Formatting Text in Google
1. Download the document ‘Formatting Text In Google’ from our class website and save it in your Google Drive folder called Word Processing.
2. Open a blank Google Doc. Be sure that it is in your Google Drive Word Processing folder.
3. In your blank Google Doc (the one you just started), go to File – Open and open the document called ‘Formatting Text In Google’. Google will ask you how to open the document…change it from Open in Word to Google Docs.
4. Proceed to follow the formatting instructions. 

Make this phrase BOLD
Make this phrase ITALICS
UNDERLINE this phrase
STRIKE THROUGH this phrase
Make the number 2 at the end of this phrase SUBSCRIPT 2 (like this: SUBSCRIPT 2)
Make the number 3 at the end of this phrase SUPERSCRIPT 3 Like this: SUPERSCRIPT 3)
Change the font of this phrase to Arial
Change the font size of this phrase to 24
Change the case of this phrase to UPPERCASE
Make the next three items a BULLET list
Item 1
Item 2
Item 3
Make the next three items a NUMBERED list
Item 1
Item 2
Item 3
INDENT this phrase
TAB this phrase
HIGHLIGHT this phrase in yellow
Change the FONT COLOUR of this phrase to red


Automatically remove the formatting in this paragraph.
The first version of Microsoft Word was developed by Charles Simonyi and Richard Brodie, former Xerox programmers hired by Bill Gates and Paul Allen in 1981. Both programmers worked on Xerox Bravo, the first WYSIWYG (What You See Is What You Get) word processor. The first Word version, Word 1.0, was released in October 1983 for Xenix and MS-DOS; it was followed by four very similar versions that were not very successful. The first Windows version was released in 1989, with a slightly improved interface.
Change the line spacing of the next paragraph to 2.0
The first version of Microsoft Word was developed by Charles Simonyi and Richard Brodie, former Xerox programmers hired by Bill Gates and Paul Allen in 1981. Both programmers worked on Xerox Bravo, the first WYSIWYG (What You See Is What You Get) word processor. The first Word version, Word 1.0, was released in October 1983 for Xenix and MS-DOS; it was followed by four very similar versions that were not very successful. The first Windows version was released in 1989, with a slightly improved interface.
Right align the next paragraph
The first version of Microsoft Word was developed by Charles Simonyi and Richard Brodie, former Xerox programmers hired by Bill Gates and Paul Allen in 1981. Both programmers worked on Xerox Bravo, the first WYSIWYG (What You See Is What You Get) word processor. The first Word version, Word 1.0, was released in October 1983 for Xenix and MS-DOS; it was followed by four very similar versions that were not very successful. The first Windows version was released in 1989, with a slightly improved interface.
Centre align the next paragraph
The first version of Microsoft Word was developed by Charles Simonyi and Richard Brodie, former Xerox programmers hired by Bill Gates and Paul Allen in 1981. Both programmers worked on Xerox Bravo, the first WYSIWYG (What You See Is What You Get) word processor. The first Word version, Word 1.0, was released in October 1983 for Xenix and MS-DOS; it was followed by four very similar versions that were not very successful. The first Windows version was released in 1989, with a slightly improved interface.
Fully justify the next paragraph
The first version of Microsoft Word was developed by Charles Simonyi and Richard Brodie, former Xerox programmers hired by Bill Gates and Paul Allen in 1981. Both programmers worked on Xerox Bravo, the first WYSIWYG (What You See Is What You Get) word processor. The first Word version, Word 1.0, was released in October 1983 for Xenix and MS-DOS; it was followed by four very similar versions that were not very successful. The first Windows version was released in 1989, with a slightly improved interface.
Using the Replace function, change all of the Google Words to Microsoft.
Google		Google		Google		Google		Google		Google		Google

