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Comparison of Microsoft word and Google docs
Google docs and Microsoft word are similar in many ways as both facilitate any word processing task. Despite the similarity, there also exist differences as Google docs are web-based while Microsoft word is a software-based processor. Google docs being web-based, makes it easily accessible whenever there is an internet connection, unlike Microsoft Word, which requires the user to install the program. The different features in Google docs and Microsoft Word dictate whether to use either of the two.
Microsoft Word has many processing features compared to Google Docs. Microsoft Word has been in existence since 1989, and many features and improvements have been made since then. Many features entail formatting, indexing, table of content, and the positioning of images that makes an individual perform various tasks. Unlike Microsoft Word, Google docs have limited features of formatting text, and exporting a file in other formats is not present. While creating complicated word tasks requiring a lot of formatting, Microsoft Word would be appropriate over Google docs (Rodrigo, 2021). 
Google docs make sharing of a document easier as compared to Microsoft Word. A Google doc is web-based, making sharing of a document more accessible. Also, features such as editing, commenting, and read-only are convenient in Google Docs, unlike Microsoft Word. Co-authoring a document is much easier in Google Docs as one can tell whenever a different person opens the document and the place they are currently editing. Google Docs is exposed to threats as far as security issues are concerned as compared to Microsoft Word. It is easier for someone to hack into the servers and access a Google doc, unlike Microsoft Word, saved on the computer's disk.

Effectiveness of Google doc
Although Microsoft Word has many features and security measures, Google Docs might be effective in many ways. Google doc is efficient as it is easily accessible. Google doc offers users a web-based option where an individual can perform a word task without necessarily installing the program. All that may be required is a Google browser and a Gmail account, making it easier and effective for users. Sharma (2021) claims that Google doc also makes one access a file anywhere, given that they have an internet connection. Also, the Google doc can be accessible on a phone or tablet, making it easier to edit or format a document. For those who intend to work offline, Google doc provides the option of working offline for users that might experience internet problems. 
Google doc is also effective as it is free. It responds to the needs of people with different economic statuses. Although it is free, one might be required to purchase Google drive storage if they have man files that require a lot of storage (Sharma, 2021). Another essential aspect to consider choosing Google Docs is the easiness of sharing a file with others. For organizations that involve sharing files and other features such as commenting, Google doc makes it convenient to perform such tasks online in real-time. Tracking other people’s changes in Google Docs is also simple as it indicates that a particular person makes specific changes to a particular time. Chatting with other members who join a Google Doc is also possible, enabling cooperation and teamwork.
Also, Google doc has the auto-save feature, which is convenient for users. In many instances, people tend to complain that their files have vanished following a power interruption. Google doc provides the auto-save storage automatically as the user continues typing or editing, which avoids losing a file. Even when the browser is closed unintentionally, the file can still be accessed as it is stored in Google drive.
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