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Work o ine with Docs  Using a Chrome extension, you can edit your Google  Docs, Sheets, and Slides documents even when you  don't have an internet connection.   Oﬄine access for Google Drive is enabled by default  when you sign up for G Suite. If you changed this setting  and want to enable oﬄine access again, read about  oﬄine access to Docs, Sheets, and Slides.           
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Turn on o ine access for Google Docs, Sheets, and Slides    1.



In the Chrome browser (don’t use incognito mode), go to the Chrome Web  Store to install Google Docs oﬄine Chrome extension. 



2.



Click Add to Chrome. 



3.



In the pop-up, click Add extension. 



4.



You’ll brieﬂy see a conﬁrmation in a pop-up box at the top of your browser that  says Google Docs oﬄine has been added to Chrome. 



5.



Next, in your browser, go to drive.google.com/drive/settings.   (You may have to sign in using your G Suite username and password.) 



6.



Check the box labeled Sync Google Docs, Sheets, Slides & Drawings ﬁles  to this computer so that you can edit oﬄine.   You can now go to Google Docs, Sheets, or Slides, and you’ll see your  oﬄine ﬁles there. 



7.



Click to open them and make your changes.  They’ll sync when you’re online again.  



When you’re working on a document oﬄine, you’ll see Oﬄine



at the top, near 



the title of the document, and a message saying Add changes saved oﬄine  when you make a change.    



 



© 2018 Google LLC, 1600 Amphitheatre Parkway, Mountain View, CA 94043 



2 



         



2 



Enable o ine access for just one speci c document    There are times when you may want to just have oﬄine access for one single  Google Docs, Sheets, or Slides ﬁle. With this option, you won’t have access to your  other Google Docs ﬁles.   1.



Turn on oﬄine access in Drive (see above). 



2.



Open the Google Docs, Sheets, or Slides home screen. 



3.



On the ﬁle you want to use oﬄine, click More



4.



Click Available oﬄine.  



. 



You’ll see a checkmark in the bottom corner to let you know that this  document is now available oﬄine.   
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Make les available o ine from your desktop   1.



From your desktop, in the taskbar, click Drive File Stream



2.



Click Open Google Drive folder



3.



Right-click the ﬁle or folder you want to save oﬄine. 



4.



Click Drive File Stream > Available oﬄine.  



. 



. 



You can now work on your documents oﬄine. 



© 2018 Google LLC, 1600 Amphitheatre Parkway, Mountain View, CA 94043 



3 



























[image: Work with Gmail and Calendar o ine - G Suite]
Work with Gmail and Calendar o ine - G Suite












[image: Docs Cheat Sheet - G Suite]
Docs Cheat Sheet - G Suite












[image: See what you can do with Docs - G Suite]
See what you can do with Docs - G Suite












[image: Create professional Docs templates - G Suite]
Create professional Docs templates - G Suite












[image: How to work with Drive - G Suite]
How to work with Drive - G Suite












[image: HIPAA Compliance with G Suite]
HIPAA Compliance with G Suite












[image: Switching to Docs from Word - G Suite]
Switching to Docs from Word - G Suite












[image: Jamboard - G Suite]
Jamboard - G Suite












[image: Box for G Suite]
Box for G Suite












[image: Google Apps for Work TCO Comparison - G Suite]
Google Apps for Work TCO Comparison - G Suite












[image: Get more work done, faster. - G Suite]
Get more work done, faster. - G Suite












[image: Get more work done, faster. - G Suite]
Get more work done, faster. - G Suite












[image: Get more work done, faster. - G Suite]
Get more work done, faster. - G Suite












[image: Get more work done, faster. - G Suite]
Get more work done, faster. - G Suite












[image: Overview: Use mobile devices at work - G Suite]
Overview: Use mobile devices at work - G Suite












[image: Google for Work Security and Compliance Whitepaper - G Suite]
Google for Work Security and Compliance Whitepaper - G Suite












[image: o- - - - o]
o- - - - o












[image: Meet Drive - G Suite]
Meet Drive - G Suite












[image: Impo contacts - G Suite]
Impo contacts - G Suite












[image: Google+ Cheat Sheet - G Suite]
Google+ Cheat Sheet - G Suite












[image: HIPAA BAA - G Suite]
HIPAA BAA - G Suite












[image: G Suite  Cloud Platform]
G Suite Cloud Platform















Work o ine with Docs - G Suite






In the Chrome browser (don't use incognito mode), go to the Chrome Web. Store to install Google Docs ... You can now go to Google Docs , Sheets , or Slides , and you'll see your offline files there. 7. Click to open them ... You'll see a checkmark in the bottom corner to let you know that this document is now available offline. 
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