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Sports Acronyms

Formatting and Printing a Document

Overview

Surfing the Internet and catching up on the latest news in the
sports world is a daily ritual for many people. Headlines and articles
often use acronyms when writing about specific sports leagues and
organizations, so it's important for readers to know them. As a true
sports fan, you decide to create a list of the most popular sports
acronyms and their meanings for your easy reference.

New Skills

Select Text « Format Text « Use Undo « Use Redo « Clear Formatting -
Use Zoom - Print Preview a Document « Print a Document

Instructions

1"
A/ | 4

In this lesson, you will
create a list of some well-
known sports acronyms
and their meanings.

1. Inyour My Docs folder, create a new document and name it Lesson 2.1.

2. Atthe top of your document, type the text exactly as shown in 2.1 Figure A.

Hint: At the end of each line, hit the Enter key two times.

3. Select Text. In this lesson you'll be required to select text. There are several ways to select text in your

document:

a. Position your cursor at the beginning of the word, left click the mouse, and drag to the right to the

end point of the text you want to select.

b. To select a single word, double-click on the word.

c. Toselect an entire paragraph, triple-click within the paragraph or position your cursor at the
beginning of the paragraph and hold down the Shift key while pressing the Down arrow key.
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Formatting and Printing a Document Lesson 2.1

4. Format Text. Make the following formatting changes:

a. Select the title of your document [Sports Acronyms], then change the font size to 18.

Lesscon 2.1 [
Flle Edit View Inget Format Toole Table Add-ons Help All changes saved in Drive

& e~ T 100% - Normaltext - Asial - |m |- B X UA-eBH E= | HE it &
] . i ¥ 0
9
10
"
12 s Acronyms
14
= - American Football Conference
24 PN - Entertainment and Sports Programming Network
30
e - - International Olympic Committee
48 3A - Ladies Professional Gaolf Association
60
- B - Major League Baseball
£ SCAR - Naticnal Association for Stock Car Aute Racing
b. Change the font of [AFC - American Football Conference] to Times New Roman.
Lesson 2.1 [ ]
File Edit View Insert Format Tools Table Add-ons Help All changes saved in Drive
& AT % - | Nomalten - Adal =l N - BT U A R|ISEISEE|E iz rsiE | &
Comic Sans M5 : ! : :
Times New Roman
Cambria
v Arial
Treouchet i sports Acronyms
" Arial . . . —
FC - American Football Conference
Calibri
Cambria SPN - Entertainment and Sports Programming Network
Comic Sans M5 F
Fomie Sans 3G - International Olympic Committee
Courier Hew
] | — : -
Georgia 'GA - Ladies Professional Golf Association
bt LB - Major League Bassball
Times NewRoman
AT ASCAR - National Association for Stock Car Auto Racing
Verdana BA - National Basketball Association
F: More fonts... CAA - National Collegiate Athletic Association
MO, Alaticnal Cackhall Manfaransa
5. Use Undo. To undo the last action performed, click the Undo icon.
Lesson 2.2 ] £
File Edit View Inset Fommat Tools Table Addons Help Al changes saved in Diiva Eammizats l
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Lesson 2.1 Formatting and Printing a Document

6. Use Redo. To redo the last action undone, click the Redo icon.

Note: Your text should once again be Times New Roman.

Lesson 2.2 [
Flle Edit View Insert Format Tools Table Addons Help All changes saved in Drive

Ev 100% - MNomnaltext - Cambia - H - B Z U A- coH R e
(=t ' e e s e .

7. Continue to make the following formatting changes:

(]
1]
]
1]
i
()]
i
il
il
i

a

a. Change the font size of [ESPN - Entertainment and Sports Programming Network] to 18.

b. Change the font color of [IOC - International Olympic Committee] to Blue.

Lesson 2.1 [}
File Edit WView Insert Format Tools Table Addons Help Last edi was seconds age

& oo AT % - Nomaltest - Afial W - mr UAsee B||SIS S S 5=t s | &
Text Highlight :
[ | [
HEN ||
HE | [ e
Sports Al mEe EEEEEE
EEs sEmmEw
AFC - Americe
HEC .
ESPN - g Custom iports Programming Network
10C - Internstionial Ol mpic Commities
c. Bold [LPGA - Ladies Professional Golf Association].
Lesson 2.1 [
Flle Edit View Inset Format Tools Table Addons Help Al changes saved in Drive
B o~ T 0 - Nomatea - A - 11&-1::552251_2 Z-E-EE K
d. Italicize [MLB - Major League Baseball].
Lesson 2.1 [
Flle Edit View Inset Format Tools Table Addons Help Al changas saved in Drive
& o o~ T 100% - Nommaltext - Aial - 11 nzg;-uﬁzzézz_z S -s-=EE I
e. Underline [NASCAR - National Association for Stock Car Auto Racing].
Lesson 2.1 [
Flle Edit View Inset Format Tools Table Addons Help Al changes saved in Drive
===l = S -iiEaEE | Iy

& e A~ P (0% - Nommaltext - Arial - | -E

f. Change the font color of [NBA - National Basketball Association] to orange.

g. Underline [NBA - National Basketball Association].
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Formatting and Printing a Document Lesson 2.1

h. Clear Formatting. To clear the previously applied formatting, select [NBA - National Basketball
Association] and click the Clear Formatting icon.

Lesson 2.1 [
Flle Edit View Inset Formaf Tools Table Addons Help Al changes saved in Drive

5o 2 T % - Nommaltext - Aial - 1 -n;g&-anﬁ

1]
il
Ml
=
m
1)

i. Change the font of [NCAA - National Collegiate Athletic Association] and [NFC - National Football
Conference] to Comic Sans MS.

j- Change the font size of [NFL - National Football League] to 8.
k. Change the font color of [PBR - Professional Bull Riders] to red.
l.  Bold [PGA - Professional Golf Association].

m. lItalicize [USTA - United States Tennis Association].

n. Change the font size of [WNBA - Women'’s National Basketball Association] to 20 and change the
font color to green.

Hint: Click in the font size field and type [20].

o. Bold, italicize, underline, and change the font color of the text [WWF - World Wrestling Federation]
to purple.

8. Proofread your document for accuracy and format.

9. Use Zoom.To increase or decrease the zoom setting, click the the Zoom drop-down menu and select
one of the zoom percentages.

Lesson 2.1 [
Flle Edit View Insett Format Tools Table Addons Help Al changes saved in Drive

B AT [@EZ] tomalten - A | - Wz A A e HE EEEE | B EVEEE | &
Fit ' '
50%
75%
0%
100% Sports Acronyms

125%
150%

ESPN - Entertainment and Sports Programming Neh

AFC - American Football Conference

10. Return your document to the original view by clicking 100% in the Zoom drop-down menu.
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Lesson 2.1 Formatting and Printing a Document

11. Print Preview a Document. To preview a document before printing, click the Print icon. Your
document should look similar to 2.1 Figure B.

Lesson 2.1 [
Flle Edit View Inset Format Tools Table Addons Help Al changes saved in Drive
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Hint: To continue editing your document, click Cancel.

Print

Total: 1 sheet of paper

m Sports Acronyms

becsination [T \ibap-dE01\FERNAND. . AFC - American Football Conference
| Change. | ESPN - Entertainment and Sports Programming Network
Pages ® Al 10C - International Olympic Commitlee
LPGA - Ladles Professional Golf Association
MLB - Major League Baseball
Coricy e g NASCAR - National Associstion for Stock Car Auto Racing
N o NEA - Natonal Basketball Association
or oior b
NCAA - National Collegiate Athletic Association
Dptions | Two-sided

NFC - Matienal Feotball Conference
= More setiings WFL - Natonal Fogtball Laague

PBR - Professional Bull Riders
Print oyst dialog_. [Ctr+5hift+
S R G eSS PGA - Professional Golf Association

USTA - United States Ternis Association

WNBA - Women's National Basketball Association

WWIF . Worid Wrestling Federation

12. Print a Document. To print a document, click the Print icon, then click Print if required by your
instructor.

Print

Total: 1 sheet of paper

oo Sports Acronyms

13. Share your document with your instructor if required.

16 Learn-by-Doing: Google Docs




Formatting and Printing a Document Lesson 2.1

2.1 Figure A

Sports Acronyms

AFC - American Football Conference

ESPN - Entertainment and Sports Programming Network
I0C - International Olympic Committee

LPGA - Ladies Professional Golf Association

MLB - Major League Baseball

NASCAR - National Association for Stock Car Auto Racing
NBA - National Basketball Association

NCAA - National Collegiate Athletic Association

NFC - National Football Conference

NFL - National Football League

PBR - Professional Bull Riders

PGA - Professional Golf Association

USTA - United States Tennis Association

WNBA - Women'’s National Basketball Association

WWF - World Wrestling Federation

Unit 2: Docs

17




Lesson 2.1 Formatting and Printing a Document

2.1 Figure B

Sports Acronyms

AFC - American Football Conference

ESPN - Entertainment and Sports Programming Network

I0C - International Olympic Committee

LPGA - Ladies Professional Golf Association

MLB - Major League Baseball

NASCAR - National Association for Stock Car Auto Racing
NBA - National Basketball Association

NCAA - National Collegiate Athletic Association

NFC - National Football Conference

NFL - National Football League
PBR - Professional Bull Riders
PGA - Professional Golf Association

USTA - United States Tennis Association

WNBA - Women’s National Basketball Association

WWEF - World Wrestling Federation
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Lesson 2.2

Peanut Butter Brownies

Formatting Lists

Overview

One of the first things you must learn in culinary class is how to
properly read a recipe. When reviewing your latest recipe, you decide
to use your formatting skills to make it easier to follow.

NEVWANS kil |S In this lesson, you will use

Change Line Spacing « Use a Bulleted List « Use a Numbered List « ?u/leted Sy
Adjust List Spacing « Align Text « Use Word Count « Use Select All 'Sts_ as you create your
recipe.

Instructions

1. Inyour My Docs folder, create a new document and name it Lesson 2.2.
2. Atthe top of your document, type the text exactly as shown in 2.2 Figure A.

3. Change Line Spacing. To increase the spacing between lines of text, select the heading [Ingredients]
and the list of ingredients, click the Line spacing drop-down menu, then select 1.5.

[@gmail.com -

Help  Last edit was 2 minutes ago Eommchls

“ln ~ Baza aA-leeBE I IEISSEE ||lisdiE-Er2E K s - &
: 2 : Single
115
Double
drownies Add space before paragraph
Add space after paragraph
ened
Custom spacing. ..
sugar
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Lesson 2.2 Formatting Lists

4. Use aBulleted List. To create a bulleted list, select the list of ingredients (do not select the heading
[Ingredients]), then click the Bulleted list icon.

Lesson 2.2 [
File Edit View Inset. Format Tools Table Add-ons Help Al changes savedin Drive

& e 2 P 0% - Nomaltext - Arlal - M1 - B ZUuA-eB

4

5. Use a Numbered List. To create a numbered list, select the steps below the heading [Directions],
then click the Numbered list icon.

Lesson 2.2 [
File Edit View Inset. Format Tools Table Add-ons Help Al changes savedin Drive

& e 2 P 0% - Nomaltext - Arlal - M1 - B ZUuA-eB

4

6. Adjust List Spacing. To add space after a list item, select the list of directions, click the Line spacing
drop-down menu, then select Add space after list item.

Lessan 2.2 ] 2
File Edit View Insedt Format Tools Table Addons Help Al changes saved in Drive EREmeate E
& o o T oew - womaltest - anal = " - B I U A-cBH E=== I.Ev E-i=E-E=EE I F
! 2 * . Single
1.15
15
Doubla

Pearut Butter Brownies

; Tou Space DETore o<
Ingredients
Add space after list item
» 2cup peanut butter

* scup margarine. softened Custom spacing.

» %5 cup white sunar

7. Align Text. To center align text, select the text [Peanut Butter Brownies], then click the Center icon.

Lesson 2.2 ] £
File Edit View Inset Fommat Tools Table Addons Help Al changes saved in Driva Comments l

& o 2T 0% - Normaltet - | Aral I

= K ’

8. Bold the title and change the font size of the text to 18.
9. Bold the text [Ingredients] and [Directions].

10. Use Word Count. To find the number of words in your document, from the Tools menu, select Word count.

Lesson 2.2 ] @g

Flle Edi View Inset Formal Tools Table Ad-ons Help Lest edft was 13 minuies ago Comments n

o o T oq00% - Nemm  Spelling . - B fluA- e PJ EE=E=EE IE- E-E-EE L rd
1 Research Ctri+Alt+ Shift+] 2 ‘4 5 € =

Dt soshift+Y

Word count Ciri+Shift+C

Translate document. ..

Script editor nut Butter Brownies
|

Preferences

Perzonal dictionary. . d

PR [ R P
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Formatting Lists Lesson 2.2

11. At the end of the last direction, hit the Enter key.

12. Click the numbered list icon to remove the number 5.

13. Type [Word Count:] and the number of words in your document, then right align this text.

14. Underline [Word Count:] and the number of words in your document.

15. Use Select All. To select all of the text in your document, from the Edit menu, select Select all.

Hint: Alternatively, you can hold down the Ctrl key and hit the A key.

Lesson 2.2 [ 29
Flle | Edit | View Inset Formal Tools Table Add-ons Help  Last edit was 12 minuies ago Commente n
= e Undo Cti+Z & - | Anal - M - B rlUulA- co@W E==E=E 1B ErErEE| K s
~u Redo Chri+Y 1 2 2 4 5 €
[ Paste Crrlsv
&1 Web cliphoard . Peanut Butter Brownies
adients
Salect all CulsA | 14 cup peanut butter
Y3 cup margaring, sofiened

Find and replace. . Ctrii+H
: < % cup whits sugar

16. Change the font of all of the text in your document to Georgia.
17. Proofread your document for accuracy and format.

18. Print preview. Your document should look similar to 2.2 Figure B.

19. Share or print your document if required.

Unit 2: Docs
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Lesson 2.2 Formatting Lists

2.2 Figure A

Peanut Butter Brownies
Ingredients

Y5 cup peanut butter

2 cup margarine, softened
%5 cup white sugar

Y% cup packed brown sugar
2 egas

5 teaspoon vanilla extract
1 cup all-purpose flour

1 teaspoon baking powder
Y4 teaspoon salt

Directions

Preheat oven to 350 degrees F (175 degrees C). Grease a 9x9 inch baking pan.

In a medium bowl, cream together peanut butter and margarine. Gradually blend in the brown
sugar, white sugar, eggs, and vanilla; mix until fluffy. Combine flour, baking powder, and salt; stir
into the peanut butter mixture until well blended.

Bake for 30 to 35 minutes in preheated oven, or until the top springs back when touched.

Cool and cut into 16 squares.
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Formatting Lists Lesson 2.2

2.2 Figure B

Peanut Butter Brownies

Ingredients

e 1> cup peanut butter

e ;i cup margarine, softened

e % cup white sugar

e 15 cup packed brown sugar

¢ 2eggs

e 1/ teaspoon vanilla extract

e 1 cup all-purpose flour

e 1 teaspoon baking powder

e 14 teaspoon salt

Directions
1. Preheat oven to 350 degrees F (175 degrees C). Grease a 9x9 inch baking pan.

2. In a medium bowl, cream together peanut butter and margarine. Gradually blend in the
brown sugar, white sugar, eggs, and vanilla; mix until fluffy. Combine flour, baking
powder, and salt; stir into the peanut butter mixture until well blended.

3. Bake for 30 to 35 minutes in preheated oven, or until the top springs back when
touched.

4. Cool and cut into 16 squares.

Word Count:116

Unit 2: Docs
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Senior Class Fundraiser

Editing Basics

Overview [P272297]

As a member of the fundraising committee for the Student Council,
you have volunteered to create and edit a memo announcing

the upcoming class fundraiser. There are times when changing

the wording of your document is necessary. This often makes the
document easier to read by using more appropriate word choices.
Google Docs has editing tools that make changing the wording of a
document quick and easy.

&

N 2 S kl | |S In this lesson, you will

use basic editing tools to
change the wording of a
memo.

Use Spelling Suggestions « Cut, Copy, and Paste Text « Find and
Replace Text « Increase Indent of Text « Define Text

Instructions

1. Inyour My Docs folder, create a new document and name it Lesson 2.3.

2. Use Spelling Suggestions. To identify misspelled words in your document, Show spelling
suggestions must be turned on prior to typing your text. To be sure that Show spelling suggestions is
on, from the View menu, make sure that Show spelling suggestions appears with a check mark next
to it. Red lines will now appear under misspelled words.

Hint: To fix misspelled words, right-click on the word and select the correct suggestion offered from the
menu that appears.

Lesson 2.3 [ ] [0
File Edit View Inset. Format Tools Table Add-ons Help Al changes savedin Drive Comments 1
& e A Frinl layaut fal vl | B A B EEEE IS EaEa s & ’
Mode E
o _Sho

Show equation toolbar

«" Show zpelling suggestions

Un
Compact conirols Cir+3hift+F S ChES RS
Full screen Hamifton High School Student Body
v =Your Full Name>, Fundraising Chairperson

3. At the top of your document, type the text exactly as shown in 2.3 Figure A.

Hint: Be sure to hit Enter twice at the end of each paragraph, and use the Tab key to align text as shown.

24 Learn-by-Doing: Google Docs



Editing Basics Lesson 2.3

4, Cutand Paste Text. To cut text and move it to another position in your document, do the following:

a. Select the text [SUBJECT: Senior Class Fundraiser], then right-click and select Cut.

MEMORAND UM
SUBJECT:  Senior Class Ezme=r
TO Hamnilton Hig Cirl+X
FROM =Your Full Nams—__
DATE: lrserteurrentde e

\_E Pasia Cirl v
As alv/ay s, Hamiten High Schog iar
Fundraiser continues fo be the bl Research SUBJECT: Senlor Cla " Cll«Al«Shift+ wolved in
Frincipal Marowe assures me tn Defing SUBJEGT: Senior Cla CrlsShiftsy xpected
demands this year Anticipated £ Ised for
scholarships for our graduating = B Comment Cl+Altem

= Suggest edis

You wil aso be pleased to leam ie total

et Tyars 1 s ] Uk s
distribution logistics Seleet all matehing taut

Calendars can be picked up gttt 4 Clsar formatiing Citt Ganter,

Gudance Dffice, Auditerium, ana Room 1us

b. Position your cursor after the text [DATE: <Insert current date>], hit the Enter key, right-click, then
select Paste.

FROM. =Your Ful Name=, Fundraising Chairparsen
DATE: <Insert current dat=>
Asa : reaching out for your support. The Annual Calendar

EAiC g 1251 money-making project that our comminee is invelved in.
Ngnc [ Poste G imventory levels will be sufiicient (o meet the expect=d
demiz lits are projectad to be over 35,000, which will be used for

= Suggest adits

scha = s,

You == Lk - CIHE 31 Alexa Dickensan, 3 junior, has agresd [ aseLme ol
mark ) ect She has mformed me that a fentatve plan for posting
prom  Selctalmaichingtext yop oy These fiyers willinform students about sales and
distri & Clzar fermatting Crri#\

5. Copy and Paste Text. To copy text and duplicate it in another position in your document, do the
following:

a. Select the text [As always, Hamilton High School is reaching out for your support.], right-click,
then select Copy.

As always, Hamilton High Schoalis reaching = === ="===% Th=f=motBotrmns
Eundraiser continues to be the biggest mone 2% Cir+X
Principal Marlowe assures me that cur inEn 5 copy Cti+C
demands this year. Anticipated profits arez ., _ .
scholarships for our graduating seniors. e e Carty
You viill alsa be pleased to learm that Alexa [ Research ‘As always. Hamilton ' Cirl+All+5hift+]
marketing responsibility for the project. She Defina ‘As always, Hamiltor..." Ctri+Shift+Y
promotional fiyers in hallways is underway T
distribution logistics B Comment Ctri+Alt+M
3 2 Suggest edits

Calendars can be picked up before and after
Guidance Office, Auditorium, and Room 104 o (k... Cirisk
If you have ary great ideas about how to rais Select all matching teet 1
you. Drop me a note in the Student Council |

Ty Clear formatting Ctri+

b. Position your cursor at the end of the last paragraph, right-click, then select Paste.
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Lesson 2.3 Editing Basics

6. Find and Replace Text. To find text within your document and replace it with different text, from the
Edit menu, select Find and replace.

Lesson 2.3 (] £
Fila | Edit View Insert Format Tools Tabla Add-ons Help Al changes saved in Onve Comments l
S o Undo Cii+Z @ - | Aral roM - B FrU A mmBIEEEE | BB rEE | & ’
~u Redo Ciri+Y 1 2 3 + 5 8
[ paste Ciri+V
\MORANDUM
&1 Web clipboard -

Hamilton High School Student Body
<Your Full Name> Fundraising Chairperson

= TE <Insert current date=
~‘”+H BJECT:  Senior Class Fundraiser

Select all ClrtA - o

7. Inthe Find and replace dialog box, type [Hamilton High School] in the Find field, type [Hamilton
High] in the Replace with field, then click Replace all. Close this dialog box.

Ag alay o
Fundrais Find and replace din
Frincipa ed
demand Find Hamilton High Schoal or
scholars
Vouwil Raplace with | Hamnilton Highl ! "
marketin ng
promatio Match case "
distributi

Replce < Prev Next »
Calendal r,
Gudanc

1 o

8. Increase Indent of Text. To add emphasis to a section of text within your document, select the third
paragraph, then click the Increase indent icon. Your entire paragraph will be indented .5"

Lesson 2.3 [ &

File Eit View Inset Format Tools Table Addons Help Al changes saved in Drive Comments

o o~ T w0 - Nomaiten - Anal - " -8B r u i- mH == == 1= r 4
| 1 ¥ 3 ] i &

9. Define Text. To view the definition of a word in a document, click within the word [logistics], then
from the Tools menu, select Define.

Lesson 2.3 = &g

File Edit View Insed Format Tools Table Addons Help Al changes saved In Drive Comments:

o AT 0% - Nemm Spelling... ST S H ==== 1= = e TE s | e r'd
| Rasearch Ctri+Al+Shift+ 3 a a

Cul+SHhift+Y

Waerd count Carl+Shift+C

Translate document...

Script editor.
ident Body
Preferences.. » Fundraising Chairperson
Porzonal dictionary.. e
Cooecor oo wesas o undfaiser
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Editing Basics Lesson 2.3

a. AResearch panel will appear along the right side of your document. It contains similar
information provided in a dictionary such as pronunciation, parts of speech, definition, sentence,
and synonyms.

son 2.3 [ @gmai.com -~
Edit View Inset Format Toolz Table Addons Help  All changes saved in Drive Comments m
o~ P 100% - Normaltext - | Arial - 1t - B I u A- caBl Moe- F - W_
1 2 3 : 5 a 7 —
E lo-gistics
Noun |z'jistiks
logistics gl noun
MEMORANDUM
the detgiled coordination ofa
B ; . complex operafion invohling many
TO: Hamilton High Student Body paople, facilites, or supplies. “he
FROM: <Your Full Name=, Fundraising Chairperson E‘aglﬁgisuﬁ!?“ costs of a vaceination
DATE: <Insert current date> Synonyms: organizaton, planning,
SUBJECT Senior Class Fundraiser plans. _m&:ﬂnjt. %m_
orchestration,
coordination, execution, handling,
As always, Hamilton High is reaching out for your support. The Annual Calendar Fundraiser Lunning.
continues to be the biggest money-making project that our committee is involved in. Principal

10. Center align and bold the text [MEMORANDUM].

11. Change the line spacing of the text [TO:, FROM:, DATE:, and SUBJECT:] to double.
12. Proofread your document for accuracy and format.

13. Print preview. Your document should look similar to 2.3 Figure B.

14. Share or print your document if required.
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Lesson 2.3 Editing Basics

2.3 Figure A

MEMORANDUM

SUBJECT:  Senior Class Fundraiser

TO:! Hamilton High School Student Body

FROM: <Your Full Name>, Fundraising Chairperson
DATE: <Insert current date>

As always, Hamilton High School is reaching out for your support. The Annual Calendar
Fundraiser continues to be the biggest money-making project that our committee is involved in.
Principal Marlowe assures me that our inventory levels will be sufficient to meet the expected
demands this year. Anticipated profits are projected to be over $5,000, which will be used for
scholarships for our graduating seniors.

You will also be pleased to learn that Alexa Dickenson, a junior, has agreed to assume total
marketing responsibility for the project. She has informed me that a tentative plan for posting
promotional flyers in hallways is underway. These flyers will inform students about sales and
distribution logistics.

Calendars can be picked up before and after school at the following locations: Media Center,
Guidance Office, Auditorium, and Room 104.

If you have any great ideas about how to raise more money with this project, I'd love to hear from
you. Drop me a note in the Student Council mailbox in the main office.
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Editing Basics Lesson 2.3

2.3 Figure B

MEMORANDUM
TC: Hamilton High Student Body
FROM: <Your Full Name=, Fundraising Chairperson

DATE: <Insert current date=

SUBJECT:  Senior Class Fundraiser

As always, Hamilton High is reaching out for your support. The Annual Calendar Fundraiser
continues to be the biggest money-making project that our commitiee is involved in. Principal
Marlowe assures me that our inventory levels will be sufficient to meet the expected demands this
year. Anticipated profits are projected to be over $5,000, which will be used for scholarships for
our graduating seniors.

¥ou will also be pleased fo learn that Alexa Dickenson, a junior, has agreed fo assume fotal
marketing responsibility for the project. She has informed me that a tentative plan for posting
promotional flyers in hallways is underway. These flyers will inform students about sales and
distribution logistics.

Calendars can be picked up before and after school at the following locations: Media
Center, Guidance Office, Auditorium, and Room 104.

If you have any great ideas about how to raise more money with this project, I'd love to hear from
you. Drop me a note in the Student Council mailbox in the main office. As always, Hamilton High
is reaching out for your support.

Unit 2: Docs
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Lesson 2.4

State Symbols

Working with Tables and Links

Overview

After writing a report on your home state, you decide to include
a table of state symbols. This table will organize and illustrate the
information, and help the reader quickly access these important
facts in your report.

N 2 S kl | |S In this lesson, you will

Insert a Table - Use Paint Format - Copy an Image « Insert a Link - create.a tgb/e that dlink
Resize an Image « Crop an Image contains l.ma.ges an .m s
that provide information

about the symbols of your
home state.

Instructions

1. Inyour My Docs folder, create a new document and name it Lesson 2.4.
At the top of your document, type the text [State Symbols of <Your State Name>].
Center align, bold, and change the font size of the text to 24.

Hit the Enter key and clear formatting.

LA S

Insert a Table. To insert a table to organize information in columns and rows, from the Table menu,
select Insert table with 3 columns and 6 rows.

Lesson 2.4 ] @g
Flle Edh View Insert Formal Tools | Table | Add-ons Help Al changes savad in Dilve Commants n

= o ow To00% - Normal tex Insert table » uAaA-esH|IS===I8-E -= -

1 4 5 ]

= L/

ympols of California

6. Using the Tab key to move from cell to cell, type the text as shown in 2.4 Figure A.

30 Learn-by-Doing: Google Docs
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7. Selectrow 1 by clicking and dragging across all of the cells in that row.

@ Note: Upon selecting the row, the table cells will turn blue.

State Symbols of California

Symbol Image Link
State Flag

State Bird

State Tree

State Flower

State Insect

8. Centeralign, bold, and change the font size of the text to 14.
9. Bold the text [State Flag] in column 1.
10. Use Paint Format. To replicate existing formatting to other text in a document, do the following:

a. Select the text [State Flag] and click the Paint format icon.

Lesson 2.4 ] g
File Edit View Inset Formal Tools Table Addons Help Al changes saved in Drive il n

B w T owew\;  Womaitest - Aral - 1 - B r u A- caB® = - - # Ediing
Paint format ! 2wl 3 4 i 3 ] T

b. Select the text in the remaining four cells in column 1. All text in column 1 should now be bold.

[l
il
il
i
I
g
L

11. To find images and information about state symbols, open a New tab and go to www.statesymbolsusa.org
(or a similar web site), and from either the list or the map, click the name of your state.

Alanams State
Masks Symbols &
Arizona Ieans
—— Amphlblans
Arts:| Drarra

Astronomy
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12. Click the State Flag image to go to the web page about your state flag.

California Symbols & lcons | Cties B Towns | Parks | Landmarks | Historic Markers
New Mexico Blue and Gold CA Consolidated Drum Band = PHIRSITCENUmE
Mew York » The California Delta
Morth Carollna
Morth Dakota k

(@10]
Oklahoma
Dregon

Pennsyhiz
Rhode Is
South G
South Dakota

SRR

CALIFORNIA REPUBLIC

13. Copy an Image. To copy an image into a table, do the following:

a. Right click the image of the state flag, then select Copy image.

Flag of California

California State Flag

Flag of

Open link in new tab
* Open link in new window
Open link in incognito window

Save link as..

Copy link address

CALIFORNIA REPUB| coimsss=-

-..( s

Aliles from reality.

toskcm b v b

TpeTE = new tab

Search Google for this image
Print.. Cirl+ P

by American settlersin revolt agalnst
as the state flag ef Califarnia in 1911)-

any Label you need B
N anywhere in the Warld
wosewl Al The Right Price &

Inspact element Ciri<Shift=

Kemtuoky

L Aclana

b. To return to the Lesson 2.4 document, click on the Lesson 2.4 tab at the top of your screen.

c. To place the image in the appropriate cell (see 2.4 Figure B), right-click in the cell, then select Paste.
Alternatively, use Ctrl+V.

Symbol Image Link

State Flag |

State Bird

State Tree @ =
State Flower

2 Suggest adits

State Insect

e Link... Ciri+K

32 Learn-by-Doing: Google Docs




Working with Tables and Links Lesson 2.4

14. Insert a Link. To insert a hyperlink into a table, do the following:
a. Click on the tab for the state flag web page at the top of your screen.

b. Select the URL, right-click, then select Copy.

= it |-

s MyDocs - Google Dive. x * [ Lesson 34 - Google Docs. % / & Flag of California | State & x

o &2 1]

G, california - Google Search
S, map of california

0, california flag Pasta s
Delete
Select all

NATIONAL SYM ABOUT U

Edit z=anch engines..

c. Toplace the link in the appropriate cell (see 2.4 Figure B), return to the Lesson 2.4 document, click
in the cell, then from the Insert menu, select Link.

Lesson 5 in themadrakeizy
Flle Edit View Insert Format Tools Table Add-ons Help Al changes saved in Drive Comments ﬂ
oo W P L) mase = " 'BIHA-“' == = = |5~ | Mew - # Editing
Clil+K 203 3 4 o
T Equation. ..
B Crawing. .
Tabla

d. Inthe Link dialog box, type [State Flag of <Your State>] into the Text field, paste the link into the
Link field, then click Apply.

Symbol Image Link
State Flag |
*
A Texi | State Flag of Calforil |
: Link hltp:.’fwm.v.stmesymholsusa_orgfsymbo!
CALIFORNI

15. To return to the State Symbols page, click on the state flag tab, then click the Back icon.

S\MyDors - GoogleBrive % | B Lesson 24 Google Dacs. % ) X Flag of Califomia | State & % |\
@ € | [ www.statesymbolsusa.org/symbol-official-item/california/state-flag/flag- callfornia

[$Apps K Bockmarks ] Academy Titles

16. To complete the table with the appropriate images and links, repeat steps 12-15.

Hint: If you cannot locate a particular symbol for the state you have selected, replace it with one of your
choice.
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17. Resize an Image. To change the size of an image proportionately (larger or smaller), do the following:

a. Click the flag image, then click and drag the bottom-right resizing handle.

Symbol Image Link
State Flag " - o | State Flag of Califomia
. .
CAUFORNIA REPUBLIC
——)
State Bird In line | Wrap text | Break Y=t | Bird of Californi

18. Zoom out, then resize the images in column 2 (if necessary) so that the entire table fits on one page.

19. Center align the images in column 2.

20. Crop an Image. To change the proportions of an image without distorting it, or to cut away (mask) a
portion of an image, do the following:

a. Click one of the images in column 2 that has a portion you would like to remove.

b. Click the Crop image icon.

Lesson 5 [ ] themadrakeg
Flle Edi WView Inset Formal Tools Table Addens Help Al changes saved in Drive Commente ﬂ
o o~ 7o - es B 7

= E-E-2= 2-=-fa-

\nage options... = Replace imasge.. J# Editing
1

c. Click and drag the cropping handle until only the desired portion of the image remains.

State Tree State Tree of California

State Flower State Flower of California

21. Proofread your document for accuracy and format.
22. Print preview. Your document should look similar to 2.4 Figure B.

23. Share or print your document if required.
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2.4 Figure A

State Symbols of <Your State Name>

Symbol Image Link

State Flag

State Bird

State Tree

State Flower

State Insect
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2.4 Figure B

State Symbols of California

Symbol Image Link
State Flag [ & State Flag of California

... §

CALIFORNIA REPUBLIC

State Bird State Bird of California

State Tree State Tree of California

State Flower State Flower of California

State Insect State Insect of California

36 Learn-by-Doing: Google Docs



lesson 2.5

Chocolate Fudge Brownies

Retrieving and Copying a Document

Overview

The Chocolate Fudge Brownies recipe is similar to the Peanut Butter
Brownies recipe you created in Lesson 2.2. You decide it will save you
time to make a copy of the Peanut Butter Brownies recipe and edit
the text to create the Chocolate Fudge Brownies recipe.

New Skills

Open an Existing Document » Make a Copy of a Document « Insert an
image

In this lesson, you will
open, make a copy of,
and edit an existing
document.

Instructions

1. Open an Existing Document. To open a previously created document, from your My Docs folder,
double-click the Lesson 2.2 document.

& Drive My Drive > My Docs = o . © 8 L S
“ Name 1 Owner Last modified File size
»EY My Drive B Lessonia me 8:03 am me -
&% GChared withme B Lessoni2 A me 8:04 am me =
=% Google Phatos
essan g3 me 54.am me -
- B teson21 = 11554
@ Recent
11:55am me
Hr Gtared
§ mren B  tessonzz me 11:52am me -
ras!
B Lessonza4 2 me 11:66 am me -
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Llesson 2.5 Retrieving and Copying a Document

2. Make a Copy of a Document. To create another version of an existing document, do the following:

a. From the File menu, select Make a copy.

Lesson25 ~ m 29

H File | Edit View Inset Format Tools Table Add-cns Help  Last edit wes 30 minutes ago Comments n

Share Georgla - @ - B F W A-eB S=EEZE 1E | E-E-2E 2| K F

2 — i L3

Mew

Open... Ctr+0

Rename

Make a copy ..

I Move to folder. .

Pealmt Butter Brownies
B Moveto trash

=nis

Searsvisiontistory  CuieARShineg |2 CUR Beanut butter

Language . 3cup margarine, softenad
'3 cup white sugar

Download as * 2 cup packed brovwn sugar

Publish to the web. . BgES

Email callaborators 2 teaspoon vanilla extract
Email as attachment. . ~up all-purpose flour
seaspoon baking powder
Page setup...
4 teaspoon salt
& Print Cir+P

§ o I .

b. Inthe Copy document dialog box, type [Lesson 2.5] in the Enter a new document name field,
then click OK.

Copy document

Enter a new document name:

| Lesson 2.5

Comments will not be copizd to fhe new document

| Shara it with the same people

mw

Replace the text [peanut butter] with the text [chocolate fudge].

Capitalize the first letters of [chocolate] and [fudge] in the title.
Change the font of all the text to Arial and the font size of the text, except the title, to 12.
Delete [Word Count: 116].

N o o o

Place your cursor at the end of the last direction, then hit the Enter key two times.
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Retrieving and Copying a Document

8. Insert an image. To insert an image of a chocolate brownie at the end of the recipe, do the following:
a. From the Insert menu, select Image.
Lesson 2.5 ] @g
Flle Edi  View | Insert | Formal  Tools Table Add-ons Help Al chianges saved in Dilve e n
'E‘""' - 2 - BruA-emBElE=s=s(tEE-Er2e |k £
e Link.. Ctd+K 2 3 4 5 €
T Equation
B Crawing ..
Table 9
Chocolate Fudge Brownies
Footnate Crri+Al+F
) Special characters .. olate fudge
— Horizontal line jaring, softenad
Page numkber - i
ed brown sugar
Page count
[ Page break CrrkEnter | vonilla extract
Header CirbAR+O Crri+AK+H pose flour
Footer Ctri+ Alt+ O CerlAltsF yaking powder
Bookmark
1 salt

Table of contents

Diractinns

b. Click Search, type [chocolate brownie] in the Google search field, and hit Enter.

Insert image

Upload Take a snapshot By URL Your albums

Google Drive

chocolate brownies

Google ~

Results shown are labeled for commercial reuse with modification. Learn more

Type your search in the box above to find images using Google Search.

LIFE

Double-click an image of your choice.

Stock images

Google

C.

9. Resize the image so that it is similar in size to the one shown in 2.5 Figure A and your document fits on
one page.

10. Center align the image.

11. Proofread your document for accuracy and format.

12. Print preview. Your document should look similar to 2.5 Figure A.
13. Share or print your document if required.

14. Move your document from your Drive into your My Docs folder.
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2.5 Figure A

Chocolate Fudge Brownies
Ingredients

« 2 cup chocolate fudge

« Y5 cup margaring, softened
» 35 cup white sugar

« 2 cup packed brown sugar
e 2eggs

« % teaspoon vanilla extract
« 1 cup all-purpose flour

« 1 teaspoon baking powder

e Y teaspoon salt

Directions
1. Preheat oven to 350 degrees F (175 degrees C). Grease a 9x9 inch baking pan.

2. In a medium bowl, cream together chocolate fudge and margarine. Gradually
blend in the brown sugar, white sugar, eggs, and vanilla; mix until fluffy. Combine
flour, baking powder, and salt; stir into the chocolate fudge mixture until well
blended.

3. Bake for 30 to 35 minutes in preheated oven, or until the top springs back when
touched.

4. Cool and cut into 16 squares.
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lesson 2.6

Geometric Shapes Poster

Using Shapes and Graphic Tools

Overview A

You are studying geometric shapes in math class, and your
assignment is to create a geometric shapes poster to be displayed on
the classroom wall. You decide to make the poster using the drawing
tools in Google Docs.

NEEEEEEEEEEREESR

4N EEEEEEEEEESR

EEEEEERERYV

EEEEEEEAM

N Gl S kl | |S In this lesson, you will

Change Page Orientation « Change Page Margins - Change Page chznge t;e page setl,;p
Color « Insert Word Art « Change Shape Fill Color « Change Line Color and use drawing tools
to create a colorful

» Change Line Weight - Use Wrap Text « Insert a Shape )
geometric shapes poster.

Instructions

1. Inyour My Docs folder, create a new document and name it Lesson 2.6.

2. From the File menu, select Page setup.

Lesson 2.6 (] an
E Flie | Edit View Insert Format Teole Table Addons Help All changes saved in Drive Commants n
Share.. Anal - |4 - BT U A-mmEISEI=E=SS 8 E-C-=28 & 7
1 z 3 4 3 [
Pew
Open... Cir+0
Rename
Maks a copy...
B Move to folder..

B Movetotrash

See revision history CtdtAl+Shift+ G
Language

Download as
Fublizh to the web
Email collaborators. ..

Email as attachment

Page setup...

& Frint Cir+P
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Using Shapes and Graphic Tools

3. Change Page Orientation. To accommodate a document that requires more width than height, do
the following:

a. Inthe Orientation section of the Page setup dialog box, click Landscape. See 2.6 Figure A below.

4. Change Page Margins. To set the space around your document where content cannot be placed, do
the following:

a. Inthe Margins section of the Page setup dialog box, type [.5] in the Top, Bottom, Left, and Right
fields. See 2.6 Figure A below.

5. Change Page Color. To add color to the background of your document, do the following:

a. Inthe Page color section of the Page setup dialog box, click the Page color drop-down menu,
select Black, then hit OK. See 2.6 Figure A below.

2.6 Figure A
Page setup
Orientation Margins (inche
Portrait Top
Paper size Battor

Letter (8.5 11") 5
il B R iC Left

Page color 3
Right

wm
| e Ar | .... Set as defaull

[ alac

i)

i

[l CIE W@
AN
AEENENEE.
HED EEEEEE

Custom..

6. Insert Word Art. To add artistic flair to your document, do the following:

a. From the Insert menu, select Drawing.

Lesson 2.6 ] 29

File Edit View Inser | Format Tools Table Addons Help Al changes saved in Drive Comments n

g;r-q? [aa] Image.. - 11 - B 4 U A- en = el (L e = = A= = |l 7’
&2 Link... Ctri+ K 4 8

T Equation. ..

labla

Footnote Cli+Al+F

Note: A drawing canvas will appear on your screen.
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b. From the Actions drop-down menu, select Word art.

Lesson 2.6

File Edit View Insant Formar Tocls Table Add-ons Help hariges ta [ Rgrmene

= -
Drawmg Save B Close

lctions = e~ w B - [k N -Gg-[Tl
See revizion history Cirt+Alt+Shifi+G

Diownload as

In the Word art dialog box, type the text [Geometric Shapes], then hit the Enter key.

C.

Commanti

Lesson 2.6
Tools Table Addons Help

File Edit View Insert Fomat Tool Al ek I i

Drawing
Actons - e @ - kN - G- T [

Usee Enter o s3ve. Uss Shift+Enter for mutple inss.

7. Change Shape Fill Color. To change the fill color of a shape or word art, click the Fill color drop-down

menu, then select White.

Commanti

Lesson 26

File Edit View wart  Format Table Addons Help

Tools

Drawing  Aulo-saved 2120535 M

Acors- e B RN -Gl B L-=-F- oam

& Transparsnt
EEENE @
HEN ENERY %)

8. Change Line Color. To change the line color of a shape or word art, click the Line color drop-down

menu, then select Yellow.

Lesson 26
File Edit View Inset Fommat Tools Table Addons Help Commants
Drawing  Auto-saved 3l 20550 FM
Aions - @ - KN -G W B L =R A | W
& Transparent
EwAT
1 IEEEN
N
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Using Shapes and Graphic Tools

9. Change Line Weight. To change the line weight of a shape or word art, click the Line weight drop-
down, then select 4px.

Lesson 2.6
le

Edit Vi sat  Format Tools Table Addons Help

Drawing to-saved sL2:06.11 FI m

Actons- v o~ B - kN -Gg-TE ®- L

1]
1
-
E
=
N

12px
1 Bpue
24px

10. Click Save & Close. The word art will now be inserted into your document.

Drawing to-caved 3t 20611 FM

11. Use Wrap text. To allow an object to move freely on the page, select the word art, then select Wrap text.

Lesson 2.6 [ ] @ymaicom »
Flle Edit View Insert Fommat Tools Table® Addone Help Al changes savad In Dilve Comments

B =E-E-E

£-=- - # Eanng - o=

Geometric Shapes

B e 7 e - 2 B
1

Edit — In |in.-.=

12. Insert a Shape. To create and insert lines and shapes into your document, do the following:

a. Click on the background of your page, then from the Insert menu, select Drawing, click the
Shape icon, select Shapes, then choose Trapezoid.

Lesson 2.6

Fila  Ex Ve seit. Fommat  Tools Table Addons  Help

brawing S

Actions+ 0~ o @ . kN - G- IT W

gs"““ * DonoQonoo

Armows .

% Callos ; gg%éw@gg
= rapeznid L

$ i » HE@ARDU S (O

O0«o000coau
oUARB I ¢ AVAD
asgao

b. Click and drag to expand the trapezoid to approximately 18 grid squares wide and 18 grid
squares tall.
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13. Double-click within the shape and type the text [TRAPEZOID].

|

14. To center align text within a shape, from the More drop-down menu, select the Align drop-down
menu, then select Center.

e A kN -Gy [T - - =5 | Al - - B ZUA-

More -

= 1

15. Bold the text, change the font to Comic Sans, the font size to 16, and the font color to white.
16. Change the fill color of the trapezoid to red.
17. Click Save & Close.

18. Apply wrap text, and move the trapezoid by selecting the shape, then using the double-sided arrow,
click and drag it to the bottom right-hand corner of your page. See 2.6 Figure B.

Hint: Use the Zoom settings to view your entire page.

19. Click on the background of your page, then insert a blue Pentagon that is approximately the same size
as the trapezoid (18 grid squares wide x 18 grid squares tall).

20. Type the text [PENTAGON], center align, bold, change the font to Comic Sans, the font size to 16, the
font color to white, then click Save & Close.

21. Apply Wrap text and move the pentagon to the top right-hand corner of your page. See 2.6 Figure B.

22. Insert a green Parallelogram that is approximately the same size as the trapezoid (18 grid squares wide
x 18 grid squares tall).

23. Type the text [PARALLELOGRAM], center align, bold, change the font to Comic Sans, the font size to
16, the font color to white, then apply Wrap text.

24. Move the parallelogram to the bottom left-hand corner of your page. See 2.6 Figure B.
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25. Insert an orange Triangle that is approximately the same size as the trapezoid. (18 grid squares wide x 18 grid
squares tall).

26. Type the text [TRIANGLE], center align, bold, change the font to Comic Sans, the font size to 16, the font color to
white, then apply Wrap text.

27. Move the triangle to the top left-hand corner of your page. See 2.6 Figure B.
28. Proofread your document for accuracy and format.
29. Print preview. Your document should look similar to 2.6 Figure B.

30. Share or print your document if required.

2.6 Figure B

Geometric Shapes

PENTAGON

TRAPEZOID
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lesson 2./

Getting fo Know You

Collaborating with Docs

Overview

Google Docs offers valuable sharing and collaborating features. You
have been assigned to work with a partner on a document which
requires each person to take on the role of both the interviewer, and
the interviewee. Each partner will ask and answer questions in one
shared document.

N ew S kl | |S In this lesson, you and a

partner will collaborate
by editing a shared
document.

Collaborate « Use Comments « See Revision History « Show More
Detailed Revisions

Instructions

1. In order to complete this lesson, you must be assigned a partner with whom you will collaborate. Once
partners have been assigned, determine who will take on the role of Student A and who will take on
the role of Student B.

2. STUDENT A: In your Google Drive, create a new document and name it Lesson 2.7.

3. STUDENT A: Share the document with STUDENT B. Assign them permission to edit the document
and include a note informing STUDENT B that you have shared a document with them.

4. STUDENT B: In your Shared With Me drive, open Lesson 2.7.

& Drive Shared with me ® % o § D

» B3 My Onve

l 2+ shared with me
1‘- Goagle Photos

(O Recent

W stamed

. Trash

iz ¢
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5. Collaborate. When more than one person is simultaneously editing a document, each person’s
Insertion Point is a different color. A colored box will also appear at the top of the screen.

Lesson 2.7 i &g
File Edit WView Insert Format Tools Table Addons Help Al changes saved in Drive | Commanta E
oo ow To00% - Nommaltext - Arial -1 - BIrUA-e0BIEEES EFE-ET=E KL e

1 1 2 3 4 5 €

What is your nar’?i

STUDENT A: Type the text [What is your name?]
STUDENT B: Type your first name on the next line.

STUDENT A: Continue to ask STUDENT B the questions in 2.7 Figure A.

© ® N O

Switch roles so that STUDENT B now types the questions and STUDENT A types the answers.

What is your favonte animal?

Zebra

What do you like to do in your spare time?
Read

Whatis y me?l
Student Pi

10. STUDENT A: Bold the first set of questions and answers and change the font color to green.
11. STUDENT B: Bold the second set of questions and answers and change the font color to purple.
12. Use Comments. To post a comment in a document, STUDENTS A and B, do the following:

a. Select your name in the document, then click the Comments button.

Lesson27 W
File Edit View Insed Formal Tools Table Addons Help Al changss saved in Drive

&/ e o~ P e - Nomaltext - Anal - n - B rus-ew@d

mgmailcom -

2 ——
Open comments thrced (ClrivAl - Shitt+A)

— aur name?
.ﬁ - ==re you?

15
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b. Clickthe Add a comment icon.

Lesson 2.7 Bg @gmalicam -
File Edit View Insel Formal Tools Table Addons Help Al changes saved in Drive P [Eemunchis m

Ao o~ T owen - Nomaltext - Anal - n - BruA-ewe@B =S : : =
: | 2 s . 4 Notfications
—a

What is your name?
Studam B

How old are you?
15

¢. Inthe comment dialog box, type the text [My middle name is <your middle name>.] and click
Comment.

n Mark Drake
—
eet do you live on?

Spring Street My middle name is Michasl

How many siblings do you have
pt Canced

ubject in school? Past comment

Computer App

13. See Revision History. To see changes that have been made by collaborators and yourself, from the
File menu, select See revision history.

Lesson 2.7 [ Sgm
H File:| Edit View Insertt. Format Tools Table Addons Help Al changes saved in Drive M| |[SsmmEnte E
Share: Arial | w|W T U ArieoBEESE= | 5| Mo I, %
1 1 4 5 &
Newr
Open Cil+O
Rename...
Make a copy

Il Move to folder.

Mark Drake

Resol H
11:00 AM Today Sl

See revision history Vit + A+ Shift+ G
My middle name is Michael.
Language .
e?
Dawnload as
Publish to the web. . n school?

Email collaborators. ..

Emall az attachment..

Page setup
= Print Ctri+p

What is your favorite animal?
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14. Click a time stamp in the Revision history panel to see a previous version of the file. You'll also see the
people who edited the file below the time stamp, and the edits that each person made is shown in the
color that appears next to their name. Be careful not to restore this revision.

lesson 2.7 [} @omai.com =
File Edit WView Insert Format Tools Table Addons Help Al changes saved In Dilve _K_ W Comments m

=% -

Today, 11:03 AM
W khicks

Today, 11:09 AM
W Mark Drake

W khichs

Restore this revision
What is your name?
Student B

How old are you?
15

Today, Tres AW
W khicks

15. Show More Detailed Revisions. To see changes made to the document in greater detail, click the
Show more detailed revisions button.

Lesson 2.7 o oo
File Edit View Insett Format Tools Table Addons Help Al changes zaved in Drive W | Comments m
B/ 100 - Revision history
Today, 11:03 AM
W bhicks
Today, 11:09 AM
m Maik Diake
B bhicks
Restore this revision
What |s your name? ey
y. 11
Studant B B khicks
How old are you?
15

What street do you live on?
Spring Street

How many siblings do you have?
3

' Bhow sbooeos
What |s your favorite subject in school?
Computer Applications il it
aa R T

16. Proofread your document for accuracy and format.

17. Print preview. Your document should look similar to 2.7 Figure B.

18. Share or print your document if required.
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2.7 Figure A

What is your name?

How old are you?

What street do you live on?

How many siblings do you have?

What is your favorite subject in school?
What is your favorite color?

What is your favorite food?

What is your favorite sport?

What is your favorite animal?

What do you like to do in your spare time?

Unit 2: Docs
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lesson 2.7 Collaborating with Docs

2.7 Figure B

What is your name?

Student B

How old are you?

15

What street do you live on?

Spring Street

How many siblings do you have?

3

What is your favorite subject in school?
Computer Applications

What is your favorite color?

Green

What is your favorite food?

Pizza

What is your favorite sport?

Baseball

What is your favorite animal?

Zebra

What do you like to do in your spare time?
Read

What is your name?

Student A

How old are you?

14

What street do you live on?

Mayflower Drive

How many siblings do you have?

2

What is your favorite subject in school?
Personal Finance

What is your favorite color?

Yellow

What is your favorite food?
Cheeseburger

What is your favorite sport?

Tennis

What is your favorite animal?

Koala Bear

What do you like to do in your spare time?
Listen to music
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