Assignment #2:  Word Processing

Objective:  Students will: 

· Open an existing Word Document

· Adjust the font

· align the text

· create numbered and bulleted lists

· use the spell-check

· change the font and background color

· save the document

· print the document

2) Write the following text after the arrow in regular font:


-->
3) Highlight the font and change it to “Book Antiqua” on the “formatting” toolbar

4) Copy the sentence and paste it here:

-->
5) Change the size to “10,” copy and paste here

-->
6) Center the text in the middle of the page, copy and paste here

-->
7) Write the following three items below in regular font, indent to the left:


-->
8) Highlight all of it

9) Press the “123” button on the toolbar and make the list a “numbered” list

10)  Copy and Paste below

-->
11) Highlight the original list again and copy below

-->
12) Highlight this list and press the “bullet list” button on the toolbar

13)  Write the following text in regular font exactly as it appears below:


-->
14)  Highlight the text and run the “spell check” in the “Tools” menu on the top

15)  Correct the words using the suggestions

16)  Highlight the text and copy/paste below:

-->
17)  Highlight and change the font to a blue color from the “A” menu above

18)  Highlight and change the font background to a yellow color from the  menu above

19) Save this document and Print

