ﬁ] WelcomeBackTeachersWeek(7).pdf - Adobe Reader

I8 Edit View Window Help

B Open... Ctrl+ 0O

TH CreatePDF Online...

Save As

[ save Ctrl+5

3

Share Files Using SendMNow Online...
Attach to Email...

[£7 Get Documents Signed...

Revert
Close Ctrl+W
Properties... Ctrl+D

(]

L5

1 Chlsersh..\WelcomeBackTeachersWeek(7).pdf
2 Chllsers\..\WelcomeBackTeachersWeek.pdf

3 G\ AMeeting_notes_October_14th_2011, pdf

4 Chlsersh..\WelcomeBackTeachersWeek(5).pdf
5 Chlsershanetzel,.\Untitleddocument.pdf

Exit Ctrl+ Q)

Selecting Print from the PDF File drop-down menu
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In the Print dialog box, set your print options for number of copies, page size, orientation, and more.
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8. Click Print to send the PDF file to the printer.

Print w

Printer: ll.n:marklﬂll vH Properties H Advanced I telp &

Copies: [1 .
k Select the desired

?gﬁmm number of copies Comments & Forms

i@ All [ Document and Markups - ]
© Current page [ Sumrnarize Comments I

() Pages |l -2

* More Options 8.5x11 Inches

Page Sizing & Handling (&)
[ g5 poster H [E] Multiple H [5] Bookiet ]

Size Options: \
@ Fit Adjust Page
Sizing and

) Actual size

@ Shrink oversized pages Handling

[7] Choose paper source by PDF page size

[] Print on both sides of paper

Orientation: ﬁ Select the page
® Auto portrait/landscape orientation

() Portrait

() Landscape

Want to print colors as gray & black? @l

Click Print when you E]
are ready to print Pagelof2

our document
Page Setup... y W Cancel

Selecting printer options

If you use Google Chrome as your internet browser, the process will be slightly different. Clicking Print will make
a Print dialog box appear rather than a PDF file to download.

©1998-2013 Goodwill Community Foundation, Inc. All rights reserved.



o
&'ccr

LearnFree.org®

Print - ‘

Total: 3 sheets of paper

Print | Cancel

Destination Lexmark X422 - Bat .

1 hope: sachiof you have had & wonderul summer. AS you know, siudenis wil return for e
2011-2012 school year on August 17th. This mesns: thai our official plarming wess: will be:
Pages =) All Monday, Auguat Bth through Friday, Ruguit 1210, As ulusl, Serdaencs P e s

wa reguirad Wa'l be going over salely procedun, new saling polcisa, siall changes, and
more. Below 8 e lenisie schedils Plasss revew This doc sgain belors Mondsy. Fighl now
we're inorang oul Some specifics, bul | will updsle and &dd more detals &5 S00n a5 | have
e,

m

N Alsn, note Fal e AT specislsl snd guidsnoe counssli e aivengsd & mesling il sach
wODIES 1 + = eaches 0 Q0 Over your Class rosiers and disCuss any special socommodaions. You should

Two-sided Fioml Bress i ermmil o 2l o aboul amylirg. Aa il has Been Fe gt moni, e schoo buldng
wlll be open i eachers and stefl Monday-Frigay from B-8. I be in my office most deys, so
ko Pt b e by

Margins Default - Lecking forvd © 8 greal yaar!
Lisa Pai
)ptions +| Headers and footers
Schedule (Precise times (o be sdded soen!)
Print using system dialog... (Ctri+Shift+P) "
Wekenere back biunch -
Revdsw of absll & pobey changes

o wes Chd Bl o= and wihal we: Can mprowes

Tuesday

Viewing the Print dialog box in Google Chrome
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Printing Google Spreadsheets

When printing Google Spreadsheets, the process will be slightly different from printing Google Documents. You
will not download a PDF file. Instead, you will select your print settings and then a print preview of your document
will appear in the Print dialog box.

To Print a Google Spreadsheet:
1. Select and click the Google Spreadsheet that you would like to print.
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I Art Club Fall 2011
Arfists

il Classroom Expenses 2011-12 Class Stuff

[
im Art Club Rostel,_J011-2012
Classroom Expenses 2011-12

Copy of Infogr

Opening a Google Spreadsheet

2. Click the Print button.

Classroom Expenses 2

File Edit WView Insert Format

~ L] - $ % 1
[ef~o-7

Print {Ctri+P)

Clicking the Print button

3. The Print Settings dialog box will appear.

4. Select the Options you will use to print the spreadsheet:
i Choose the sheets you wish to print. If your spreadsheet has multiple sheets, you may choose to
print only the current sheet, all of the sheets, or only a highlighted selection from a sheet.

i Select other options to appear on the printed copy like gridlines, the title, and page numbers.

i Choose the desired Layout for the printed copy like Fit to width, Actual size, Portrait, or
Landscape. If you have many columns you may wish to print on a single page using Landscape
orientation.

5. Click OK to continue.
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Select the desired oose the Options
Print Settings sheets from the to include on the
spreadsheet to print printed copy
Options
® Current sheet + Repeat row headers on each page
A sheels Mo gridiines

Include document title

Selection Include sheet names

Paper size Include page numbers

A4 (210 mm x 297 mm) =
Select a print Layout
for your spreadsheet
Layout
L] L]
Fit to width Actual size Portrait Landscape

- .

| page(s) long recommended

Click OK

‘q| ' to continue

The Print Settings dialog box

6. The Print dialog box will appear with a preview of your spreadsheet. Select the number of Copies you will
print, and then click Print to print the spreadsheet.
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Print

Total: 1 sheet of paper

Destination Lexmark X422
Pages o Al
Copie 1 + | =

| Two-sided

Print using system dialog... (Ctrl+Shift+P)

-

.

e
i)

| Print i‘ﬂﬁrm:el

iy

Wlih1 ne

Click Print to
print the

spreadsheet

Select the
number of
Copies to print

Printing from the Print dialog box

Printing Google Presentations

Printing Google Presentations will require you to select the number of slides you would like to print on each
page. You will also need to choose whether or not to leave room for the speaker's notes. Once you have made
your selections, Google Drive will automatically download a PDF file to your computer for preview and printing.

To Print a Google Presentation:

1. Select and open the Google Presentation that you would like to print.

D Lake Stone Montessori Art Club Open House Presentation

me

[aal=1

E] Lake Stone M
W Art Room Rules
I Art Club Fall 2011

El Art Club final Y_hiect Art Clun
Lake Stone Montessor Art Club Open House Presentation

1m

me

me

Opening a Google Presentation

2. Click the Print button.
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File Edit View Insert Forma

Slide 1 of 4 || | »

[ Print the presentation (Ctrl+P)

Open House Presentation

Clicking the Print button

3. The Print Preview dialog box will appear. Set the print options you would like to use for printing the
presentation:
i Inthe Layout drop-down box, select the number of slides to print on each page.

i Deselecting Show background will display a white background on your printed copy.

i Selecting Speaker notes will add space next to each slide on the copy, and it will also adjust the
number of slides that are able to be printed on each page. You may need to go back to the Layout
drop-down box to change the number of slides you would like to show on each page.

4. Click Print to continue.
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Ly e

A1 T bt

Al ghad Mre W san

( Choose the

number of slides
to display

Show background

Speaker notes

Select Show
background and/or
Speaker notes

Click Print to
continue

/

%

[ Pring[ Save as PDF...

[x]

Selecting options in the Print Preview dialog box

5. Google Docs will automatically download a PDF file of the presentation. When the download is complete,

the Downloads dialog box will appear.
6. Double-click to open the PDF file.
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docs.google.com

Double-click on
the PDF file to

open it

Search... P

Opening the downloaded PDF file

7. Preview the presentation and then click the Print button to print.
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Preview the
presentation and
then click the Print
button

Open House Presentation

Mrs. Mason
Art Teacher

Agenda

= All sbout Mrs. Mason

# Art actraties planmed for this year
= Expected ficld trips

= Art supplics

» Classroom expectations

Reviewing and printing the presentation

Page 5

Challenge!

=

Convert a Google Document file into a PDF file.

?
?7 ey 2. If you have Microsoft Word installed on your computer, convert a Google
. Document to a Microsoft Word document.

i .
3. Print one copy of a Google Document.

Create and print a Google Presentation so that the printed copy has two
slides per page and room for speaker's notes.
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