
How to Insert a Text Box in Google Docs 

Enhancing the visual appeal and organization of your Google Docs document is made easier 

with the incorporation of text boxes. Whether you want to emphasize specific information or 

create a more structured layout, knowing how to insert a text box in Google Docs can be a 

valuable skill. Let's explore the steps to seamlessly integrate text boxes into your documents. 

Inserting a Text Box in Google Docs: 

 Open Your Google Docs Document: 
 Begin by opening the Google Docs document where you want to insert a text 

box. Ensure that you're signed in to your Google account. 
 Access the Drawing Tool: 

 Navigate to the "Insert" menu at the top of the screen. From the dropdown menu, 
select "Drawing" and then choose "+ New." 

 Create Your Drawing: 
 A drawing dialogue box will appear. Click on the image icon within the drawing 

tool, and select "+ Text box." A text box will now appear on your drawing canvas. 
 Enter Text and Adjust Size: 

 Click inside the text box to enter your desired text. You can also resize the text 
box by clicking and dragging the corners. 

 Customize Font and Formatting: 
 Highlight the text within the text box to reveal additional formatting options. You 

can customize the font, size, color, and alignment to suit your document's 
aesthetic. 

 Add Shapes or Lines (Optional): 
 The drawing tool also allows you to include shapes or lines within your text box. 

Click on the shape icon in the toolbar to insert lines, arrows, or various shapes to 
complement your text. 

 Save and Close the Drawing: 
 Once you're satisfied with your text box, click "Save and Close" at the bottom 

right of the drawing dialogue box. The text box will now be inserted into your 
Google Docs document. 

 Adjusting the Text Box Position: 
 After inserting the text box, you can click and drag it to your desired location 

within the document. Additionally, you can use the alignment options in the 
toolbar to refine its placement. 

Benefits of Using Text Boxes in Google Docs: 

 Visual Emphasis: 
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 Text boxes allow you to draw attention to specific information, making it stand out 
on the page. 

 Structural Organization: 
 Use text boxes to create a more structured and organized layout within your 

document, especially useful for highlighting key points. 
 Enhanced Document Clarity: 

 Incorporating text boxes can contribute to the overall clarity and readability of 
your document, especially when dealing with complex or detailed information. 

Conclusion: Elevating Document Dynamics 

Mastering the art of inserting text boxes in Google Docs opens up a realm of possibilities for 

document customization. Whether you're crafting a presentation, highlighting crucial data, or 

simply adding a touch of creativity, text boxes provide a dynamic element to your documents. 

Armed with these simple steps, you can effortlessly enhance the visual appeal and organization 

of your content in Google Docs. 

 


