GETTING STARTED WITH
GOOGLE DOCS



TABLE OF CONTENTS

Contents

TO CREATE ANEW FILE .erveeeeeeeeeeeeees oo eeeseseeeseesseseesesssesesssessessesseesssseesessessesssassssessessesssesseesesseaseses 1
USING TEMPLATES w.oeeoeeeeeeeeeeseeeeeseeseeseeesesseeseeseesesssesesseeses s et esesessessessessesseesses e sesssasessessessesesssessesenns 4
THE GOOGLE DOCS INTERFACE ..o eeeeseeeseseeesesseeeeseeesesesesesseessesseesssseessssessesesessssessessesssesseesesseaseses 7
PAGE SETUP OPTIONS.....ecooeeeeeeeeeneeeeseeseeesesseeseeseessseessesssesessssesesesessesesssesssesesssessssesesesssassssessessesesssessesenns 8
TO INSERT TEXT e vveeeeeeeeseeeeeeeeesesseesesseesses e sesseeseesesssesesasessesseeseeesesseesess e essssesss s sesseasssseeeesessesseesssseeans 13
TO SELECT TEXT wvveeeeeeeeeeeeeseeeseeeeesesesesesseeseesesssessessessessesesssesssssess e sesssssessseessesesesssesesseaeessessesseesessenen 13
TO DELETE TEXT wevveteeeeeeeeeeneeeeeseseeeesesesesessseseesesssessessesseessesesssessesesseessesssseesseeeesesesesssesesseasesssesesseessssenen 13
COPYING, CUTTING, AND PASTING TEXT .uvtteeeeiieeeeiiireeeeeeieeeeintrreeeeeseeeeursseeesessesessssssssessssesssssssssssssssnsnnnes 15
TO INSERT SPECIAL CHARACTERS ... ittt 20
SPELL CHECK AND SUGGESTED SPELLING ...uuutiiiecccc s 24
USING FIND AND REPLACE ....oooeeeeeeeeeeeieieeeeeeeteeeeeteeeeeeeeseeeseeeeseesessssssssssssssssssssssssssssssssssssssssssssssssssssssssssaraees 26
THE TOOLBAR SHORTCUT MENU ..ttt e e 31
TO CHANGE TEXT COLOR: ..ttt e e e e e e e e e e e e e e e e e e e e e e e e eeeeens 36
TO CHANGE TEXT ALIGNMENT <ottt ettt e e e e e e e e e e e e e e e e e e e e e e 39
LINE AND PARAGRAPH SPACING ...ccetteieieieeeieiiieieieeeteeeeeeeeeeeeeeeeeseeeesessesesesesssssssssssssssessssssssssssssssssssrsssssssrese 41
HYPERLINKS ... oeeeeeeeeeeeeeeeeeeeeeeeeeeteeeeeeeee et eeeeeeeeeeeeseseeeseeeeeeesssesesssssesssssssesesssssssssssasssssssesessssrsrsssrssssasassrsrsrarane 46
N T = N I T I = PP 48
CUSTOMIZING INDENTS cevvveeeeveeeeeeeeseseeeseseeesesseesesseeeseseeseseessessseeeseeesessesesesseesesseasesssesesseesessessseseeesessees 52
HEADERS AND FOOTERS ..o veeeeeeeemseeeeseeeseeseesssseeeseseesesseesessesssssssesesssessesessssssesessesssssessssseassesesesesseseees 57
PAGE BREAKS ... veerveeeeeeeeeeeeeesesseesseseeesesseasses e sssseesssseaees e sesseasessesesessesesesessesssesessessssssesssseassesessesseeseees 68
DOWNLOADING AND PRINTING FILES FROM GOOGLE DRIVE .......eeereeeeereeeereeeseseeesseseeessseeesssseeeses s 71



TO CREATE A NEW FILE

1. From Google Drive, locate and select the New button,
then choose the type of file you want to create. In our
example, we'll select Google Docs to create a
new document.
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2. Your new file will appear in a new tab on your browser.
Locate and select Untitled document in the upper-left
corner.
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3. The Rename dialog box will appear. Type a name for
your file, then click OK.
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4. Your file will be renamed. You can access the file at any
time from your Google Drive, where it will

be saved automatically. Simply double-click to open the
file again.
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You may notice that there is no Save button for your files. This is because
Google Drive uses autosave, which automatically and immediately saves
your files as you edit them.
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USING TEMPLATES

A template is a pre-designed file you can use to quickly create new
documents. Templates often include custom formatting and designs, so
they can save you a lot of time and effort when starting a new project. Most
templates are designed to help you create specific types of files. For instance,
you could use a template to quickly create a resume or newsletter.

Your Company

Company Newsletter

September 04, 200X

Lorem ipsum dolor sit
Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy nibh eulsmod
tincidunt ut laoreet dolore magna aliguam erat volutpat. Ut wisi enim ad minim veniam, quis

nostrud exerci tation ullamcorper suscipit lobortis nisl ut aliquip ex ea commodo consequat

You can find a wide selection of templates in the Google Drive Template
Gallery.


https://drive.google.com/templates
https://drive.google.com/templates

To use an official Google template:

1. Navigate to the template gallery.

Template gallery

Recently used

Newsletter Letter
Geometric Spearmint

Resumes

2. When you've found a template you want to use,
click the template to select it.


https://docs.google.com/document/u/0/?ftv=1&tgif=c

Template gallery

‘Your Name

Resume Resume Resume Resume
Swiss Serif Coral Spearmint

YOUR NAME

3. A new file will be created with the selected template. You
can then customize the file with your own information.



THE GOOGLE DOCS INTERFACE

The Google Docs interface includes the toolbar at the top of the screen, as
well as the document itself. It allows you to type and modify text, in addition
to sharing a document with others.
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June 28, 2018

Justice Moore
IT Security and Solutions Manager
, Alliope Systems, Research Triangle Park
456 Davis Drive
Durham, NC 27603

Dear Mr. Moore:

Thank you for your generous donation on behalf of Alliope Systems for a gift certificate for an
18-hole round of golf at Weston Heights Country Club. It will be considered a big-ticket item
to be bid upon during the silent auction at Lakestone Montessori's 7th annual Tee off for

Technology Charity Golf Tournament. Your donation is a wonderful addition to our auction, and |
i predict that it will be a very popular item!

As you may know, with the recent budget cutbacks in education funding, this annual fundraiser

is one of our most important events of the school year. Your donation will help us to reach this

year's fundraising goal of $10,000 to help support and increase technology resources at

Lakestone Montessori. In addition to replacing aging computer equipment, we would like to

purchase 10 Apple iPads to help support the use of technolegy in expanding and exploring

lesson content. s



PAGE SETUP OPTIONS

When you first create a Google document, you may want to change page
setup options like page orientation, margins, or paper size, depending on
the type of document you are creating. You can access these options by
clicking Page setup in the File menu.

In the Page setup dialog, you can customize several options:

Thank You Letter ¥ &

File Edit View Insert Format Tools

K~ Make a copy nal text
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Email >
[Tj] Download >

Make available offline

Version history >

Rename
Move
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Publish to the web

Document details

Language >
0 Page setup
&= Print Ctrl+P



« Page orientation is whether your page is oriented in
portrait or landscape format. Landscape format means
the page is oriented horizontally, while portrait format
means it is oriented vertically.

Page setup X

Orientation Margins (inches)

T}Portrait Landscape Top 1

Paper size

Bottom
Letter (8.5"x11") =

Page color Left

-

Right

Set as default Cancel “

« Page margins are the gaps between the body of the
document and the edge of the page.



Page setup X

Orientation Margins (inches)

® Portrait Landscape Top 1

Paper size

Letter (8.5"x 11") ~

Page color

-

Set as default Cancel n

« Paper size lets you change the dimensions of the page.
This is particularly useful if you are printing the
document on a custom paper size.
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Page setup X

Orientation Margins (inches)
® Portrait Landscape Top 1
Letter (8.5"x 117
Tabloid (11" x17")
Legal (8.5" x 14")
Statement (5.5" x 8.5")
Executive (7.25" x 10.5")
Folio (8.5" x 13"
A3(11.69" x 16.54")
A4 (8.27"x11.69) Cancel n
A5 (5.83"x 8.277)

B4 (9.84" x 13.90")

DE f& D" « O DA™

« Page color is the background color of the document. This
may be useful as a decorative option if you plan on
publishing your document on the Web.

11
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TO INSERT TEXT

1. Locate the insertion point, which is a blinking vertical
line. In a blank document, this will be near the top-left
corner of the page. If the document already has text, you
can click in different parts of the document to move the
insertion point.

2. When you begin typing, the text will appear next to the
insertion point.

June 28, 2018|

TO SELECT TEXT

Before you can move or format text, you'll need to select it. To do this, click
and drag your mouse over the text, then release the mouse. A highlighted
box will appear over the selected text.

Your donation will help us to reach this year’s fundraising goal of $10,000 to help support and
increase technology resources at Lakestone Montessori] As you may know, with the recent
budget cutbacks in education funding, this annual fundraiser is one of our most important events
of the school year. In addition to replacing aging computer equipment, we would like to
purchase 10 Apple iPads to help support the use of technology in expanding and exploring
lesson content.

TO DELETE TEXT

There are several ways to delete—or remove—text:
. To delete text to the left of the insertion point, press
the Backspace key on your keyboard.

« To delete text to the right of the insertion point, press
the Delete key on your keyboard.

« Select the text you want to remove, then press
the Delete key.

13



If you select text and start typing, the selected text will automatically be
deleted and replaced with the new text.

14



COPYING, CUTTING, AND PASTING TEXT

You may find that sometimes it's easier to copy and paste text that repeats
often in your document. Other times, there may be text you want to move
from one area of the document to another, in which case you'll need to cut
and paste or drag and drop the text.

The copy, cut, and paste commands are found in the Edit menu. Google Docs
also uses keyboard shortcuts—or a combination of keys—to perform a
variety of commands. We'll talk more about these shortcuts below.

Tee Off for Technology 7« @)

File Edit View Insert Format Tools Add-ons He

™ ~ @  Undo Ctrl+Z
~ Redo Ctri+Y
Cut
Copy
[7] Paste Ctrl+V

[‘A Paste without formatting Ctrl+Shift+V

Delete IS
Select all ctrl+a '
Find and replace Ctrl+H

pedr il wviuuie.
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To copy and paste text:
1. Select the text you want to copy.

Justice Moore

IT Security and Solutions Manager
Alliope Systems:[ Research Triangle Park
456 Davis Drive

Durham, NC 27603

2. Press Ctrl+C (Windows) or Command+C (Mac) on your
keyboard to copy the text.

3. Place your insertion point where you want the text to
appear.

Thank you for your generous donation on behalf of |for a gift certificate for an 18-hole round
of golf at Weston Heights Country Club. It will be considered a big-ticket item to be bid upon
during the silent auction at Lakestone Montessori’s 7th annual Tee Off for Technology Charity

4. Press Ctrl+V (Windows) or Command+V (Mac) on your
keyboard to paste the text. The text will appear.

Thank you for your generous donation on behalf of Alliope Systems|for a gift certificate for an
18-hole round of golf at Weston Heights Country Club. It will be considered a big-ticket item
to be bid upon during the silent auction at Lakestone Montessori’'s 7th annual Tee Off for

16



To cut and paste text:

1. Select the text you want to copy.

which participants will place their final silent bids for items, and then recognition of our generous
donors and announcement of the tournament and auction winners will take place during the
meal. We hope you can make it and thank you, once again, for your donation. Please feel free
to contact me if you have any questions or would like additional information about our
tournament or silent auction.IAt the close of the evening, our chorus, The Warblers, will perform
a song of appreciation for our guests.

2. Press Ctrl+X (Windows) or Command+X (Mac) on your
keyboard to cut the text.

3. Place your insertion point where you want the text to
appear.

donors and announcement of the tournament and auction winners will take place during the
meal. At the close of the evening, our chorus, The Warblers, will perform a song of appreciation
for our guests.

Sincerely,

Olenna Mason
(919) 555-2425
lakestone.omason@gmail.com

4. Press Ctrl+V (Windows) or Command+V (Mac) on your
keyboard to paste the text. The text will appear.

17



donors and announcement of the tournament and auction winners will take place during the
meal. At the close of the evening, our chorus, The Warblers, will perform a song of appreciation
for our guests.

We hope you can make it and thank you, once again, for your donation. Please feel free to
contact me if you have any questions or would like additional information about our tournament
or silent auction. |

Sincerely,
Olenna Mason

(919) 555-2425
lakestone.omason@gmail.com

18




To drag and drop text:

1. Select the text you want to move to another place in the
document.

Your donation will help us to reach this year’s fundraising goal of $10,000 to help support and
increase technology resources at Lakestone Montessori] As you may know, with the recent
budget cutbacks in education funding, this annual fundraiser is one of our most important events
of the school year. In addition to replacing aging computer equipment, we would like to

purchase 10 Apple iPads to help support the use of technology in expanding and exploring
lesson content.

2. Click and drag the text to the location where you want it
to appear. The cursor will have an insertion point under
it to indicate you're moving text.

Your donation will help us to reach this year's fundraising goal of $10,000 to help support and
increase technology resources at Lakestone Montessori. As you may know, with the recent
budget cutbacks in education funding, this annual fundraiser is one of our most important events
of the school yearIIn addition to replacing aging computer equipment, we would like to

purchase 10 Apple iPads to help support the use of technology in expanding and exploring
lesson content.

3. Release the mouse button, and the text will move to the
new location.

As you may know, with the recent budget cutbacks in education funding, this annual fundraiser
is one of our most important events of the school year. Your donation will help us to reach this
year's fundraising goal of $10,000 to help support and increase technology resources at
Lakestone Montessori. In addition to replacing aging computer equipment, we would like to

purchase 10 Apple iPads to help support the use of technology in expanding and exploring
lesson content.

19



TO INSERT SPECIAL CHARACTERS

Google Docs offers a large collection of special characters. They are useful
when writing equations, and they can serve as decorative accents as well.

1. Place the insertion point where you want to insert a
special character.

2. Click Insert, then select Special characters.

Tee Off for Technology ¢ &)
File Edit View Insert Format Tools Add-ons Help

~ ~ @m A P [ Image B
l Table >

Drawing >

[] Chart B

— Horizontal line

Footnote Ctrl+Alt+F

() Special characters @ tions N

T* Equation search

3. The Insert Special Characters dialog box will appear.

20



Insert special characters

Symbol ~  Arrows ~

A1t
g |elpll|-

1

&

=]

R

i

Q, Search by keyword (e.g. arrow) or codepoint

S|l in]|2]N]|v
e e b« -
Bl »|w
TP |d|b|a]|d]|e|
O o - 1 = =
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® P et =21 <3
Y ¢ E D o w
I A RN A — S
12 |G| | R|w|@
36.__._><.H<-H-+><-u->¢—
+ |+ |H[H| |04 |0

4. Use the drop-down arrows above the character grid
to browse groups of symbols. In our example, we are
browsing for musical symbols to add to our document.
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Insert special characters

1| Symbol ~
t
i (<1 [—|d
o o~ o~
/HIHI
AR
y [N s|U|t
L 1|l ]2]%
r:q&q’:;&
N2 N ¢
I e 2
: gt |nl1
t-ealTEe
C
v |2l
L

meal. At the close
for our guests.

We hope you can
contact me if you

Arrows

Braille
Search by keyword (e.g. arrow) or codepoint 11

Control Pictures

Currency

Emoticons

Game Pieces

Gender and Genealogical

Geometric Shapes

Keyboard and Ul

Latin 1 Supplement

Math

Math Alphanumeric

Warblers, will perform a song of appreciation
Miscellaneous

Musical @ _ )
in, for your donation. Please feel free to
Stars/Asterisks additional information about our tournament

5. Click the desired symbol to insert it into your document.
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Insert special characters :

Symbol ~ Musical ~

JI A3 b |0 #0000 Q, Search by keyword (e.g. arrow) or codepoint
oo -
oo O
U O LF  BEAMED EIGHTH NOTES [
U+2668B
g U
g|o(o|jg(o(o|o|od|o)|d
S e O
g|o(o|yog(o(o|{o(o|o|d
S A A I A O
g|o(o|g(o(o|o|od|o)|d
S I A 0 O
g|io(o|yog(o(o|{o(o|o|d

6. The symbol will appear in your document.

donors and announcement of the tournament and auction winners will take place during the
meal. At the close of the evening, our chorus, The ﬂlWarbIers, will perform a song of
appreciation for our guests.
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SPELL CHECK AND SUGGESTED SPELLING

By default, Google Docs will automatically check for misspelled words and
make suggested spellings. Words with spelling suggestions are underlined
inred.

As you may know, with the recent budget cutbacks in education funding, this annual funraiser is
one of our most important events of the school year. Your donation will help us to reach this
year's fundraising goal of $10,000 to help support and increase technology resources at

To use suggested spelling:

1. Right-click an underlined word. A drop-down menu
with suggested spellings for the misspelled word will
appear. Select the correct spelling from the list.

this annual funkaicer ic nna Af nlir mnet imnartant avante

cing aging comg Did you mean:
ort the use of te
fundraiser @

Feedback on suggestion <
b attend our toul

DI your generou:
ts Country Club Ignore all
om. There will b
silent bids for it

nament and auc Add "funraiser” to dictionary
chorus, The Wa

Always correct to "fundraiser”’

A, Spelling and grammar check Ctri+Alt+X

2. The correct spelling will appear in place of the misspelled
word in the document.
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As you may know, with the recent budget cutbacks in education funding, this annual fundraiseﬂ:
is one of our most important events of the school year. Your donation will help us to reach this
year’s fundraising goal of $10,000 to help support and increase technology resources at

Occasionally, Google Docs will suggest spellings for a word it does not
recognize, like the name of a person or a company. If you are certain of the
spelling, you can add the word to the dictionary. Once you add a word to the
dictionary, Google Docs will keep the spelling of the word.

Justice Moore

IT Security and Solutions Manager
Allich~ Gt imtnammn Danmnna h Teimmnala Dol

456 Did you mean:

Durl
Calliope
Dea Feedback on suggestion >
Tha
18- Ignore all
toh Always correct to "Calliope”
Tecl

prec Add "Alliope" to dictionary @
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USING FIND AND REPLACE

When you're working with longer documents, it can be difficult and time-
consuming to locate a specific word or phrase within the document. Google
Docs can automatically search your document using the find feature, and it
even allows you to change words or phrases using the replace feature.

To find text:

1. Click Edit, then select Find and replace.

Tee Off for Technology ¢ (@)
File Edit View Insert Format Tools Add-ons Help

™ ~ @ » Undo Ctrl+Z
~ Redo Ctrl+Y

Cut

Copy
[7] Paste Ctrl+V

[*h Paste without formatting Ctrl+Shift+Vv

Delete 1s M
Select all Ctrl+A rch
Find and replace@ Ctrl+H

edn il wiouile.

2. The Find and replace dialog box will appear.

3. Type the text you want to find in the Find field.
The number of times the word appears in the text will
appear in the Find field, and each appearance will
be highlighted throughout the document.

26



18-hole round of golf at Weston Heights Country Club. It will be considered a big-ticket item
to be bid upon during the silent auﬁh@n at Lakestone Montessori's 7th annual Tee Off for
Technology Charity Golf Tournament. Your donation is a wonderful addition to our auction, and |

predict-

As you

is one c
year’s fi
Lakestc
purchas
lesson «

| would
2018, s
take ple
country
which p
donors
meal. A
for our ¢

Find and replace X |
ndraiser
ich this

Find auction 3
eto

Replace with rng

|:| Match case y 14,
[[] Match using regular expressions Help nent will
in the
Ignore Latin diacritics (e.g. d=a,E= E) dinner, in
generous
g the

We hope you can make it and thank you, once again, for your donation. Please feel free to
contact me if you have any questions or would like additional information about our tournament
or silent auction.

4. If the word appears more than once, you can click
the Prev and Next arrows to jump to the next
appearance. When the word is selected, the highlight will
darken and pulsate briefly.
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18-hole round of golf at Weston Heights Country Club. It will be considered a big-ticket item
to be bid upon during the silent auction at Lakestone Montessori's 7th annual Tee Off for

Technology Charity Golf Tournament. Your donation is a wonderful addition to our @

predict
A Find and replace
s you

isonec
year's fi  Find auction
Lakestc
purchas

Replace with
lesson «

| would |:| Match case

2018, s
take ple

X

EI Match using regular expressions Help

country Ignore Latin diacritics (e. g. 4 = a, E = E)

which p

donors

meal. A Replace Replace all
for our ¢

ndraiser
ich this
at

e to
ring

ly 14,
mnent will
in the
dinner, in
generous
g the
dreciation

We hope you can make it and thank you, once again, for your donation. Please feel free to
contact me if you have any questions or would like additional information about our tournament

or silent auction.

5. Click X to close the dialog box.
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Find and replace E

Find auction

Replace with

[J Match case
|:| Match using regular expressions Help

Ignore Latin diacritics (e. g. 4 = a, E = E)

Replace Replace all Previous m

To replace text:

1. Click Edit, then select Find and replace. The Find and
replace dialog box will appear.

2. Type the text you want to find in the Find field. Type the
text you want to replace it with in the Replace with field.

3. Click Next or Prev and then Replace to replace text. If
you want to replace all occurrences of the text within the
document, click Replace all.

29



Find and replace X

Find auction

Replace with | charity auction

|:| Match case
|:| Match using regular expressions Help

Ignore Latin diacritics (e. g. 4 = a, E=E)
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THE TOOLBAR SHORTCUT MENU

Google Docs offers a variety of text formatting options you can use to modify
the look and feel of your document. These options are located in
the Toolbar Shortcut menu. In the following lesson, you'll learn how these
options can help enhance your document's appearance.

a Condolisting % = ® =] m o
File Edit View Insert Format Tools Add-ons Help Last edit was on May 20,2016
e~ o~ g A P 100% > Normaltext v | Calibri + - % + BT UA # o B~ | = 1= = = i g A E
/]
To change the font:
.

1. Select the text you want to modify.

For Rent
1488 Villa Pifia Way #201]

2 bed 1.5 bath 900ft?
$1,550 per month

Won’t last! Available June 1

Spanish-style condo in great location

Contact Claire Vasquez @ (double-check cell #)

2. Click the Font drop-down arrow on the toolbar. A font
menu appears. The name of each font has been formatted

to look like the style it describes.

31




Format Tools Add-ons Help Last edit was on May 20,2016

Normal text Calibri @ - 14 + B 7 U A »# o
= A More fonts

RECENT

Roboto S

Ultra
For Rent

1488 Villa Pinha v Calibri

Proxima Nova >

2 bed 1.5 bath
$1,550 per moil Avrial

3. Select the font you want to use. In our example, we'll
hover over Roboto and select Normal font.

Format Tools Add-ons Help Last edit was on May 20,2016
Normal text Calibri ~ -/ 14 +| B 7T U A »# o
- ! Ar More fonts 2 >
RECENT
Roboto > Thin
Ultra .
For Rent Light
1488 Villa Pina v Calibri Normal@
Proxima Nova > .
2 bed 1.5 bath Medium
$1,550 per mol Aial Bold
Spanish-style ¢
Won't last! Ava Alegreya > Black

4. The selected text will change to the new font.
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For Rent
1488 Villa Pina Way #201

2 bed 1.5 bath 900ft?

$1,550 per month

Spanish-style condo in great location
Won'’t last! Available June 1

Contact Claire Vasquez @ (double-check cell #)

If you don't see the font you're looking for—or if you would like more fonts to
choose from—Google Docs allows you to add additional fonts to the Font
drop-down menu. Click More fonts from the Font drop-down menu to open

the Fonts dialog box.

Format Tools Add-ons Help Last edit was 2 minutes ago

Normaltext ~  Roboto ~v - 14 + B I UA

v 1 4

A More fonts @
RECENT

v Roboto >

For Rent Ultra

1488 Villa Pin Calibri
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To change font size:

1. Select the text you want to modify.

For Rent
1488 Villa Pina Way #201].

2 bed 1.5 bath 900ft?

$1,550 per month

Spanish-style condo in great location
Won't last! Available June 1

Contact Claire Vasquez @ (double-check cell #)

2. Click the Font size box from the toolbar. A drop-down
menu of font sizes appears.

Format Tools Add-ons Help Last edit was 3 minutes ago

Normaltext ~  Roboto - —+ B 7 U A »

e 1 2 g 3 4
9
10
1
For Rent 12
1488 Villa Pina Way #201
14
2 bed 1.5 bath 900ft? 18
$1,550 per month o
Spanish-style condo in great loca
Won't last! Available June 1 30

3. Select the font size you want to use. In our example, we'll
change the font size to 24 to make it larger.
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Normaltext ~ Roboto
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For Rent

2 bed 1.5 bath 900ft?
$1,550 per month

Format Tools Add-ons Help

v

1488 Villa Pina Way #201

Last edit was 4 minutes ago

Spanish-style condo in great loca
Won't last! Available June 1
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30
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4. The text will change to the new font size.

For Rent

2 bed 1.5 bath 900ft?
$1,550 per month

1488 Villa Pina Way #2071

Spanish-style condo in great location
Won't last! Available June 1

Contact Claire Vasquez @ (double-check cell #)
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TO CHANGE TEXT COLOR:
1. Select the text you want to modify.

For Rent
1488 Villa Pina Way #201

2 bed 1.5 bath 900ft?

$1,550 per month

Spanish-style condo in great location
Won’t last! Available June 1

Contact Claire Vasquez @ (double-check cell #)

2. Click the Text color command from the toolbar. A drop-
down menu of text colors appears.

I UA & ooc@BEMEA- =+ 12 i~

®

®
000 000000
0000000000
1 0000000000

CUSTOM

[ JC)

3. Select the circle of the text color you want to use. In our
example, we'll choose blue.
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4. The text will change to the new color.

For Rent
1488 Villa Pina Way #2011

2 bed 1.5 bath 900ft?

$1,550 per month

Spanish-style condo in great location
Won't last! Available June 1

Contact Claire Vasquez @ (double-check cell #)
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To use the bold, italic, and underline buttons:

1. Select the text you want to modify.

2. Click the bold (B), italic (I), or underline (U) button from
the shortcut toolbar.

Add-ons Help Last edit was seconds ago

RobotoCo.. v — 20 + B I U A & o

2 3 4 5

ABOUT VILLA PINA|
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TO CHANGE TEXT ALIGNMENT

There are four alignment buttons in Google Docs that you can choose from
the Align drop-down menu.

]
4
I
4

B 7 U A & o IS = v i= v

4 5 < 7

« Leftalign: Aligns all selected text to the left margin

« Center align: Aligns text an equal distance from the left
and right margins

« Right align: Aligns all selected text to the right margin

« Justify: Text is equal on both sides and lines up equally to
the right and left margins; many newspapers and
magazines use full justification

1. Select the text you want to align.

For Rent
1488 Villa Pina Way #2071

2 bed 1.5 bath 900ft?

$1,550 per month

Spanish-style condo in great location
Won't last! Available June 1

Contact Claire Vasquez @ (double-check cell #)

2. Click the desired alignment button.
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Center align (C‘..“,I+Shift+E)

3. The text will realign.
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For Rent
1488 Villa Pina Way #201

2 bed 1.5 bath 900ft?

$1,550 per month

Spanish-style condo in great location
Won't last! Available June 1

Contact Claire Vasquez @ (double-check cell #)
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LINE AND PARAGRAPH SPACING

In Google Docs, line spacing is measured in lines. For example, when text

is double spaced, the line spacing is two lines high. You can reduce the line
spacing to fit more lines on the page, or you can increase it to improve
readability.

To format line spacing:

1. Select the text you want to format.

For Rent
1488 Villa Pina Way #201

2 bed 1.5 bath 900ft?

$1,550 per month

Spanish-style condo in great location
Won’t last! Available June 1

Contact Claire Vasquez @ (double-check cell #)

2. Click the Line spacing button, then select the
desired line spacing option from the drop-down menu.
You can also click Custom spacing to fine-tune the
spacing.
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Add space before paragraph

#2017

Add space after paragraph

Custom spacing

3. The line spacing will adjust in the document.

For Rent
1488 Villa Piha Way #201

2 bed 1.5 bath 900ft?
$1,550 per month
Spanish-style condo in great location

Won't last! Available June 1

Contact Claire Vasquez @ (double-check cell #)
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Paragraph spacing

Just as you can format spacing between lines in your document, you can
choose spacing options between each paragraph. Typically, extra spaces are
added between paragraphs, headings, or subheadings. Extra spacing
between paragraphs is another way to help to make a document easier to
read.

To format paragraph spacing:

1. Select the text you want to format.

Private but centrally located, historic Villa Pifa is just moments from fine dining,
shopping, and public transportation. Enjoy the best of both worlds at Villa
Pina—the beauty of nature and the culture of a vibrant neighborhood]
For more information, visit us online:
www.Villapinacondos.com

2. Click the Line spacing button.

3. Select Add space before paragraph or Add space after
paragraph from the drop-down menu. You can also
click Custom spacing to fine-tune the spacing.
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v Single
1:15
1.5

Double

Add space before paragraph

@ Add space after paragraph £x

Custom spacing

4. The paragraph spacing will adjust in the document.

Private but centrally located, historic Villa Pifia is just moments from fine dining,
shopping, and public transportation. Enjoy the best of both worlds at Villa
Pina—the beauty of nature and the culture of a vibrant neighborhood.

For more information, visit us online:
www.villapinacondos.com

To remove paragraph spacing, click the line spacing button, then
select Remove space before paragraph or Remove space after paragraph.
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Custom spacing
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HYPERLINKS

A hyperlink is a link to a web address (or URL). If you want to include a web
address in your Google document, you can format it as a hyperlink for
someone to click. The hyperlink will then open the webpage in a new browser
window.

To insert a hyperlink:

Hyperlinks have two basic parts: the address (URL) of the webpage and
the display text. For example, the address could
be http://www.apple.com/ipad and the display text could be Apple iPad.
When you're creating a hyperlink in Google Docs, you'll be able to choose
both the address and the display text.

1. Select the text you want to make a hyperlink.

Private but centrally located, historic Villa Pifia is just moments from fine dining,
shopping, and public transportation. Enjoy the best of both worlds at Villa
Pina—the beauty of nature and the culture of a vibrant neighborhood.

For more information, visit us online:
www.villapinacondos.com[

2. Click the Insert link button, or right-click the selected
text and click Link.

- - 14 + BIUASS 0o@EA- =~ 12 =~~~

3 -4

3. The Edit Link dialog box will appear. In the Text field,
the selected text will appear. You can modify this text if
you want.

4. Type the address you want to link to in the Link field.
Google Docs may automatically fill in this field if the text
you've selected looks like a URL.
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http://www.apple.com/ipad

Private but centrally located, historic Villa Pifia is just moments from fine dining,
shopping, and public transportation. Enjoy the best of both worlds at Villa
Pina—the beauty of nature and the culture of a vibrant neighborhood.

For more information, visit us online:
www.Villapinacondos.com

@ www.villapinacondos.com |_|:| 7 =

villapinacondos.com

5. Click Apply. The text you selected will now be a
hyperlink.

Private but centrally located, historic Villa Pifia is just moments from fine dining,
shopping, and public transportation. Enjoy the best of both worlds at Villa
Pina—the beauty of nature and the culture of a vibrant neighborhood.

For more information, visit us online:
www.Villapinacondos.com

6. Click the link to view the URL.

For more information, visit us online:
www.Villapinacondos.com

@ www.villapinacondos.com |_|:| Z =

villapinacondos.com & .
P Remove link

If you want to change or remove the hyperlink, click the link and
select Change or Remove from the options that appear below the hyperlink.
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INDENTING TEXT

In many types of documents, you may want to indent only the first line of
each paragraph. This helps to visually separate paragraphs from one
another.

1 — 1 2 3

Dear Ms. Vaughn,

| was excited to find the Retail Manager posi
Costa Boutique listed on Craigslist. | am familiar with
because | have been a client since 2013, from the dg
opened its doors.

Both as a patron and retail professional, |
impressed by the quality of your merchandise, the appj
store, and your commitment to providing exceptional cuy
Because Contra Costa was recently named Best Local Wo
by the Independent Weekly, | understand your need for
Retail Manager is greater than ever.

To indent using the Tab key:

A quick and common way to indent is to use the Tab key. This will create a
first-line indent of a half-inch.

1. Place the insertion point at the very beginning of the
paragraph you want to indent.
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1 1 2 3

Dear Ms. Vaughn,

I was excited to find the Retail Manager position
Boutique listed on Craigslist. | am familiar with your H
have been a client since 2013, from the day Contra
doors.

Both as a patron and retail professional, | am continy
the quality of your merchandise, the appearance of yq
commitment to providing exceptional customer serviq
Costa was recently named Best Local Women's
Independent Weekly, | understand your need for an
Manager is greater than ever.

2. Press the Tab key on the keyboard. The text in the first
line will move to the right by a half-inch.

= - 1 2 3

Dear Ms. Vaughn,

I was excited to find the Retail Manager pj{
Costa Boutique listed on Craigslist. | am familiar wi
because | have been a client since 2013, from the
opened its doors.

Both as a patron and retail professional, | am contint
the quality of your merchandise, the appearance of yo
commitment to providing exceptional customer servig
Costa was recently named Best Local Women’s
Independent Weekly, | understand your need for an ¢
Manager is greater than ever.

To indent using the Indent shortcut buttons:

If you want to indent all lines in a paragraph, you can use the Increase
indent and Decrease indent shortcut buttons.
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1. Select the text you want to indent.
=y 7Yy [T '9U%r v | WonmarweARr v o sanom |

1 v 1 2

Summary

Experienced retail manager with proven prd
Cutting-edge merchandiser with expert abil
standards & sales strategies in order to achi

c .

2. Click the Increase indent shortcut button
to increase the indent by increments of a half-inch.

ek

D[l EEEE E E-E-EF A
3. All lines of the paragraph will indent.
Normaltext ~  Calibri vi- 1|+ B I UA & coPBPL~ E E E E
] 2 3 4 g &

Summary
Experienced retail manager with proven proficiency in all aspects of boutique
management. Cutting-edge merchandiser with expert ability in combining innovative
display techniques with visual standards & sales strategies in order to achieve optimal
retail success.

4. Click the Decrease indent shortcut button
to decrease the indent by increments of a half-inch.
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You can also click Format from the toolbar. Then, hover over Align &

]
1
il
ihl
11

(4]
o
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indent to locate the Increase indent and Decrease indent commands.
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=
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EXper
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Text

Paragraph styles

Align & indent @
Line spacing

Columns

Bullets & numbering

Headers & footers

Page numbers

Table

Insert Format Tools Add-ons Help

v

Last edit was seconds ago

il e 1

M + B I UA S

4 5
Left Ctrl+Shift+L
Center Ctrl+Shift+E
Right Ctrl+Shift+R

Justified Ctrl+Shift+J

-
Inl

liil
il

Increase indent Ctrl+]

Decrease indent Ctrl+[

Indentation options

mani
tech
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CUSTOMIZING INDENTS

You can use the three indent markers and the Ruler to create custom
indents that are larger or smaller than the Tab key's default half-inch indent.
When you move the indent markers, the Ruler provides a blue guide line to
help you see where the indent will appear.

File Edit View Insert Format Tools Add-ons Help Lastedit was 3 minutes ago T |

= A P 100% Normal text Calibri ~|-/1 |+| B I U A .. 2

IE' 1 2 3 4 b 5 6 E 7

. First Line Indent marker: Adjusts the first-line indent of
a paragraph

ile Edit View Insert Format Tools Adq

= A T 100% ~  Normaltext ~

% 1 2

First Line Indent

« Left Indent marker: Moves in unison with the First Line
Indent marker to indent all lines in the paragraph

»  Edit View Insert Format Toolj
m A P 100% ~  Normal text

ﬁ:&; 1

Left Indent
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Right Indent marker: Increases or decreases the right
indent by moving all lines of the paragraph from the right
margin

L

il
il
w
Inl

— 7 — - —
I_ I= v o= w
— 3

N

Right Indent

(o))
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To customize indents with the Ruler:

1. Place the insertion point anywhere in the text or
paragraph you want to indent (you can select one or
more paragraphs).

vICTw TSETtT TUTTTTatl TUUITS RULEUTTS TTETH LAaST TUTT Was £ TTTTTOTES aygur
[P 100% ~ Normaltext ~  Calibri +~ - 11 + B T U A »
— Ll
v - 1 2 3 4 5 6 -

Dear Ms. Vaughn,

| was excited to find the Retail Manager position for Contra Costa Boutique listed on Craigslist. |
am familiar with your boutique because | have been a client since 2013, from the day Contra Costa
opened its doors.

Both as a patron and retail professional, | am continually impressed by the quality of your
merchandise, the appearance of your store, and your commitment to providing exceptional customer
service. Because Contra Costa was recently named Best Local Women’s Boutique by the Independent
Weekly, | understand your need for an experienced Retail Manager is greater than ever.

Not only do | have the experience you're looking for, but also the passion, vision, and determination
required to improve sales, boost customer loyalty, and increase visibility in the local community. | am
proficient in every aspect of boutique management, including purchasing, merchandising, sales, and staff
management. |

2. e "

3. Click and drag the desired indent marker. As the marker
moves, the blue guide line extends from the Ruler.
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~ & A T - Normaltext ~  Calibri v = 1+ BIUA/S
5
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Dear Ms. Vaughn,

| was excited to find the Retail Manager position for Contra Costa Boutique listed on Craigslist. | am
familiar with your boutique because | have been a client since 2013, from the day Contra Costa opened
its doors.

Both as a patron and retail professional, | am continually impressed by the quality of your
merchandise, the appearance of your store, and your commitment to providing exceptional customer
service. Because Contra Costa was recently named Best Local Women's Boutique by the Independent
Weekly, | understand your need for an experienced Retail Manager is greater than ever.

Not only do | have the experience you're looking for, but also the passion, vision, and determination
required to improve sales, boost customer loyalty, and increase visibility in the local community. | am
proficient in every aspect of boutique management, including purchasing, merchandising, sales, and staff
management.

Simemealy

4. Release the mouse at the desired location. The text will

indent.
= T0U% + Normaltlext = Canbr > = 11 ¥+ B I U A ¥
f— —
- 1 2 3 4 5 6 -

Dear Ms. Vaughn,

| was excited to find the Retail Manager position for Contra Costa Boutique listed on Craigslist. | am
familiar with your boutique because | have been a client since 2013, from the day Contra Costa opened
its doors.

Both as a patron and retail professional, | am continually impressed by the quality of your
merchandise, the appearance of your store, and your commitment to providing exceptional customer
service, Because Contra Costa was recently named Best Local Women'’s Boutique by the Independent
Weekly, | understand your need for an experienced Retail Manager is greater than ever.

Not only do | have the experience you're looking for, but also the passion, vision, and determination
required to improve sales, boost customer loyalty, and increase visibility in the local community. | am
proficient in every aspect of boutique management, including purchasing, merchandising, sales, and staff
management.

To indent the paragraph on the right side, click and drag the Right
Indent marker.
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Summary
Experienced retail manager with proven proficiency in all aspects of boutique management. Cutting-edge
merchandiser with expert ability in combining innovative display techniques with visual standards & sales
strategies in order to achieve optimal retail success.
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HEADERS AND FOOTERS

The header is a section of the document that appears in the top margin,
while the footer is a section of the document that appears in the bottom
margin. Text entered in the header or footer will appear on each page of the

document.

™ ~ #m A, P 100% ~  Normal text

B

Green Valley Animal Rescue % & ©

File Edit View Insert Format Tools Add-ons Help Lastedit was 2 minutg

1 v 1 2

= DroidSans ~ - 10 + B 1

Green Valley Animal Rescue
Volunteer Newsletter
Page 1 of 3

Green Va| ey

NOVEMBER 2020 VOLUNTEER NEWSLETTER

To insert a header or footer:

1. Click Insert, then hover over Headers & footers. From
the drop-down menu, you can select

either Header or Footer.
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Green Valley Animal Rescue ¢ & ©

File Edit View Insert Format Tools Add-ons Help Last edit was 9 minutes ago
~ Q/ - () Image » Sans +~- =- 10 + B I Q i
Table > ! 2 3
Drawing >
[i] Chart >

— Horizontal line

Footnote Ctri+Alt+F

() Special characters

Tr° Equation

@ Headers & footers >
Page numbers >

™ Break

en Val ey Ani

2020 VOLUNTEER NEWSLETTER

Header Ctrl+AI+0 Ctrl+Alt+H

Footer Cirl+Alt+0 Ctrl+Alt+F

is been a spectacular month for Green Valley

2. Depending on your selection, the insertion point will

relocate to either the top or bottom margin of the page.
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Green Valley Animal Rescue ¢ & &

File Edit View Insert Format Tools Add-ons Help Lasteditwas 11 mir|

~ ~ m A P 100% ~  Normaltext ~ DroidSans ~ - 10 + B

1 = 1 2

I

Header

Ureen Valley

3. Type the desired text. When you're finished, press
the Esc key on your keyboard to close the header or
footer.

Green Valley Animal Rescue % & ©

File Edit View Insert Format Tools Add-ons Help Lastedit was secondd

~ ~ g A P 100% Title v Pompiere ~ - 5 + B 14

1 F 1 2

— Green Valley Animal Rescue
Volunteer Newsletter

|Green Val ey

NOVEMBER 2020 VOLUNTEER NEWSLETTER
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After you close the header or footer, it will still be visible, but it will be locked.
To editit again, just click anywhere on the header or footer, and it will
become unlocked.
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Formatting text in a header or footer

To format text in headers and footers, you can use many of the same
formatting options that are available to format text in the body of your
document. You can align the text, modify the font style and size, and

add bolding, italics, and underlining. Visit our lesson on Formatting Text
and Adding Hyperlinks to learn more about the formatting options
available in Google Docs.

Green Valley Animal Rescue % & ©

File Edit View Insert Format Tools Add-ons Help Last edit was secondd

“~ ~ g A P 100% ~ Normal text DroidSans ~ = 10 + B 1
1 = 1 2
Green Valley Animal Rescue
, Volunteer Newsletter

Green Val ey

NOVEMBER 2020 VOLUNTEER NEWSLETTER

To add page numbers to a header or footer:

Google Docs can automatically label each page with a page number and
placeitin a header or footer. If you want to display the word Page as part of
the page number, you will need to type Page at the desired location in the
header.

1. Select the document's header or footer.

2. Place the insertion point where you want the page
number to appear. Type the word Page if you want.
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Green Valley Animal Rescue % & ©

File Edit View Insert Format Tools Add-ons Help Lastedif was seconds

“~ ~ m A P 100% ~ Normal text DroidSans ~ = 10 + B 1
1 v 1 D
Green Valley Animal Rescue
— Volunteer Newsletter
Pagel
Header

Lreen Valley

NOVEMBER 2020 VOLUNTEER NEWSLETTER

3. Click Insert and hover the mouse over Page numbers,
then select Top of page or Bottom of page.
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View Insert Format Tools Add-ons Help Last edit was 3 minutd
T.I 2 g |mage > Sans A — 10 + B -2
Table > L -
Drawing » 7Animal Rescue
wsletter
[i] Chart =
— Horizontal line
Footnote
() Special characters e n V a I I ey
Equation
2020 VOLUNTEER NEWSLETTER
Headers & footers >
Page numbers >
Break > 1 orG
nd a
Comment Ctri+Alt+M pite
spar
1 2 1
Bookmark cubsg
Table of contents > More options weal
SITHIE. 1TITOu . G
Abner receiv He's
Page count
care with Joy o who

4. The page number will appear.

63



Green Valley Animal Rescue ¢ & ©

File Edit View Insert Format Tools Add-ons Help Last edit was secondd

“~ ~ gm| A P 100% ~ Normal text DroidSans ~ = 10 + B 1

1 v 1 2

=) Green Valley Animal Rescue
Volunteer Newsletter
Page1|

Header

LUreen Valley

NOVEMBER 2020 VOLUNTEER NEWSLETTER

To display the page count:

Google Docs can also automatically display the page count—or how many
pages your document has—in the header or footer. If you want to add the

page count next to the page number, you will need to type the word "of" after
the page number.

1. Place the insertion point after the page number, then
type of.
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Green Valley Animal Rescue ¥ & &

File Edit View Insert Format Tools Add-ons Help Last edit was secondd

~ ~ g A P 100% ~ Normal text ~ DroidSans ~ - 10 + B 4
1 -3 1 2
Green Valley Animal Rescue
' Volunteer Newsletter
Page 1 of |
Header

Ureen Valley

NOVEMBER 2020 VOLUNTEER NEWSLETTER

2. Click Insert, then hover over Page numbers. From the
drop-down menu, select Page count.
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Green Valley Animal Rescue ¥ & ©

File Edit View Insert Format Tools Add-ons Help Lastedit was 3 minutj

Ie’ E p\\/ -|-| i Q Image » Sans v | = 10 + B .
Table > : 2
Drawing » 7Animal Rescue
wsletter
[i] Chart >
— Horizontal line
Footnote
() Special characters e n v a I I ey
Equation
2020 VOLUNTEER NEWSLETTER
Headers & footers >
Page numbers >
Break > T 1 oG
nd g
GD Link Ctri+K whd
Comment Ctrl+Alt+M pite |
spar|
1 2 1
Bookmark cube
Table of contents > weal

More options
sIme. 1mrouy .G

Page count @ Hes

Abner receivi

care with Joy who

"“speak” while he's on bed rest.

3. The page count will appear in the document after the
page number.
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Green Valley Animal Rescue % & ©

File Edit View Insert Format Tools Add-ons Help Lastedit was seconds

~ ~ @ A T 100% ~ Normal text DroidSans ~ = 10 + B 1
1 =3 1 2
Green Valley Animal Rescue
— Volunteer Newsletter
Page 1 of 3|
Header

Ureen Valley

NOVEMBER 2020 VOLUNTEER NEWSLETTER
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PAGE BREAKS

Page breaks allow you to have more control over the layout of your
document. You might use a page break if you're writing a paper that has
a title page or a bibliography to ensure it starts on a new page.

To insert a page break:

1. Place the insertion point at the location where you want
the page break to appear.

It's your hard work and dedication that make it possible for us to help shelter animals in need, and
ensure that they find a home. To all our volunteers - from kennel staff, to adoption counselors, to office

helpers, to those who help with fundraising and special events - thank you for all you do.
- Stefone

|
ADOPTED THIS MONTH

Congratulations to these lucky pets, and the Green Valley staff and

volunteers who helped them find a home!

o Temple, by the Dia family

e Leila, by Patrick and Lauren

2. Click Insert, then hover over Break. From the drop-
down menu, select Page break.

68



Green Valley Animal Rescue ¥ & &

File Edit View Insert Format Tools Add-ons Help Last edit was seconds ago
~ = A, T [<] Image - v |=| 70 |+ S8 T U
Table > L : 3
Drawing . FROM YOUR DIRECTOR
[i] Chart » s been a spectacular month for Green Vi

Horizontal line

Footnote Ctrl+Alt+F

Special characters

Equation

Y

Headers & footers

Page numbers >
% Break >
GD Link Ctri+K
Comment Ctrl+Alt+M

Bookmark

Table of contents B

1als in our care! Eight pets found a new hj
1g-time resident of the kennel who was |z
1 volunteer favorite, who, in spite of his s
if humor and a charming transparency -

belly rub, a cookie, or an ice cube (his at

g month for Abner, too, our loveable Lab
zh the generous donation of Dr. Giuliani's
2d much needed hip surgery. He's recove

and her two young children, who are teg

@ Page break Ctrl+Enter
< : 1t
Column break
eq
Section break (next page)
Section break (continuous) "
i

hey find a home. To all our volunteers - f

10se who help with fundraising and speci

3. The page break will appear in the document.
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Green Valley Animal Rescue
Volunteer Newsletter
Page 2 of 3

ADOPTED THIS MONTH

Congratulations to these lucky pets, and the Green Valley staff and

volunteers who helped them find a home!

e Temple, by the Dia family
e Leila, by Patrick and Lauren

e Pequeno, by the Larsson family

e Sandy, by the Ileana

To remove a page break, place the insertion point below the break and press
the Backspace key on your keyboard. You may need to press the key several
times to delete the break.
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DOWNLOADING AND PRINTING FILES FROM GOOGLE DRIVE

Once you've created a file, it will be accessible whenever you sign in to
Google Drive. However, there may be times when you want
to download or print a file for offline access.

To download afile:

1. Locate and right-click the file you want to download, then
select Download.

» B3 My Drive e ot Tl 5 @ Preview
E Incoming B Art Club Interest Letter Open with *
Recent -
® Travel Schedule - Montre ~ «m  Share...
W Starred G Getlink
Art Supply Budget 2015
B Trash Q,  Locatein My Drive
M Budget Proposals B voveto.
B  quarterly Report W Add star
Rename...
E3 untitled map
0' View details
B FEinal Project.docx
Make a copy
W  FEinal Project.docx
) i Download
44 MB used (0%) B work B Remove

Buy more storage

2. The file will be downloaded to your computer.
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To choose a file format:;

By default, Google Drive will choose the most common file format whenever
you download a file. For example, if you download a Google Document, it will
automatically be saved as a .docx file, which is used by Microsoft Word and
most other word processors. However, there may be times when you want to
choose a different format, such as PDF.

1. Double-click the desired file to open it.

*» O B0

& Drive

Iy Drive
Incoming
Recent
Starred

Trash

Search results

=
W
=i
]

e Art Club Interest Letter &% k‘

Final Project.docx

=

Travel Schedule - Montreal docx

Art Supply Budget 2015

| Budget Proposals

o A e

Owner

me

a% me
me

me

Q

Last modified

3:00 pm

Jan 49

2:45 pm

11:58 am

11:55am

2. The file will appear in a new tab. Select File > Download

as, then choose the desired file type. In this example,

we'll choose PDF Document (.pdf).
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Art Club Interest Letter ]
File Edit ‘iew Inset Format Tools Table Add-ons Help Laste

Share... Cambria - M4 -
1 3 4

Mew .

Open... Ctrl+0

Rename. ..

Make a copy...

Move to folder...

Move to trash

See revision history Ctrl+Alt+Shift+G &

Language - @ \‘
¥

Download as ¥ Microsoft Word {docx)

Publish to the web... OpenDocument Format { odt)

Email collaborators. .. Rich Text Format (.rif)

Email as attachment. . PDF Document ( pef)
Page setup. . Plain Text ( txt) @
& Print Ctri+P Web Page (_html, zipped)

vr e e waswsss gows wd LAKE STONE MONTESSOrT
Mason and Tim Dragic, and we're excited to be runy

fifth year in a row. The Art Club offers students agef

and practice art techniques in mediums that aren’t|

3. The file will be downloaded to your computer in the
desired file type.
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To print a file:

1. Double-click the desired file to open it.
2. Select File > Print.

Art Club Interest Letter [ ]
File Edit WView Inset Format Tools Ts

Share...
1

Mew -
Open. .. Ctri+0
Hename. ..
Make a copy...

I Move to folder. .

B Move to trash
See revision history Ctrl+Alt+Shift+ G
Language .
Download as r

Publish to the web._.
Email collaborators. ..

Email as attachment. .

Page setup...

Print Ctrl+P
WP LS B A @“lluhll\.ﬂl e uh.- I

n |

Mason and Tim Dragic, and v

3. The Print dialog box will appear, along with a preview of
your file on the right. Choose the desired options, then
click Print.
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Print

Total: 2 sheets of paper

Lake Stone Montessori
@ Cancel )

Destination ] HP Color Laser)et 2600n

Art Club

Dear Parents and Students,
Pages s All
‘Welcome to another year at Lake Stone Montessoril Our names are Olenna
Mason and Tim Dragic, and we're excited to be running the Art Club for the
fifth year in a row. The Art Club offers students aged 8-14 the chance to learn
and practice art techniques in mediums that aren't covered in regular art
class. This year, we plan to focus on oil painting, basic printmaking, and
Color Color e installation art! Every year, our students come up with work that surprises
and impresses all of us here a and we're looking forward to seeing what your
children can do this year.
Paper size Letter =
The club meets from 2:30-4:00 on Mondays and Wednesdays. We also take
approximately four afternoon or Saturday morning field trips a year. Past
trips have included the North Carolina Museum of Art, the Ackland Museum
Margins Default = of Art, and several local artists’ studios and galleries. While attendance at
club meetings and field trips isn't mandatory, it is strongly encouraged, and

Note that these options will vary depending on the type of file you're printing.
For example, you'll have different options for printing a spreadsheet than you
would for printing a presentation.
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