Google Docs Offline Setup

1. Open Google Drive L while connected to the internet (at school, hotspot, public Wi-Fi).

2. Click in upper right portion of the screen.

3. Choose Settings in the new menu that appears.

Settings 4. Make sure Offline
box is checked
I General Storage 19.2 GB used
Notifications View storage details 5. Click Done
View items taking up storage

Manage Apps

Convert uploads O convert uploaded files to Google Docs editor format

Language Change language settings

Offline Create, open and edit your recent Google Docs, Sheets, and Slides files on this
device while offline
Mot recommended on public or shared computers. Learn more

Density comfortable -

Suggestions Make relevant files handy when you need them in Quick Access.
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7. Turn on Offline preview
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8. Right-click (two-finger Available offline
click on Chromebook) grayed-
out Docs, Sheets, or Slides
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9. Make Available offline
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10. Recent Google Docs, Sheets, and Slides may be available offline automatically. All previous
steps will need to be completed with internet access.

11. You may now close your Chromebook and access those specific files even when
disconnected from the internet.

12. Changes to documents will sync once the device is reconnected to the internet.



