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What’s Up, Google Docs?
By Christina M. Heskett, Hillsborough Community College, Florida

BOARD SECRETARIES, EXECUTIVE ASSISTANTS, AND 
administrative staff have seen it all — at least when it comes 
to office hardware and software. In the past three decades, we 
witnessed the birth of the PC and the death of the typewriter. 
Virtually overnight, the mass migration from Corel to the 

revolutionary Microsoft Office took place. Word, Excel, PowerPoint, and Outlook brought 
on the mothballing of calculators, overhead projectors, and the Rolodex. Visio streamlined 
flowcharting, and Publisher raised newsletters to an art form. Floppy disks gave way 
to CDs, DVDs, and USB drives. Emails replaced memos and text messages replaced 
phone calls. 

Microsoft Office was indeed a godsend, albeit, an expensive one. Today, it is virtually 
programmed into our DNA. The idea of migrating to another suite of programs at this stage 
of our careers can be intimidating and quite frankly, often unnecessary. Having said that, it 
is important to know there are alternatives to Office that can enhance your skills, improve 
collaboration and bring new life to your documents… for free.

I am talking about Google Docs. What is that, you ask? Google Docs is a suite of web-based 
Office-type applications that can import, create, revise, and update documents, spreadsheets, 
drawings, forms, and presentations. Google Docs also allows you to work in real-time, 
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PBSN In New Orleans
JUST A FRIENDLY REMINDER THAT THE 
PBSN WORKSHOP WILL BE HELD October 6 
at the 2016 ACCT Leadership Congress in 
New Orleans. We have a variety of panels 
and sessions covering a range of topics — 
from the Freedom of Information Act (FOIA) 
and trustee engagement to active shooter 
response and survival. 

The PBSN business meeting will take place 
on October 7. During the meeting, we will look 
to fill vacant Executive Committee positions. If 
you are interested in becoming an executive 
committee member, please let us know. 
And don't forget to RSVP for PBSN’s annual 
reception, immediately following the Congress 
opening session on October 5.

INTERFACE



F A L L  2 0 1 6  T R U S T E E  Q U A R T E R L Y42

A PUBLICATION OF THE COMMUNITY COLLEGE PROFESSIONAL BOARD STAFF NETWORK IN COOPERATION WITH THE ASSOCIATION OF COMMUNITY COLLEGE TRUSTEES

NET WORK NEWS 
FALL 2016

collaborating with coworkers and colleagues at different 
campuses or colleges, across the country or even around the 
world. All you need Internet access and a Google account, 
which is also — you guessed it — free.

Google Docs offers a wide range of features comparable 
to Microsoft Office. At Google.com/docs, the tabs on the 
homepage include Docs, Sheets, and Slides, which are 
comparable to Word, Excel, and PowerPoint. 

DOCS includes most of the functionality of Word. In fact, 
you can open, edit, and save Word files in Docs or even 
convert a Docs file to Word. 

SHEETS layout and features are similar to Excel and, 
like its counterpart, it is great for creating tables, charts, 
and graphs. The “discuss” feature allows collaborators to 
communicate in real time right in the document. You even 
have the ability to set permissions allowing coworkers to 
view, edit, or even link to a document.

 SLIDES includes five different slide layouts, which may 
seem a little layout-lite compared to PowerPoint. However, 
PowerPoint’s seemingly endless layout options can be 
dizzying. You still have the ability to insert text boxes, video 
files, photos, and more.

One of Google Docs’ best features is its revision history, 
which can restore a document to any point in time since its 
creation. This is possible because Google Docs continuously 
saves documents, tracking and preserving changes. If a 
coworker made changes to a presentation and you need to 
go back to the original document, you can, with the click of 
the mouse.

You’ve never stored your data in the “cloud” before, and 
you are worried about losing your work? Don’t be. Google 
Docs virtually eliminates the risk of data loss by storing files 
safely off-site; it also eliminates the risk of losing data due to 
catastrophes such as tornados, hurricanes, fire, and flooding. 
Gone are the days of emailing files to and from home, carrying 
around USB drives, or uploading/downloading files so you can 
work on them elsewhere. Google Docs is accessible from any 
computer with Internet access. Have you ever had your server 
go down and been unable to access your files? As long as your 
Internet is working, you can still work with Google Docs!

What about security, you ask? Google Docs is password-
protected, so unless you share your password with another 
party, your documents are safe. Additionally, Google assures 
that, unless you choose to share or publish your files, they will 
remain private.

Documents created using Google Docs are stored online, 
so there is no need to create file folders. Advanced search 
capabilities make easy work of finding your documents. There 
is no software to download; as long as you have access to the 
Internet, you can access your files. Finally, Google Docs are 
compatible with most programs, including Microsoft Word, 
Excel, PowerPoint, Outlook’s .cvs files, HTML, Rich Text Format 
files (.rtf), text files (.txt), and more. You can even access 
Google Docs with your cell phone.

I would be remiss if I didn’t mention another program 
Google offers for, wait for it… free! It’s Google Forms, located 
at Google.com/forms. This program includes the ability to 
create surveys, invitations, RSVP lists, and more. Do you 
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need to poll your board? This is the place to do it, and a 
Google account is not needed to respond. Want to send 
an invitation while keeping track of who will attend your 
event? RSVPs are tracked automatically. Sending out a survey? 
Creating questions and answer options has never been 
easier. Creativity need not be stifled here — you can add 
backgrounds, select color schemes, and upload photos to 
make these forms distinctly yours. If you attended last year’s 
PBSN workshop in San Diego or registered for this year’s 
workshop, you have seen surveys and invitations created with 
Google Forms.

By no means am I suggesting that you stop using Office and 
switch to Google Docs. Office is pretty amazing, and there is no 
doubt this software has made our work lives easier. However, 
there are benefits to using Google Docs that just are not available 
in Office — specifically, the ability to collaborate. We often find 
ourselves alone, lost in our work. Having the option to work as a 
team to achieve a goal can be quite fulfilling.

American explorer Daniel Boone once said, “I have never 
been lost, but will admit to being confused for several weeks.” 
I hope each of you will take time to explore Google Docs and 
Google Forms and get lost in the possibilities.
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