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Reviewing the Google Docs Toolbar — 
ANSWER KEY 
Level        

 
Note: The list provided below is based on the Google Docs toolbar. If your class is using a word processor other than Google 
Docs, adjust the graphic and list as necessary. 

 

 

Toolbar Options Select from the following list: 

1. Print, Undo, Redo, Paint Format 

2. Zoom 

3. Styles 

4. Font 

5. Font Size 

6. Bold, Italic, Underline, Text Color 

7. Link, Insert Comment 

8. Text Alignment (Left, Center, Right, Justify) 

9. Line Spacing 

10. Numbered List, Bulleted List, Decrease Indent, 
Increase Indent 

11. Clear Formatting 

Line Spacing 

Font Size 

Bold, Italic, Underline, Text Color 

Font 

Styles 

Numbered List, Bulleted List, Decrease Indent, Increase 
Indent 

Clear Formatting 

Text Alignment (Left, Center, Right, Justify) 

Zoom 

Link, Insert Comment 

Print, Undo, Redo, Paint Format 



 

ICT Word Processing Essentials 

Case Study:  Creating a Personal Logo and Name 
Design  
Overview 

In this case study, you will effectively integrate technologies to design your own personal logo and name acronym.   

Directions 

1. Open a web browser. Read the following article to become familiar with the process of designing a logo 
(http://justcreative.com/2008/01/08/how-to-design-a-logo). 

2. Visit the Logo of the Day page at http://logooftheday.com to view logos for inspiration. 

3. Sketch ideas on a piece of paper for the look of your personal logo. You may share ideas with your classmates, but 
you must create a unique and individual design. 

4. Open your word processor, create a new document, and save it as "[yourName]PersonalLogo.doc."  

5. Create your logo in your document using WordArt and other drawing tools. 

6. Below your logo, write a short paragraph explaining your design.  

7. Below your logo and paragraph, insert a table into your document. The table should have two columns. The number 
of rows in the table should equal the number of letters in your first name. 

8. Enter your name into the table, placing one letter in each row of the first column. Resize all the letters to a large font 
size. Then use the Font Formatting tools and Text Effects to format each letter of your name differently.  

9. In the second column, write an adjective that begins with the letter in that row and that describes your personality. 
Write one adjective in each row in the second column (one for each letter). Format all the text in this column to the 
same font and size.   

Submit 

When you are finished, save your document and submit it to your teacher. Upon teacher approval, print your document 
and display it in your classroom as directed by your teacher. 

Reflection 

Using a word processor, each student should write a short paper named "Reflections on Content Design" that answers the 
following questions: 

1. What did you learn about creating content designs such as a logo and acronym design?  

2. What surprised you the most about designing content using a word processor? 

3. What was the most challenging part of this project for you? 

Share your Reflections paper with your teacher. 

http://justcreative.com/2008/01/08/how-to-design-a-logo/
http://logooftheday.com/
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