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Using the Overleaf Platform 
Cheatsheet 

 

Overleaf is a website that allows you to use a LaTeX editor that you can use collaboratively with 

colleages. The video Overleaf shows how to create an Overleaf account, how to create a new 

document and how to share with collaborators, all the while explaining the Overleaf interface. 

Step 1 –Go on the Overleaf website https://www.overleaf.com/ and create an account. The 

Register button is found at the top right. 

Step 2 – Using the project managing interface. 

  

1- This is where you find the list of projects from the repository selected in 3 (here «All 

projects»). 

2- In order : copy a project, download a project, archive a project, trash (destroy) a project. 

3- List of the repositories in which the projects are found. You may organise them in the 

folders you want using the «New folder» button. 

4- Create a new project. You may choose a number of templates, or start with a blank 

project. 

5- Access to all the Overleaf documentation, for example LaTeX tutorials. 
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https://youtu.be/q3wACoNrg8Q
https://www.overleaf.com/
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Step 3 – Using Overleaf’s project interface 

 

1- LaTeX code editor. Here, multiple people can work in parallel at the same time. 

2- Result of the LaTeX code. Refreshes when the «Recompile» button in 4 is clicked (or 

alternatively, by the shortcut Ctrl+s). 

3- The project’s file tree. We find there the .tex and .bib files along with the images. We can 

organise the file tree by the buttons up top, that allow for the creation of new folders, 

uploading of files (for example pre-made .tex files or images) and deleting of files. 

4- Recomplie button, which displays the result in 2 At its right, we find in order the list of 

errors and the download pdf button, which downloads the result in 2 as a pdf file. 

5- Project sharing button. There are two ways to share a project ; first of all by using links, or 

by entering the email addresses used for the Overleaf accounts of all the collaborators. 
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