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Drazen_/Getty Images Google Drive is quite a tool that allows you to create, edit and share files and other documents from almost any device in almost any location. For Google Docs, Sheets, and Slides, you can still use add-ons to make them fly. Here are some of Google's best add-ons to help you get the most out of these programs in 2020. To download add-ons, open any file in one of these three programs, and then search the
toolbar at the top for add-ons. Great for correcting or making sure you're writing in the right tone, Speakd will read entire documents back to you, or you can highlight specific passages and just ask you to read those parts. It also tracks how long it's been reading, in case you need to get a sense of speech length. Download Speakd for Google Docs If you repeatedly use certain pieces of text and want to find those snippets faster when
you create documents, Doc Builder is the add-on you need. Creates a sidebar where you can quickly navigate through saved pieces of text and insert them directly into your documents. If you write many similar types of documents that use similar vocabulary, such as contracts or pitches, Doc Builder will save you a lot of time and help you prevent costly errors when reusing some of the documentation. Download Doc Builder add-on for
Google Docs It can be very difficult in bare bones text editor such as Google Docs to download text from different sources and have it all fit. Copying and pasting can pull different fonts, background colors, HTML codes, and other unwanted information that completely throws your organization and document flow out the window. Text Cleaner fixes all this by letting you choose the formatting elements you want to keep and that you want
to eliminate. You can use simple check boxes to clear the entire document or only specific highlighted portions. Download Text Cleaner for the Google Docs Slide Toolkit helps reduce the many repetitive editing tasks you can do in Google Slides presentations. This is a huge time saver when you find out where everything is, and is ideal for activities that have a few small steps. Useful items that the slide toolbox contains are: Table of
Contents: Automatically creates a table of contents slide that connects to each other with a slide in a presentation. Export slides: Save the entire presentation or each slide as a single image. Set font size, case, etc.: Quickly and easily manipulate all text in your presentation. Get outline text: Export all text in your presentation to a single text file. Download slides toolbox for Slides You can also find this add-in for documents and
worksheets, but slides are where insertion icons are likely to be visible in its use. This add-on contains almost 2000 different icons to choose from and allows you to add them to your presentation in almost any color. Icons are free of charge are imported into a presentation with a transparent background, which means that everything you've already created will still be visible. These versatile icons come with Font Awesome and Google
Material Design and are included in easy-to-search databases that allow you to quickly and seamlessly add style to your presentation. Download add-on Insert icons for Google Slides This add-on is a bit specialized, but solves one of the biggest problems of slide presentation: lack of interactivity. Pear Deck offers several options for adding interactive slides to your presentation, including multiple-choice questions, slides where you
drag items to place them where you need them, and data collection slides. It's a great way for teachers to give students something to do besides clicking a presentation, and can be used to easily collect data and add interactivity during meetings and work sessions. Download Pear Deck for Google Slides If you don't already know keyboard shortcuts for adding accents to your Slide presentation, it can be tedious and time-consuming. If
you often create presentations with words from other languages, easy accents is a must. There are plenty of languages available to choose from, and all the accented letters will appear so you can easily select and insert them into your presentation. No more trying to draw accented letters in the Add Google special character box; just catch Easy Accents and never worry about it again. Download the Easy Accents add-on for Google
Slides Use the power of Google's massive algorithm to translate a worksheet into over 100 languages using translate my worksheet. You can select specific ranges or convert the whole thing, and it's simple and easy to use. It's not a complex or fancy app, but it does exactly what you need and does it right. Download the Translate My Sheet add-on for Google Sheets Creating tables can be one of the most picky and frustrating aspects
of working with Google Sheets, and table styles undo the time and stress that can cause. There are several different styles to choose from, and you can also easily manipulate them to create your own templates. Add custom colors and graphics, and then save your custom table styles so you can always go back to them and reuse them in the future. Table styles are intuitive and an absolute must for brand and business. Download table
styles for Google Sheets spreadsheets, which can get out of hand, and there's often a lot of information that we don't need to show, or we don't want others to see. This is where the Crop Sheet appears. Simple and effective, Crop Sheet is an add-on that seems to be an option in the base program. You can crop specific data on a worksheet or select cells. Download the Overwhelm Sheet add-on for Google Drive Google Sheets and its
app families are increasingly being used to create spreadsheets and presentations. Presentation. are equipped with plenty of storage space and are easily accessible. If you need a quick tutorial on the basics of navigating google drive and using its apps, look no further. Here's how to use Google Drive. Whether you've created or shared it with you, Google Drive contains a collection of files and folders. In addition to allowing you to
access files created within the Google Drive application family (Sheets, Documents, Drawings, etc.), the drive opens many other types of files, such as PDFs, Microsoft Office files, photos, and videos, to name a few. Access Google Drive by going to drive.google.com and signing in to your Google Account. After you sign in, you can open the file you want by using one of two methods. When you double-click a file, the first method
requires you to double-click the icon or document name on the My Drive page. Double-click the file and it will automatically open on another tab, especially if it was a file created using one of the Google Drive apps. If you didn't create the file in a Google Drive app, such as a photo, you can still open and view it by double-clicking it. However, for this type of file, it may not open on another tab. In fact, it will most likely open as a preview
overlay in the tab you're already using. Right-click the Second Method file to open the files by right-clicking the icon of the desired file on the My Drive page. This method of opening files is best for files that were not created in the Google Drive app family, such as videos, photos, or Microsoft Office files. Right-click the file icon to open the options menu. Choose Open with, and then select the app you want to open the file with. The file
should be opened on another browser tab or in any application selected to open the file. Using the second method also allows you to open Google Drive files using applications installed on your computer:Just right-click the file icon in My Drive to open the options menu. Choose Open with, and then choose Apps on PC. You might be prompted to download an app in Drive called Backup and Sync. Download it and follow the on-screen
instructions to install it. Once installed, you'll be able to open and edit Google Drive files using your own desktop apps, and your changes will be saved to Drive. Access Google Drive by signing in to your Google Account in the drive.google.com. On the My Drive page in Google Drive, locate and double-click the folder you want. The folder page should load and display its contents in the same browser tab, You 're using. Once you've
started collecting a large collection of files in Drive, you'll need to find a way to organize them. Creating folders in Google Drive is a great way to do it. There are two ways to create a new folder in Google Drive. Here's how to do both. Right-click the white space The first way to create a new folder in Google Drive is to right-click the white area of the area on the My Drive page to open the options menu, and then select New Folder. Use
the Google Drive menu to select a new one on the left side of the screen in Google Drive. Select a folder from the menu that appears. A dialog box appears prompting you to name the new folder. After you type the name, select Create to finish creating a new folder. Sometimes, you'll need to share your Google Drive folders with others. Here's how. On the My Drive page, right-click the folder you want to share. On the menu that
appears, choose Share or Get a share link. If you choose Share, a dialog box appears prompting you to type the names or email address of the people you want to share the folder with. Do it. Select the drop-down menu next to the text box. The menu icon is a pencil. Use this drop-down menu to select the permissions that you want to grant to people who want to access this folder and its files. Choose Can organize, add, edit, or view
only. Once you've selected permissions, select Done to stop sharing the folder. If you select Get shared link, the shareable link automatically fills in and copies to the clipboard. When you want to share this link with someone in a folder, paste the link into your social media email address, text, or DM address to share the folder with others. This link automatically gives these people permission to view the folder. Creating a file in Google
Drive is the same regardless of the Google Drive app you're using. In this example, Google Sheets explains how to create a file in Google Drive. On the My Drive page in Google Drive, choose New on the left side of the screen. In the menu that appears, select the right arrow next to Google Sheets. Select a blank spreadsheet or From template in the small menu that opens. When you select the type of spreadsheet file you want to
create, the new Google Sheets file opens on a separate tab. When you create and work on files in Google Drive, you might need to edit them from time to time. Here's how to edit a Google Doc document. Select to highlight the word or phrase you want to edit in your document. If you want to format highlighted text, keep the highlighted text and choose from a variety of formatting options on the format toolbar just above the document.
You can customize font size, font, text bold, and more. If you want to delete or copy/paste highlighted text, and then choose Cut, Copy, or Paste from the Edit menu on the toolbar. You can also right-click highlighted text to recall menus with the same Cut, Copy, and Paste options. The keyboard shortcuts for Cut (Ctrl+X), Copy (Ctrl+C), and Paste (Ctrl+V) also work when text is highlighted. You can share a file in Google Drive with
others because it needs to display important information, or you want them to work with you and help you edit it. In each case, here's how to share a file in Google Drive. For these instructions, this example shows you how to share a Google Slides file. Start by opening the Google Slides file on the My Drive page in Google Drive. From there, you can access The Share feature in Google Drive in two ways: Select a file in the upper-left
corner of the screen. In the Share.A dialog box, you'll be prompted to enter the email addresses or contact names that you want to share the Slides file with. You can also choose which permissions you want to grant to your contacts. Select Can edit, comment, or view. When you're ready to share, choose Done. Choose Share in the upper-right corner of the slide screen, which displays the same dialog box listed in the first method.
Follow the same steps as sharing the Slides file above. File.
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