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File Menu Highlights 
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Insert Menu Highlights 

 
Arrange Menu Highlights 
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The Main Toolbar 

 

 
Undo/Redo 

 
Paint Format Tool ​: ​Google documents lets you copy the formatting 
you’ve applied to a specific section of text to another section using the 
paint format tool. 

 
Zoom to Fit 

 
Zoom 

 
Select: ​Select the object you wish to edit. 

 
Insert Line: ​Use the drop-down arrow to select or draw a line. 

  Insert Shape: ​Use the drop-down arrow to select and draw the shape. 

 
Insert Textbox: ​Type and insert your own text. 

 
Insert Image: ​Insert an image from your computer, url, from your Google 
Drive, or search Google images. 

 

 
Tips! 
Use Drawings to create and share images, diagrams, tables, charts, and 
more! 
 
Google Drawings is not just a stand-alone app ​, it is also available in the 
insert menu of Google Docs, Sheets and Slides (via web clipboard), allowing 
you to create and insert drawings on the fly and tweak them inline.  
 

Ready to Use Google Drawings with Students? 
Here’s an infographic to help:  
10 Ways to Use Google Drawings in the Classroom 
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Image Editing Menu 
There are sever contextual menus that will appear depending on the objects you are editing in 
the Drawing. Once you have inserted an image, you have access to some special editing 
features. 

 
Add a border: ​ This line tool will add a border around your image. 

 
Line Weight ​: Change the size of the lined border. 

 
Line Dash: ​ Choose from solid line or a variety of dashed line borders. 

 
Insert Link: ​Hyperlink to an outside webpage. 

 
Insert Comment: ​Add a comment to the drawing. 

 
Crop: ​Crop your image. Use the drop-down to crop into shapes. 

 
Reset Image: ​Reset the the image to original. 

 
Image Options: ​Recolor your image, and adjust transparency, brightness 
and contrast. 

 

Ready for More?  
Check out the other ​Cheat Sheets and Guides ​ and ​Google Tricks and Tips ​ on 
ShakeUpLearning.com ​! 
 

 

Subscribe to  
Shake Up Learning! 
Get the latest cheat sheets, tips and 
tricks for teachers! 
Click here to subscribe ​. 
 

 
Shake Up Learning Blog by ​Kasey Bell​ is licensed under a ​Creative Commons Attribution-NonCommercial-NoDerivatives 4.0 International 
License​. Based on a work at ​www.ShakeUpLearning.com​. 
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