
 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Entry Skills Line 

 Go to 
docs.google.com  1.1 

Step 1.0: Access to 

Google docs 

Step 2.0: Type and 

format text in Google 

docs 

Step 3.0: Insert an 

image in Google 

docs 

How to Create a Google Docs with Text, Image, and Hyperlinks 

Step 4.0: Insert a 

hyperlinks in Google 

docs. 

Log in 
1.2 

Click New 
1.3 

Click Google Docs 
1.4 

Locate and 
select Untitled 

document in the 
upper-left corner. 

1.5 
1.4 

Type a name for 
your file, then 

click OK. 
1.6 

 

Type the text. 
2.1 

Select the text you 
want to modify.   
               2.2     

Click the Font 
Size box from 
the toolbar. 

2.4.2 

Select 
the size you 

want to 
use.  
2.5.2 

 

Place the insertion 
point in the document 

where you want to 
insert the image.         

3.1 

Click Insert > Image 
> Search the web. 

3.2 

A search pane will 
appear on the right 
side of the window. 

Type the desired 
search term, then 

press Enter. 
3.3 

Select the text you want 
to make a hyperlink. 

4.1 

Click the Insert 
link button, or 
right-click the 

selected text and 
click Link. 

4.2 

The Edit Link dialog 
box will appear. In 
the Text field, the 
selected text will 
appear. You can 

modify this text if 
you want.              

4.3 

Type/paste the address 
you want to link to in 

the Link field.                 
 4.4 

Click Apply.              
 4.5 

Click the link to 
view the URL. 

   4.6 

Goal: Learners will create a Google docs with text, image and hyperlinks. 

The learners could read and follow the written 
instructions with minimal supervision. 

The learner can turn on  the computers, open a 
web browser and know Google docs. 

How do you want 

to format text?                  

2.3 

Click 
the Font bo
x from the 

toolbar. 
2.4.1 

Select the 
font you 
want to 

use.  
2.5.1 

 

Click 
the Font Color 
box from the 

toolbar. 
2.4.3 

Select 
the color you 
want to use.  

2.5.3 

Select the 
desired image, then 

click Insert. 
3.4 

http://drive.google.com/

