How to Convert Microsoft Office Documents

into Google Suite Formats

@ Download onto your desktop the Microsoft Office document you want to convert

@ On the Google “My Drive” folder, on the upper left-hand side, click on
> “Newﬂ
» “File upload”
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@ A window with your files will pop up

» Select the Microsoft Office document you want to convert
» The selected document will upload onto your Google Drive
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On the Google Drive, select the document and click on the three (3) dots on the upper
right-hand side

» Select “Open with”
» Select “Google Docs”

» The document will convert into a Google Doc and allow for editing and saving
My Drive ~

X tselected & & B B © i

nlcad [Z Openinnewtab

C-AE B GoogleDocs

@ On the Google Drive, delete the Microsoft Office version of the document



