
Googley 21C Writing Workflows 
How to Guide: Google Tools 

Creativity 
Google Drawing 
Step Image/Explanation 

Open 
Google 
Drawing 

https://docs.google.com/drawings 

Insert a 
shape by 
clicking on 
the shapes 
or 
Insert>> 
Shape 
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https://docs.google.com/drawings


Change the 
color of the 
shape 

 

 

Add an 
Image to the 
Google 
Drawing 

 

   
Page 2 



 

Add text to 
the Google 
Drawing 

 

Download 
the Google 
Drawing as 
a JPEG or 
PNG image, 
then insert 
this image in 
the Google 
Doc for 
team 
discussion. 
Students 
could also 
turn these in 
(Google 
Classroom)  
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Google Slides 
Step Image/Explanation 

Open 
Google 
Slides 

https://slides.google.com/ 

Change the 
slide color in 
the 
Background
>> 
Change 
Color>> 
Select color 
 
Note: If you 
select 
custom you 
can select 
your own 
color 
scheme 
using Color 
Hex codes 

 

Insert an 
image from 
a variety of 
sources 
including 
Google 
Photos 
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https://slides.google.com/


Add a text 
box and 
enter text on 
the image 
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Download 
the slide as 
a JPEG or 
PNG image 
which you 
can use for 
a variety of 
purposes. 
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Google Docs 
Step Image/Explanation 

Open Google 
Doc or  
Example  

https://docs.google.com/ for a blank document or​
​
Google Doc Example for Collaboration/Critical Thinking 

Share the 
Google Doc 
with 
Teammates: 
 
Select the 
Blue Share 
button 
 
Enter email 
addresses 
 
Select the 
pencil to 
share editing 
privileges 

 

 

Each 
teammate 
Inserts a 
PNG image 
created with 
a Google 
Drawing or 
Slides by 
clicking on 
Insert>> 
Image and 
selecting the 
image on 
your 
document 
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https://docs.google.com/
https://docs.google.com/document/d/1M9uifVemidJPb396Sm23ZsXTgtSRkchVDvsbId_A8jc/edit?usp=copy


Change the 
color of the 
shape by 
double 
clicking on 
the image 
and 
cropping the 
photo using 
the black 
handles on 
the edges 
and corners 
of the 
document. 

 

Resize the 
image by 
grabbing the 
blue dot at 
one of the 
corners 

 

Comment 
on each 
others 
images in 
the table 
below the 
image 
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Crowdsourcing 
Google Form 
Step Image/Explanation 

Open  
Google 
Form 

https://forms.google.com 

Create 
questions to 
respond with 
text:  
- Use either 
the short 
answer or 
paragraph 
options  

 

Google Sheet 
(Create this within the Responses page of the Google Form) 

Step Image/Explanation 

Open 
Google 
Sheet 

https://sheets.google.com/ 

Or Go to the Responses tab of the Google Form creation page 
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https://forms.google.com
https://sheets.google.com/
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