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Using Tab Stops

You were introduced to the use of TAB STOPS in Chapter 2. This chapter will extend
their use. Using TAB STOPS efficiently is essential for the production of professional
documents. The main TAB STOPS available are described in the following diagram.

( \

Represents a Left Justified Tab
Represents a Centre Justified Tab

Represents a Right Justified Tab

Using Tab Stops to Enter a Discount Table

Let’s enter a simple table that uses the different types of TAB STOPS.

A Setting Left Justified Tab Stops

1 Load Google Docs or start a NEW DOCUMENT.

2 Clickon4.0,7.0and 10.0 cmin the
Ruler in turn and select ADD LEFT
TAB-STOP to insert left tabs at those

positions.

Untitled document ||
File Edit View Insert Format Tools Table Add-ons Help

= o A P 100% - Nommaltext - Aral

Add left tab-stop
Add céhtre tab-stop
Add right tab-stop
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3 Press the <tab> key once and enter:
ITEM

Untitled document ]
File Edit View Insett Format Tools Table Addons Help Saving..

& e AT 100% - Normaltext - Arial

4 Press the <tab> key again and enter:
PRICE

ITEM PRICE tCOUI‘
\ 5 Press the <tab> key again, enter:
DISCOUNT

and press <enter> or <return>.

B Removing Tab Stops

A fresh set of TAB STOPS will be needed on the second line so the current ones will need
to be removed.

1 Remove the TAB STOPS from the
Ruler by dragging each down and
out of the Ruler in turn.

Untitled document |
File Edit View Insert Format Tools Table Add-ons Help All changes savggss IV

= o AP 100% - Normaltext - Arial

| 2 This has only removed the TAB
STOPS from the second line, not the
first.

NOTE: If your headings have been affected the cursor was in the first line or
you didn’t press <enter> or <return> after the DISCOUNT heading.
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C Setting Right Justified Tab Stops

Right justified tab stops allow you align the right edges of text or numbers.

info@gct.com.au -

Untitled document | ]

File Edit View Insert Format Tools Table Add-ons Help All changes saved in Drive Comments

& e AT 100% - Normaltext - Arial

]
1]
]
=
i
Tii
il
ll
ll

S

1 - B 7 UA- o L |5 X 2

2 1 6 7 8 ]

3 14115 | 16 170148 1 1€

11

1 2 3
! \

dd left tab-stop
dd centre tab-stop
dT;h%absmp
ITEM PRICI COUN
With the cursor on the second line

D Completing the Table

clickon 5.0,8.25 and 11.5 cm in the
Ruler in turn and select ADD RIGHT
TAB-STOP to insert right tabs at

those positions.
—

Untitled document

= o AP

100% -

File Edit View Insert Format Tools

2 1

Normal text ~

Table Add-ons Help All changes saved in Drive

Arial - 11vnlgLv:{|E E = 3

PRICE DISCOUNT

1 Press the <tab> key once and
enter:

Spade

The text should move to the left
as you enter it.

ﬁ

Untitled document

= AP

100% -

File Edit View Insert Format Tools

2 1

Normal text ~

Table Add-ons Help All changes saved in Drive

Arial - 11 - B 7 U

2 Press the <tab> key again to
move the cursor to the second
RIGHT TAB STOP and enter:

$13.50

DISCOUNT
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N
3 Press the <tab> key again to move
the cursor to the third RIGHT TAB
H Untitled document -~ I STOP, enter:
File Edit View Inset Format Tools Table Add-ons Help Saving..
5o AP 100% - Normaltext - Arial - # - B 7 UA- oo = $2-50
and press <enter> or <return>.
ITEM PRICE DISCOUNT
Spade $13.50 $2.50
E Untitied document - 4 Repeat steps 1to 3 to enter:
File Edit View Inset Format Tools Table Add-ons Help All changes saved in Drive
= o A T 0% - Normaltext - Arial - " - B I UA- e Rake $9.95 $1'75 <enter>
Hoe $12.50 $2.35 <enter>
ITEM PRICE DISCOUNT
Spade $13.50 $2.50
Rake $9.95 $1.75
Hoe $12.50 $2.35

E Centre Justified Tab Stops

You can align text to the centre of a tab stop using a CENTRE JUSTIFIED TAB STOP.

Untitled document ]

& e AP 1w00% -

2 1

File Edit View Insert Format Tools

Normal text -

1

Table

Arial

2

Add-ons Help  All changes saved in Drive

3

info@gct.com.au ~
" - B 7 UA- ErlEvE"E B &
4 5 8

»

ITEM
Spade
Rake
Hoe

11-4

' 1 Press <enter> or <return> to leave
a blank line after the ‘Hoe' line then
remove all the tabs from the Ruler.
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Using the Table Tools

Tables can be inserted into Google Documents. Basically, the TABLE is a simplified
spreadsheet that can be inserted anywhere in a document. Its use can save you having
to set margins and indents using the Ruler. Let’s create a simple roster to illustrate the
use of the table tools.

Starting the Document
1 Load Google Docs or start a NEW DOCUMENT.

2 Enter the heading:
MAKE BELIEVE HIGH SCHOOL

and press the <enter> or <return> key twice to add some space after it.

Untitled document || nfo@get.com.au +
File Edit View Insett Format Tools Table Add-ons Help Saving.. Commen ts
= o A P 100% - Normaltext - Arlal - W - B ZIUA-eccHBHIE=EEE B -iE-22 L (58 a

2 1 1 2 3 a

3 Highlight the heading and set it to
14 pt and BOLD.

MAKE BELIEVE HIGH SCHOOL

Inserting the Table

Untitled document -~ I nfo@get comay +
File Edit View Insert Format Tools Table Add-ons Help Al changes saved in Drive Commen =
= o A~ P 100% - Normaltext - Arlal -| 1M - B I UA- oo =g === == == =R R S

2 1 1 2 3 4 7 [} 9 1100 | 1101 42 | 13 14 11 1 1711018

1 Position the cursor on the second
blank line after the heading.

MAKE BELIEVE HIGH
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H Untitled document B8 no@yotcona . |
File Edit View Inser mat  Teols Table Add-ons Help  All changes saved in Drive
o 7| g 2 Display the INSERT menu and
e Link..

highlight TABLE. Drag across 2 rows

T* Equation..
@ orawing.. and down 3 columns to select a 2 x
Table .
3 table, then click the mouse button.
Footnote BAIF

Q) Special characters..

Untitled document | info@gct.com.au -
File Edit View Insett Format Teols Table Addons Help Al changes saved in Drive Comment ts m
& o AP 100% - Normaltext - Arial ~-|m - B 7 UA- e E=== - z-iz-E Kk T8 A

2 1 1 2 a a 5 a 7 [ [] 100 11 12 13 14115 | 18 A7 018 1 18

3 A2x3tableisinserted at the cursor
position.

MAKE BELIEVE HIGH

Changing Column Widths

The widths of columns can be adjusted.

Untitled document | ] info@gct.com.au +
File Edit View Inset Fommat Tools Table Addons Help All changes saved in Drive Comment ts m
= o~ P 10% - Normaltext - Arial -/mn -/ B I UA- oo E=s==s 1= =~-i=-EE | L|LIT R

2 1 1 2 3 4 5 8 7 L 8 10 1

1 Move the pointer over the border
at the centre of the table until the

MAKE BELIEVE HIGH SCHOOL / pointer changes to a cross hair with
horizontal arrows.
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Using the Table Tools 12

Untitled document - info@gct.com.au + |
File Edit View Inset Format Teols Table Add-ons Help Al changes saved in Drive

e i e Il st R 2 Drag the border to the left so that
= COLUMN A is 4 cm wide.

3 COLUMN B is now much wider. l

Entering the Headings

The headings for the table will be entered in the top row.

Untitled document | ] info@gct com.au -
File Edit View Insert Format Tools Table Add-ons Help All changes saved in Drive Comments
S o A T 100% - Normaltext - Adal - 11 - B Z UA- eo == E [E- -2 L (L8 2

2 1 1 2 3 5 6 7 ] 91100 111 12

1 Click in the top left cell and
enter:
MAKE BELIEVE HIGH SCHOOL

Yard Duty Roster

Yard Duty Roster

Untitled document 2] info@get com.au +
File Edit View Insert Format Tools Table Add-ons Help Al changes saved in Drive Comments
& e~ T 100% - Normaltext - Arial - " - B 7 UA- oo HE= == |12 | 1= =.== L |19 2

2 1 1 2 3 5 6 z [ 9 100 111 1201 ' 13 14 1115 | 16 [E SRR T T

2 Press the <tab> key to move the

———— cursor across to the next cell and
enter:

Yard Duty Roster 15 October 2015

15 October 2015
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Untitled document B info@get.com.au +
File Edit View Insert Format Tools Table Add-ons Help  All changes saved in Drive ot

& e~ T 100% - Normaltext - Arlal r|m -||BlZ U

> 2
H]
[
i
I
I
-
i
-
Tii
Tii
il
[l
el
=
1A I
>

N

3 Highlight the contents of the two
cells by dragging the mouse across
them and set the text to 11 pt and

Yard Duty Roster 15 October 2015 BOLD.

-

MAKE BELIEVE HIGH SCHOOL

NOTE: Unfortunately, at this point in time, Google Docs does not allow you

to merge groups of cells into one cell, so the headings needed to be
entered over 2 cells.

Shading Cells
Cells within the table can be shaded.

1 The top two cells should still be highlighted.

2 Display the TABLE menu and select TABLE PROPERTIES.

Table properties

Table border Dimensions (centimeters)
H- pt - +/ Column width 12.409
Cell background colour Minimum row height

Cell padding 0.176

C 4 MNone

EEEn o
{1}

HEEN ENEEEEm ”

eft indent

3 Inthe TABLE PROPERTIES dialogue
box click in the CELL BACKGROUND
COLOUR box, select a light colour

and select OK.
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13

Adding Tables to Documents

Tables in Google Docs can be inserted anywhere within a document. To illustrate this
a table will be added to a prepared document about discounts offered by a company
selling computer equipment.

Loading the Prepared Document
A sample letter has been prepared for you. Your task will be to insert a TABLE into it.

1 If you are starting a new session, load Google Docs.

2 Display the FILE menu and select OPEN.

3 Click on UPLOAD followed by SELECT A FILE FROM YOUR COMPUTER.

4 Access the DOCS SUPPORT FILES, open the CHAPTER 13 folder and load the file:

Client Letter

Inserting a Table
A table will be placed in the centre section of the letter.

1 Read the letter to become familiar with it.

Client Letter iz} nfo@get.com.au +
File Edit View Insert Format Tools Table Add-ons Help Last edit was seconds ago Commen its m

& e~ T 100% - Nomaltet -  TimesNew..- 12 - B 7 U A - oD =

2 Position the cursor at the beginning
‘With the end of the year fast approaching, we are pleass " Of the Second blank Ilne after the
range with special deals for bulk p ﬁrst pa ragra ph.

Dear Valued Client:

(All prices include GST)

Please do not hesitate to contact our sales staff for advice on your office, business, school or personal
computer use.

© Guided Computer Tutorials 2014 13-1
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Client Letter iz} info@getcom.au ~
File Edit View Insert Format Tools Table Help  All changes saved in Drive Commant ts

N el B Bt 3 Display the TABLE menu, highlight

1 A- en =

- INSERT TABLE and drag across so
B ws i that 4 columns are highlighted

i ey tmaeyenviti - then drag down so that 5 rows are
| highlighted.

(All prices include GST)

Client Letter ~~ Im info@getcom
File Edit View Insert Format Tools Table Add-ons Help All changes saved in Drive Comments.

[ I ol | ? 100% - Normal text - Times New... - 2 - B 7 U A- co E=== E- i=-i=2-E2E= L 1% Py
2 1 1 2 3 % 5 8 7 L] 8 10 RRl 1
Dear Valued Client:

4 When you click the mouse button a
4 x 5 table should be inserted.

‘With the end of the year fast approaching, we arc pleased to anng
December as a discount month. There will be huge price 1e
range with special deals for bulk purchases. We ¢
advantage of the discounts now and pay I 'm sure you will fin
Some of the specials on offer are:

(All prices include GST)

NOTE: COLUMNS are usually referred to by a letter, A, B, C, etc. ROWS are
referred to as numbers, 1, 2, 3, etc. The rectangles in the TABLE are
called CELLS and they are labelled with the COLUMN then ROW labels.
For example, the first cell is A1, the cell directly below it is A2, the cell
directly to the right of it is B1.

5 Notice that the Ruler now has four
separate sections, one for each
column, each separated by dotted
COLUMN MARKERS.

Client Letter ez}
File Edit View Insert Format Tools Table Add-ons Help All changes

& e~ T 100% - Normaltext -
2 1 1
Dear Valued Client:

‘With the end of the year fast approaching, we are pleased to announce that we are setting aside
December as a discount month. There will be huge price reductions available on our entire product
range with special deals for bulk purchases. We can also arrange finance for those wishing to take
advantage of the discounts now and pay later. I'm sure you wjil' Sttt

R 6 Clickin a cell in COLUMN B and its
| indents are displayed.
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Adjusting the Column Widths

The first column will contain equipment names and, as such, it will need to be wider

than the other columns.

E Client Letter - im 1 Move the pointer over the gridline
File Edit View Insert Format Tools Table Add-ons Help All changes saved in Drive .
&5 e o~ T 100% -  Normaltext - Times New... - 2 - B I U L' eo between COLUMNS A and B Untll It
s changes to a crosshair with horizontal
il the e of e yer st ppronching, e ar e arrows and drag the gridline to the
ccember as a discount month. There will be hu; ce reduc]
e vin sl doss o ik puces P ssoard — right s0 that COLUMN A is 5.0 cm wide.
advantage of the discounts now and pay . I'm sure you
Some of the specials on offer are:
4
‘IR\ '
\{ 2 The width of the COLUMN B will be
(All prices include GST)
reduced.
Client Letter ] info@got.com au ~

File Edit View Insert Format Tools Table Add-ons Help All changes saved in Drive

[ I ol ] -r‘ 100% - Normal text -~ Times New... - 12 - B I U A-

2 1 1 2 3 4 8 7 8
Dear Valued Client:

Gomments

ol

[}
il
1]
o
il
lil
lil

2~
A

Ix

B
H

17 80

‘With the end of the year fast approaching, we are pleased to announce that we are setting aside
December as a discount month. There will be huge price reductions available on our entire product
range with special deals for bulk purchases. We can also arrange finance for those wishing to take

Some of the specials on offer are:

advantage of the discounts now and pay later. I'm sure you will find our terms very competitive.

it

—

——

(All prices include GST)

3 Adjust the widths of COLUMNS B, C

and D so that they are roughly even.
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Client Letter iz} info@gct.com.au +
File Edit View Insert Format Tools Table Addons Help

All changes saved in Drive

& e A T 100% - Normaltext -

TimesNew.. - 12 - B 7 U A - e2 =sE=== E-iz-==E L (908 2
2 1 1 2 3 4 7 8 ! 10 1 12 Qr!:) 16 17 18 1
Dear Valued Client:

December as a discount month. There will be huge price reductions available on our entire pro
range with special deals for bulk purchases. We can also arrange finance for those wishing to take

advantage of the discounts now and pay later. I'm sure you will find our terms very competitive.
Some of the specials on offer are:

4 You can also use the COLUMN
MARKERS in the Ruler to adjust
column widths.

(All prices include GST)

Entering Data into the Table

We are now ready to enter data into the table.

A The Headings

Client Letter B info@get.com.au -
File Edit View Insert Format Tools Table Add-ons Help Al changes saved in Drive PR = e
& e~ T 100% - Nomaltext - TimesNew..- 12 - B 7 U A- coH = 'I Click in ce" A'I and enter:
2 1 1 2 3 4 7 8 4 10 1"
Dear Valued Client: E ui ment
‘With the end of the year fast approaching, we are q p
December as a discount month. There will be

advantage of the discounts now
Some of the specials on offer,

Equipment

| 2 Pressthe <tab> key to move the
N cursor to cell B1 and enter:

Brand
(All prices include GST)
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14

Using Styles

STYLES are a collection of text formats. They are available from the PARAGRAPH STYLES
option in the FORMAT menu or from the STYLES icon in the TOOLBAR. STYLES can be
applied to text at any time and you can modify the provided styles to suit your needs.
The default style is NORMAL TEXT.

The major advantage of using STYLES is that once text has been set to a STYLE, when that
STYLE is adjusted, all the text set to that STYLE is automatically adjusted as well.

Loading a Sample File

1 If you are starting a new session, load Google Docs.
2 Display the FILE menu and select OPEN.
3 Click on UPLOAD followed by SELECT A FILE FROM YOUR COMPUTER.

4 Access the DOCS SUPPORT FILES, open the CHAPTER 14 folder and load the GOLF
RULES file.

5 The file contains rules and etiquette for a golf club. Your task will be to format it
using styles.

Using Preset Styles

The easiest way to use STYLES is to simply use the provided styles to format text. Let’s
format the main heading to the HEADING 1 style.

Golf Rules ] info@get com.au
File Edit View Insert Format Tools Table Add-ons Help Al changes saved in Drive Commen 1= m
A -

& e o~ T 100% - Normaltext - Times Now... ~ 0 -~ B I U coc H E=E== 8- E-=-2E L, L1 &

1 The cursor should be in the heading
MANICURE GOLF CLUB.

MA\'I IRE GOLF CLUB

Local Rules

1 Aball lying outside any boundary fence is out of bounds. Penalty: Stroke and Distance
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Golf Rules i} info@get.com.au +
File Edit View Insert Fomat Tools Table Add-ons Help All changes saved in Drive Commen its
A -

2 -(|BJZ U A co H 7
1 2 Click on the STYLES box in the
TOOLBAR and select HEADING 1 to
format the text to that style.

& e~ P 100% - Headingt -

Times New... ~

GOLF CLUB
« Heading 1 -
@

side any boundary fence is out of bounds. Penalty: Stroke and Distance

Heading 2

sl hazards are:

NOTE: STYLES in Google Docs are PARAGRAPH STYLES which means that

whole paragraphs are formatted when you select a style.

3 You can modify the text after it has been set to a style.

4 Highlight MANICURE GOLF CLUB
and set the TEXT COLOUR to GREEN.

Golf Rules s}
File Edit View Insert Fomat Tools Table Add-ons Help All changes saved in Drive

& o ~ " 100% - Headingt -  TimesNew..- 24 - B I = =S4 = = = (SRS o= o

MANICURE GOLF CLUB

Local Rules

L st st soseens sy 5 Click on the LINE SPACING icon in
the TOOLBAR and select REMOVE
SPACE BEFORE PARAGRAPH to
remove the spacing above the text.

The preset styles in Google Docs usually have paragraph spacing
included in the style.

NOTE:

ii The changes you have made to the heading are not permanent.
If you select HEADING 1 from the STYLES icon, the original style
formats will be returned to the text.
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Creating Your Own Styles

You can record any format changes you make to a style so that you have a customised
styles that suits your needs.

A Setting the Formats

The steps in creating your own styles is to add the required formats then update the style
in the STYLES list.

Golf Rules ] info@get com.au
File Edit View Insert Format Tools Table Add-ons Help Al changes saved in Drive Commen = m
A -

meC T 11 Highlight the LOCAL RULES sub-
heading then click on the STYLES
icon in the TOOLBAR and select the
SUBTITLE style.

& e o~ T 100% - Subtitie eorgia

Normal text

Title

v Subtitle
&
Heading 1

Heading 2

side any boundary fence is out of bounds. Penalty: Stroke and Distance,

2 Change the FONT to TIMES NEW
ROMAN and the FONT SIZE to 18 pt.

Golf Rules s}
File Edit View Insert Format Tools Table Add-ong

& o~ T 100% - Subtitie ©  Times New... ~ & == = = [JERNI= o= o

MANICURE GOLF CLUB

3 Click on the LINE SPACING icon in
the TOOLBAR and select REMOVE
SPACE BEFORE PARAGRAPH.

Local Rules ;l

1 Aball lying outside any boundary fance is out of bounds. Penalty:

4  We want to record this format so that the other sub-headings can be set to the
same style.
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B Updating the Style

The style needs to be updated so that the new formats are recorded.

Golf Rules noggsicomay - |
T Y
File Edit View Insert Fomat Tools Table Add-ons Help All changes saved in Drive

Click in the STYLES icon in the
TOOLBAR, highlight SUBTITLE, click on
its arrow and select UPDATE ‘SUBTITLE’

& e~ o~ P 100% - Subtitle imes New... ~ B8 - B Z U A- eoH

3

7 3 ] 10

Normal text

ditie TO MATCH.
v Subﬁtle Apply ‘Subtitle'
Heading 1

side any boundary fence is out of bounds. Penalty: Stroke and Distance,

C Applying the Style

The style can now be applied to other text in the document.

Golf Rules s} info@gct com.au ~
File Edit View Insert Fomat Tools Table Add-ons Help All changes saved in Drive Commen s m
& e A T 100% - Subtitle :| TmesNew.- | 18 - B Z U A- B |EE==E 5. |=-E-22 | & |51 S

3 4 5 5 7 3 801401 91 120 (13 | 14 | 45| 4B | 47 [ 18

Normal text

Title R
v Subtitle 1 Highlight or click on the second
Heading1 o= sub-heading, BREACH OF RULES,
o then click on the STYLES icon in the
Heading? e TOOLBAR and select SUBTITLE to
Heading 3 st e fOrMAt the text.
£ Options
Breach of Local Rules

1 Stroke Play: Two stroke penalty

NOTE: When setting a heading or paragraph to a style, it is personal choice

whether you highlight the text or simply click on the text.
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Creating a Table of Contents

A valuable applications of using styles is the automatic creation of a table of contents.
To illustrate this you will create a Table of Contents (TOC) for a travel agency.
Loading the Prepared File

1 If you are starting a new session, load Google Docs.

2 Display the FILE menu and select OPEN.

3 Click on UPLOAD followed by SELECT A FILE FROM YOUR COMPUTER.

4 Access the DOCS SUPPORT FILES, open the CHAPTER 15 folder and open the file:

Table of Contents

Setting the Styles

Before Google Docs can automatically create a table of contents, the text must be set to
styles.

A The Main Heading Style

The Main Heading will be set to the HEADING 1 style.

Table of Contents Ba info@gct.com.au ~
= =" 31 Highlight the first line:'PLANNING
YOUR FIRST... then use the STYLES
icon in the TOOLBAR to set the text
to the HEADING 1 style.

& o o~ P 100% - Heading 1 imesNew... - 24 - B 7 U

PLANNING YOUR FIRST TRI
BRITAIN

Nothing can ever match the thrill of your first visit to Britain. You can go back to Britain
numerous times, but it is never quite the same as that first visit.
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Table of Contents ] info@gct.com.au
File Edit View Insert Format Tools Table Add-ons Help Saving... Comments

S e A~ T 100% - Headingt - Times New... - #® -(B|7 U A- co Bl [E=E== [=- j=-i=-&=+¢
1

]
i
i~
1=
1=
»

5 1 1 2 3 4

2 You can change the format of the
style. Set the FONT SIZE to 18 pt.

PLANNING YOUR FIRST TRIP TO BRIT.

Nothing can ever match the thrill of your first visit to Britain. You can go back to Britain
numerous times, but it is never quite the same as that first visit.

B The Sub-Headings Style

The sub-headings will be set to the HEADING 2 style.

Table of Contents | info@get.comau
File Edit View Insert Format Tools Table Add-ons Help  All changes saved in Drive Comments
= ? 100% ~ Heading2 - Times New... - € ~ | B | U L- co @ EEE=EE [E- I=-=-EE I LIS 2~

2 1 3 4

1 Highlight or click on the first sub
heading ‘Entry into Britain’and use
the STYLES icon in the TOOLBAR to
set it to the HEADING 2 style.

PLANNING YOUR FIRST T

Nothing can ever match the thrill
numerous times, but it is n

ur first visit to Britain. You can
uite the same as that first visit.

Entry into Britain

Getting a tourist visa into Britain is not a problem for Australians, so long as they don't intend to
stay longer than 6 months, the maximum time allowed for tourists.

Vaccinations

Vaccinations are not required un travel to Britain through co

such as Kampuchea. If you are planning a r in South East Asia 2 Highlight Or Click On the Second Sub
heading ‘Vaccinations'and set it to
the HEADING 2 style.
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Publishing Tasks

The TABLE tool can be used to create detailed publishing documents. This is where you
layout a page into blocks and insert text and/or graphics into those blocks.
To illustrate Google Docs’ publishing capabilities the following document will be created.

HIGHTON

Just listed, this sound home offers 4
good-sized bedrooms, comfortable
lounge, central kitchen, plus family
room. Excellent parking makes this
a most appealing home. Call now
for your inspection.

Asking only $528,000

HIGHTON

Low maintenance home in a quiet
court handy to the Highton Shopping
Centre. Very good condition inside
and out with many internal
improvements. New carpets, well
cstablished garden and double

garage.

Special price $532,000

225 High Street, Belmont, Vic, 3216

Phone: 03 5243 8852

PARRY & SYKES
REAL ESTATE

BELMONT

Delightful BY home in a most
pleasant street, featuring 3 bedrooms
each with BIR, study, updated
kitchen, tastefully decorated lounge
with a northerly aspect Your
inspection is highly recommended.

Priced to sell at $408,000

BELMONT

Beautifully presented 3 BR home of
14 squares. All gas appliances, BIR
in ecach bedroom, bathroom with
vanity unit and scparatc shower
recess. Outside there is a well
established garden, entertainment arca
and double garage.

Reduced to $376,000

Graeme Parry 0410 489 259

Rebecca Sykes 0410 590 389

© Guided Computer Tutorials 2014

16-1



Learning Google Docs

The Thumbnail Sketch

Whenever you embark on a publishing task some prior planning of what you want your
page to look like is necessary. Usually a rough sketch of the page is drawn on paper
showing where you intend to place the text and graphics frames (cells). This sketch is
called a THUMBNAIL SKETCH. A THUMBNAIL SKETCH (Table Layout) for the page you are
about to create is shown below.

House Company
Image Name
House 1 House 2
Details Details
House 3 House 4
Details Details
Company Agents
Address Details
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Page Setup
Before starting the publication the paper size should be set.

1 Load Google Docs or start a NEW DOCUMENT.

2 Display the FILE menu and select PAGE SETUP.

Page setup
Orientation Margins (centimeters)
i T 2.54 7
* Portait Landscape * 3 Set the PAPER SIZE box to the paper
Paper size Botiom ~ 2.54 size your printer uses (it is probably
A4 (21.0 cm x 20.7 em) = Ié’ X " A4) and select OK.
Page colour
t 2.54
Cancel Set as default

Drawing the Table

The table will be inserted to match the thumbnail sketch.

Untitled document info@gct com.au ~ |
| r—

File Edit View Insert Format Tools Table

& o~ o~ " 100% -  Normaltext Insert table ( >
2 11

1 Display the TABLE menu, highlight
INSERT TABLE and drag a 4 x 4 table.

2 When you click the mouse button the table is inserted.
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H Untitled document

|
File Edit View

Insert Format Tools Table Add-o
& e A~ T 100% - Normaltext

Help  All changes saved i
Arial

n Drive
A

u

e

info@gct com.

- |
P

3 Reduce the width of COLUMN A to
its smallest width possible.

4 Reduce the width of COLUMN D to

its smallest width possible.
l NOTE: COLUMNS A and D will form the border of the publication. l
Shading Cells

Cell Borders will be turned off when the publication is complete, so the cells in
COLUMNS A and D can be shaded to create the effect.

Untitled document 3
File Edit View Insert Format Tools Table Add-or Help  All changes saved in Drive

& e o~ T 100% - Normaltext Avrial UuA- e

m
o
o
3
3
3

1 Highlight the cells in COLUMN A.

2

Display the TABLE menu and select TABLE PROPERTIES.

16-4
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Displaying Text in Columns

When entering a page of text it is sometimes advantageous to place that text in columns.
This can make the passage easier to read and make more efficient use of the space
available on a page. Normally 2 or 3 columns are used.

Unfortunately, Google Docs does not have a column tool, but tables can be used as a
work around. It does mean a little cutting and pasting to ensure that the columns are
even at the base of the page. You can also nest tables within other tables to create a thin
border around the page contents, which makes column text look more professional.

Loading a Prepared Article

An article about Japan has been entered for you. It will need to be opened then accessed
to copy the text into the cells of the document that will contain the columns.

1 Ifyou are starting a new session, load Google Docs.
2 Display the FILE menu and select OPEN.
3 Click on UPLOAD followed by SELECT A FILE FROM YOUR COMPUTER.

4 Access the DOCS SUPPORT FILES, open the CHAPTER 17 folder and load the
COLUMN TEXT file.
Starting the New Document

1 Display the FILE menu, highlight NEW and select DOCUMENT to start a new
document.

2 Display the FILE menu again and select PAGE SETUP

Page setup

Orientation Margins (centimeters
o Potat ) Landscape Top 254 3 Set the PAPER SIZE to A4 (or the
Paper size Botiom 254 paper size that your printer uses)

A4(21.0 om x 29.7 om) 4= and select OK.

Left 254

Page colour
=0 Right,

“ Cancel Set as default
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Inserting the First Table

The first table will be a single celled table which will act as a container for the rest of the
document. Its cell border will become the page border for the document.

11 Display the TABLE menu, highlight
INSERT TABLE and clicka 1 x 1 table.

Untitled document
File Edit View Inset Format Tools Table Addgns Hel

& o A T 100% - Nomaltext Insert table

1 1

Untitled document <= info@get com.au |
File Edit View Insett Format Tools Table Addons Help Al changes saved in Drive 2
o e 7 e wemses - mm - m - wrua e |2 Press<enter>or<return>toleavea
* [ blank line and enter:
THE LAND OF THE RISING SUN
/ and press <enter> or <return> twice
THE LAND OF THE RISING SUN[ to leave a blank line.
I
Untitled document [ info@gct com.au +
File Edit View Insert Format Tools Table Addons Help  All changes saved in Drive Comments m
& e o~ T 10% - Normaltext - rgia - = ¥ v ErBEvE L

3 Highlight the text and set it to
GEORGIA, 18 pt, BOLD, DARK
RED and ALIGN CENTRE.

THE LAND OF THE RISING SUN

l NOTE: This text will be the heading over the columns of text. l

4  Rename the document:

Columns
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Inserting the Nested Table

A 2 column 1 row table will be inserted within the first table. You can nest multiple tables
within other tables to create the page layout you need.

Columns B info@gct.com.au ~
File Edit View Inset Format Tools Table Addons Help All changes saved in Drive Comments m
& v AT 100% - Normaltext - Arial -|n -| B F UA-|oo = E=EHIE S.i=E.=E= & 2

1 1 2 3 4 5 6 7 8 [ 10 11

1 Position the cursor at the second
blank line after the main heading.

Columns Es
File Edit View Inset Format Tools Table Add-gps Hel

& o A T 100% - Nomaltext Insert table

1 1
Insert row above

Insert row below
Insert column left 2x1

Insert column right

— Deleterow

Delete column

D OF THE RISING SUN

Delete table

Table properti
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Copying the Text

The text from the COLUMN TEXT document can now be copied into the cells of the
nested table. Unfortunately, there is a bit of trial and error with this process to make the
columns even as you cannot flow text from one cell to the next.

@

© O O /B column Text - Coggle Do x | [E]Columns - Google Docs
| |
C | G https://docs.google.Ct

- | 1 Open the COLUMN TEXT tab at the
Fﬂe Edit Vi-:w Ins(jrt 'Format Tools ‘Table Add-ons 'He\p AH'LhEHI\EE saved in top of the Screen and highlight the
first 3 paragraphs.

is becoming a very popular honeymoon destinati
beautiful scenery, friendly people, different cultures, ex
restaurants. |t can be considered a country of extreme:
remote hideaways, unspoiled beaches and ancient la|

for couples looking for
llent shopping and high class
modem, high tech. cities to
marks.

Tokyo, the capital is one of the great cities of the worli. Busy, vibrant and exciting, yet,
although over fifteen million people inhabit the city, if has one of the lowest crime rates
in the world. This is one of its main atiractions - thefstreets are relatively free of crime
and itis safe to visit the vast array of night-life. Yojf will need to be prepared to use
public transport as driving around Tokye can be yry frustrating and time-consuming.

If crowds are not your scene, then the countrysigle is the place to go. Mount Fuji is
Japan's highest mountain and the terrain arourlli it is breathtaking. The village near by,
Kintamani, has a diverse range of shops, inclyfiing many showing the methods of
ancient craftsman. Virtually all the countrysigf has a natural beauty whether it be the
terraced hillsides, the lush vegetation, extinffolcanoes or the crater lakes. They leave
the traveler with an 'eerie’, peaceful feeling.

Although Japan is a small country there are enough differences in latitude and longitude

2 Display the EDIT menu and select COPY (or press CTRL+C or COMMAND+C) to
copy the text.

© O O/ Ecolumn Text - Google Do % | B Columns - Google D * -
C & https://docs.google.com \
Columns ]
File Edit View Insert Format Tools Table Addons Help All changes saved in Drig

& o o~ T 100% - Normaltext - Arial

of the screen and click in the left cell
of the nested table.

1 1 2

LAND OF THE RISING SUN

Japan is becoming a very popular
honeymoon destination for couples
looking for beautiful scenery, friendly
people, different cultures, excellent
shopping and high class restaurants. It
can be considered a country of
extremes, modern, high tech. cities to
remote hideaways, unspoiled beaches

and ancient landmarks. K

Tokyo, the capital is one of the great
cities of the world. Busy, vibrantand
exciting, yet, although over fifteen million
people inhabit the city, it has one of the
lowest crime rates in the world. This is
one of its main attractions - the streets
are relatively free of crime and itis safe
to visit the vast array of night-life. You

4 Select PASTE from the EDIT menu (or
press CTRL+V or COMMAND+V) to
paste the text into the cell.
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Using Equations

Google Docs allows you to insert fractions, mathematical formulas and equations,
chemical equations, etc. into documents. It automatically does most of the formatting
for you when you enter an equation, for example, variables are formatted in italic and it
applies superscript format.

Opening the Equation Toolbar

The equation tools are contained in a TOOLBAR that is opened when you insert an
equation or when you select EQUATION TOOLBAR from the View menu.

1 Load Google Docs or start a NEW DOCUMENT.

2 Set the FONT SIZE to 30 pt so the
equation will be easier to view as
you enter its components.

Untitled document B
File Edit View Inset Format Tools Table Add-ons Help

S e A~ T 100% - Normaltext - Aral LI

efA - 3. <EI L 0Ef . 1D

Display the INSERT menu and
select EQUATION. The EQUATION
TOOLBAR is added below the
normal TOOLBAR and the EQUATION
FRAME is added at the cursor

position.
—

Creating a Simple Fraction

Untitled document B info@gt
File Edit View Insett Format Tools Table Add-ons Help All changes saved in Drive

D Comm
& e A T 100% - Normaltext - Aral - 0w - B I UA- EE=Es 8- iz-iz-@28 L 51 2

afA . x+1 . <#2

1 Click on the MATHS OPERATIONS
icon in the EQUATION TOOLBAR and
select the FRACTION icon.
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Untitled document |

File Edit View Insett Format Tools Table Add-ons Help All changes saved in Drive

&5 e~ P 100% -~

Normal text - Arial

info@gctcom.au |

W - B 7 U A-

afh - x23 . <#d /0. etD

2 The cursor will be placed in the top
section of the fraction, enter 3.

3 Press <enter> or <return> to move
the cursor to the lower section of
the fraction and enter 4.

NOTE: The <enter> or <return> key can be pressed to move to the next

section of an equation or the TAB key or RIGHT ARROW key can be
pressed.

Untitled document

File Edit View Inset Format Tools

info@gct com.au ~
Table Add-ons Help All changes saved in Drive Comments
& e A T 100% - Normaltext - Aral » - B I UA- co @ E=== 1= 1= == == 7 o «
po s 4 Click to the right of the equation to
2 1 1 2 3 4 7 ] )

move the cursor out of it and back
onto the normal Docs page.

Bl

Untitled document B

File Edit View Insett Format Tools Table Add-ons Help All changes saved in Drive

info@gct com.au ~
Comments.
= o o~ T 100% - Normaltext - Arial

anvﬂlgivc—:

il
]
-
{11

New equation

17 118 118

il
il
&

12 13 | 14 | 15 18

5 Press <enter> or <return> twice to
leave a blank line after the equation.
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Combining Equations

The equation options in the EQUATION TOOLBAR can be combined to create an
equation. To demonstrate this the following equation will be produced:

sina+cos’a=1

Untitled document | ] info@gct comau +
File Edit View Insett Format Tools Table Add-ons Help  All changes saved in Drive Comments m
& e A~ T 100% - Normaltet -  Aral - ® - B I UA- =E=== 1= S -iE-EE | L |OT B

BEEE B e |

1 Click on the NEW EQUATION icon in
the EQUATION TOOLBAR to insert a
new equation frame.

AW

Untitled document |

File Edit View Inset Format Tools Table Add-ons Help  All changes saved in Drive

2 Click on the MATHS OPERATIONS
icon in the EQUATION TOOLBAR
and select the SUPERSCRIPT (to the

power of) option.

= o A~ T 100% - Normaltext - Aral - % - B I UA-

aPh - %33 . <#D L R €

Untitled document | ] info@get.comau +
File Edit View Insett Format Tools Table Add-ons Help All changes saved in Drive Commen ts.
= o A T 100% - Normaltext - Arial - - B 7 U A- E==es 1= = =-=E= L 5|5 £

afA - k=] L o=Ed _(x. et

il 1 1 2 3 4 5 6 7 3 o 10

B

1

14 | 115: | 16 1701 118 1€

-
3 Enter:
3 sin
4 and press <enter> or <return> to
/ move the cursor to the superscript
sirl section of the frame.
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Untitled document ] info@gct.com au +
File Edit View Insett Format Tools Table Add-ons Help  All changes saved in Drive Comments m
& o o~ T 100% - Normaltext - Arial - 3 - B 7 U A- EEEE IEr E-riErEE Kk | X ES

efA . %3] . <#ED L MU etD

2 1 1) 2 3 4 5 ] 7 3 2 10 1 12 13114 | 15: 1 18 171 18 18

4 Enter:

and press RIGHT ARROW key to
2 | / move the cursor back to the main
sin

section of the equation frame.

Al

i You need to ensure that the cursor is not in the 2 section. Ifitis, it
will be a small cursor.

ii  You can press the Right Arrow key, <enter> or <return> or the Tab
key to move to the next section of an equation.

iii  You can also enter sin SHIFTA6 and enter 2 to create the superscript.

Untitled document [Ez) info@get.com.au +
File Edit View Insett Format Tools Table Add-ons Help All changes saved in Drive Commants
= o A " 100% - Normaltext - Arial - - B I U A- E==E [E =S -iE-EE L || L8 3
afh - g - <#3 . 0E. et
'-5&6 e N '.- ) - : ) .' X
'Z 5 g 5 Click on the GREEK LETTERS icon in
6o xywl the EQUATION TOOLBAR and select
Teva - 3 the alpha symbol to insert it.
4
sin*a
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Useful Features

This chapter will demonstrate some extra features that Google Docs offers. These include
using templates and add-ons, creating links, adding comments and sharing files with
other users.

Templates

Google Docs provides a large number of templates. These are files shared by other
Google Docs users and all you need to do is modify the template to suit your needs. You
can also save your own files as templates.

A Using Prepared Templates

1 Load Google Docs or start a NEW DOCUMENT.

Untitled document info@gct com au |
S —|

File Q' View Insert Format Tools Table Add-cns Help
2 Display the FILE menu, highlight

Share... T — B 7 U A -

- < —=T NEW and select FROM TEMPLATE.
pen... ® Spreadsheet
Rename... Presentation
Make a copy... B rFom
B Drawing

Language From tempiaie...

+You Search Images Maps Play YouTube Gmail Drive More -

Goc ;gl€ T sarch Tenpiaes )

Google Docs » Template Gallery
Submit a template

3 The PUBLIC TEMPLATES folder
should open with a list of options.

Public Templates ~_ Tezplates Iveused My Templates

Sort by

~

4 Select DOCUMENTS in the NARROW
BY TYPE section, select a category
from the NARROW BY CATEGORY
section then click on USE THIS
TEMPLATE button for the template
you wish to open.

5 Project proposal - Pr
s 24 ratings
Project proposal - Prof

Use this tempiate | Preview

[ Resume - Bold 5y Google Docs
SE2Ah o

gs Ratell Emboc
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ools Table Add-ons Help All changes saved in Drive

info@gct.com.au ~

Cammonta

Copy of Resume - Bold
File Edit View Insas

& e A~ T 100% - Normaltest - Aral

1 2 3 4

SUMMARY

Melissa
Boyd

i ETIINNSE EXPERIENCE
000 000 0000

Job Title, Company Name
City, State — 1989-1990

Utenim ad minim veniam, quis nostrud exec. Irure dolor in reprehend
incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis
nostrud exercitation ullamco laboris nisi ut aliquip ex ea commodo consequat.

5 A copy of the template is opened
and you can change the text within
the template to suit you needs.

B Saving Your Own Templates

1 Open the REAL ESTATE document from your GOOGLE DRIVE.

2 Display the FILE menu and select MAKE A COPY.

Copy document

Enter a new document name:

Share it with the same people

4 Open your GOOGLE DRIVE and set
the view to LIST.

cel
Google
Drive & =] [ ] More ~
My Drive 0
= TITLE 2
My Drive Open with L3
S dsheet:
8 Spreadsheets B spreadshests &% Share... 4

B Word Processing I Word Processing Add star
Shared with M i ivi
ared with Me 5 Real Etate (D) Details and activity
Starred I Moveto...

Recent | /Gﬁslate Template Rename...

Call the file:

and click on OK.

Real Estate Template

info@gct.com.au «

®© o -

LAST MODIFIED

16:58 me

5 Select the REAL ESTATE TEMPLATE
check box then click on the

Bin

More +

@ Install Drive for
'your computer

B Recipe Contents
& Recipe Cover
B Table of Contents

& Untitled document

Mark as unviewed

MORE icon and select SUBMIT TO
TEMPLATE GALLERY.

View authorised apps..
Make a copy
Download...

Submit to template gallery
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Project

Jenson Real Estate
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