Organizing Google Docs

Google Docs uses Collections instead of Foldersto store your files

To create a Collection, go to Create
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Home or

And then choose Collection from the dropdown list

Enter aname for the new collection

Rename

Please enter a new name for the item:

|Guu-gle Docs documents

And Click OK



Y ou will now see the new collection in your list of folders

Home
Starred
All iterns
Trash

Owned by me

B3 My collections
B Gth Grade Period 5 class ID

Google Docs documents

O Inventory

B ITAC AUP sharec

O SpeakUp Survey Results =
B Test class Sharec

B Using Webaccess

IO Collections shared with me

To put documents into the collection, click on the Home button
Select the documents you want to move into the collection by clicking in the little box
beside them

Documents v Images & videos v More options v

I [T Actonzsy

MODIFIED TODA
- B Googlg Docs documents

-
I
v
le v Importing cortacts into Google mail_pdf
vl Accesing Google Docs and Email pdf
vl Importing your O\tlook Calendar into Google_pdf
) vl & Importing your Qut\pok Calendar into Google docx
) vl & Importing contacts into Google mail docx

i B Accesing Google Dock and Email doc

EE AT IE T C A MR I TR BESR R

The click on the down arrow by Actions and choose Or ganize
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Organize
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Apply changesl Cancel |

In the Organize box, click in the box by the collection you want the filesin, then click on
Apply changes




