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In Google Docs, the first thing you want to do is go to FILE>PAGE SETUP, and check that your margins are set to 1 inch all around, then FORMAT> LINE SPACING and choose 2.0.  If your text doesn’t adjust to double spacing, EDIT>SELECT ALL and set the line spacing again.  After that, if your essay will be more than one page long, you will need to choose INSERT and click on PAGE NUMBER at TOP OF PAGE.  Look at the toolbar at the top of your page and make sure that you use the JUSTIFY buttons to align all of your text to the LEFT.  The only exception is the Title, which should be CENTERED.  Do not alter the standard font in any way.  It should be 12 point Times or Times New Roman, as set by your default.

You have now set up your format and may continue to type the information on your paper that you see in the upper left hand corner of this page.  Use the TAB key to indent the beginning of your paragraphs, and do not insert extra spaces between paragraphs or between elements of your heading.  ONLY hit the return/enter key at the END of a PARAGRAPH.  Only hit it ONCE.  Under VIEW, make sure SHOW SPELLING SUGGESTIONS is checked. If your teacher has asked you to include a word count for your essay, highlight only the body of your essay (from the first word of your introduction to the last word of your conclusion), then go to TOOLS, then WORD COUNT.  Include this number at the end of your essay the way it is done here.

Word Count:  271
