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All-new 2nd Edition of this popular Google Drive and Google Dacstutorial! Do you have 30 minutes to
spare? It'sall you'll need to get up to speed with Google Drive, Google Docs, Google Sheets, and Google
Slides, the free online productivity suite and Microsoft Office aternative. Millions of people use the
softwar e every day on their computersand mobile devices. Y ou, too, can use Drive, Docs, Sheets, and
Slides to perform the following tasks:

- Write reports and | etters with Google Docs

- Crunch numbers and create online data entry forms using Google Sheets and Google Forms

- Use the Google Drive app and the Google Docs app on your Android phone or tablet, or iPhone or iPad to
create and edit files on the go

- Give presentations online or on your phone or tablet with Google Slides

- Collaborate online with classmates and colleagues

- Convert Microsoft Office documents to Google formats, and vice versa

- Perform limited editing of Microsoft Word, Excel, and PowerPoint documents

- Print documents, drawings, and spreadsheets using Google Cloud Print

- Revert to earlier versions of files using Google Drive

- Export PDFs

- Make pie charts, bar charts, and simple tables

- Use Google Formsto gather data

- Publish documents and spreadsheets online

The second edition of this popular guide covers the new Google Drive basics as well as the updated mobile
and desktop interfaces for Docs, Sheets, and Slides. The tone of this Google Drive book isfriendly and
easy to understand, with lots of step-by-step instructions and examples and nearly 50 screenshots. The
guide can be used by anyone with a PC, Mac, or Chromebook. It also includes instructions for using Google
Drive, Docs, Sheets, and Slides apps on iPhones, iPads, and Android phones and tablets. In addition to
serving as a solid introduction to new users, it's a great reference manual for more experienced users as well
as for people making the transition from Microsoft Office, not to mention teachers using Google Drive for
education and Google Docs in the classroom. It includes a glossary of keyboard shortcuts, as well as sections
on document formatting, organizing and syncing files, offline documents, collaboration, and Office
Compatibility Mode for Microsoft Office documents.

What readers are saying

Thousand of people have turned to Google Drive & Docs In 30 Minutes since the first edition was rel eased.
Here are somereal reviews: Bob: ” Thislittle booklet should get a novice off and running using Google
Drive and Docs. Even a pro will pick up atrick or two.” Anonymous: " My son gave me a Chromebook to
replace my Netbook. He helped me prepare a slide presentation at work and transfer it to Sides. |
understand it more now.” D. Alan: " [ The author’s] claimsto get readers up-to-speed with new technical
jargon holds true. Many of the tips now seem intuitive, but | needed a launchpad from which to spring, and



his book met my demands.” Michael: " I'mglad thereis an entire chapter on collaboration, including setting
it up, how it works, and what it looks like in operation. ... Collaboration istruly a killer app and Google has
made it easily accessible.” Darlene: " Excellent introduction to Google Drive. Well researched, easy to
read, nicely organized.” Diane: " | gave a Google Drive workshop and knew that many of the participants
would want step-by-step instructions for things that | was only quickly able to show themin the workshop.
This little book fit the bill perfectly.” Note: Google Drive & Dacs In 30 Minutesis not affiliated with “For
Dummies’ books, Google Drive, or other Google and Microsoft services referenced in the guide. In 30
Minutes® is aregistered trademark of publisher i30 Media Corp. All rights reserved.
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From reader reviews:
Tameka Ahmed:

Spent a free the perfect time to be fun activity to complete! A lot of people spent their spare time with their
family, or al their friends. Usually they carrying out activity like watching television, gonna beach, or picnic
within the park. They actually doing same every week. Do you feel it? Will you something different to fill
your current free time/ holiday? Might be reading a book could be option to fill your free of charge time/
holiday. The first thing you ask may be what kinds of book that you should read. If you want to test ook for
book, may be the reserve untitled Google Drive & Dacsin 30 Minutes (2nd Edition): The unofficial guideto
the new Google Drive, Docs, Sheets & Slides can be good book to read. May be it might be best activity to
you.

John Harris:

Google Drive & Docsin 30 Minutes (2nd Edition): The unofficial guide to the new Google Drive, Docs,
Sheets & Slides can be one of your nice books that are good idea. We recommend that straight away because
this publication has good vocabulary that could increase your knowledge in vocabulary, easy to understand,
bit entertaining but delivering the information. The article author giving his’her effort that will put every
word into satisfaction arrangement in writing Google Drive & Docsin 30 Minutes (2nd Edition): The
unofficial guide to the new Google Drive, Docs, Sheets & Slides however doesn't forget the main position,
giving the reader the hottest and also based confirm resource facts that maybe you can be one among it. This
great information can easily drawn you into completely new stage of crucial thinking.

Anne Shibata:

This Google Drive & Daocsin 30 Minutes (2nd Edition): The unofficial guide to the new Google Drive,
Docs, Sheets & Slidesis great guide for you because the content which can be full of information for you
who all always deal with world and possess to make decision every minute. That book reveal it info
accurately using great arrange word or we can claim no rambling sentencesin it. So if you are read the item
hurriedly you can have whole factsin it. Doesn't mean it only provides straight forward sentences but tricky
core information with splendid delivering sentences. Having Google Drive & Docsin 30 Minutes (2nd
Edition): The unofficial guide to the new Google Drive, Docs, Sheets & Slidesin your hand like getting the
world in your arm, information in it is not ridiculous one. We can say that no book that offer you world in
ten or fifteen minute right but this reserve already do that. So, thisis certainly good reading book. Hey there
Mr. and Mrs. stressful do you still doubt which?

Claudia Butler:

Isit you actually who having spare time after that spend it whole day by watching television programs or just
lying down on the bed? Do you need something new? This Google Drive & Docsin 30 Minutes (2nd
Edition): The unofficial guide to the new Google Drive, Docs, Sheets & Slides can be the solution, oh how



comes? A book you know. Y ou are consequently out of date, spending your spare time by reading in this
brand-new erais common not a nerd activity. So what these guides have than the others?
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