Formatting Skills Frenzy

Directions:  Carefully read and follow the following steps.  Make sure to use the tools indicated in RED and the hints to perform each task.  Do exactly as it says.  Use the Office Assistant if you need additional help.

1. Open a new Word document and save it as “frenzy.doc”

2. Set the top margin at 0.5” and the bottom margin at 0.55” and the left and right margins to .75” (hint- File>Page Setup>Margins Tab).
3. At the top of the page, type your full name aligned in the center.  Change the font and size of your name to Engravers MT, size 20 (hint-Use the font and size dropdown menus on the Formatting toolbar). Return font to Times New Roman, size 12.
4. Use the BULLETS tool, to create a list of 3 adjectives that describe the people you like (example:  honest, loyal, fun, caring, daring, exciting, etc.). (hint-find these buttons on the toolbar).
5. Add one more item (you make up)  with a bullet to the top of the list of adjectives and make it bold.

6. Use the NUMBERING tool and INCREASE INDENT and DECREASE INDENT buttons to create the following outline list of your favorite foods:  (hint-find these buttons on the toolbar).
Favorites 

1. Food

a. Spaghetti

b. Tacos

c. Hamburgers

2. Drinks

a. Diet Coke

b. Iced Tea

3. Desserts

a. Ice Cream

b. Carrot Cake

8. Use the SYTLE tool to change the title of the list (Favorites) to Heading 1 style (hint-Find the “Style and Formatting” Button (looks like to uppercase A’s) Choose Heading 1).

9. Change each of the sub items (a, b, c, etc) to a different font style, font color, and font size (hint- don’t forget to change all items on each of the food, drinks and dessert examples).

10. After the favorites list, hit enter 2 times.  Use the LINE SPACING tool to change the line spacing to double (hint- 2.0) and type 3 sentences that describe your personality, the things you like, and the things you dislike.

11. Insert a page break.  (hint- Insert>Break>Page Break>OK)
12. Create a footer that has the name of the file. (hint- View>Header and Footer> switch between header and footer > Insert Auto Text > File name).
13. Use the INSERT TABLE tool to create a table that is 2 x 7 (hint- after clicking on the insert table tool, click and hold your mouse button while you drag to cover 2 rows and 7 columns).
14. Type the days of the week in each cell of the first row.  Type the number of hours you sleep under each day. 

15. Use the HIGHLIGHT tool to highlight the day of the week that you sleep the most hours. (hint- the highlight tool is on the formatting toolbar).
16. Copy the following verse and pasted it under your table.

Row, row, row your boat gently down the stream

Merrily, merrily, merrily, merrily, life is but a dream
17. Change the page view to normal (hint- View>Normal).
18. Scroll up in the document to find and remove the page break you inserted earlier (hint- place your cursor on the page break line and hit your delete key).

19. Add a centered WORDART that says “For Hire” to the top of your document (hint- the WordArt tool is on the drawing toolbar at the bottom of the word window. Click at the top of your document, Click the WordArt tool, select a design that you like, click OK and type “For Hire”.  After it has been made, click on it and click the Center icon on the formatting toolbar).
20. Use the REPLACE function to replace the word boat with the name of your favorite type of car (hint- Edit>Replace  Enter boat in the “find what” box and enter the name of your favorite car in the “replace with” box.  Click the Replace All button).
21. Use the REPLACE function to replace row with tow.

22. Use the REPLACE function to replace stream with street.

23. Underneath your name, type Qualities: in Engravers MT, size 14.

24. Under the bulleted list, type Salary to be Paid In: in Engravers MT, size 14.

25. Under your favorites list, type Self Evaluation: in Engravers MT, size 14.
26. Under your personality paragraph, type Availability:  in Engravers MT, size 14.
27. Under the table, type Motto: in Engravers MT, size 14.
28. Proof read and SPELL CHECK your document. (hint- the spell check tool is located on the standard toolbar).

29. Use the PRINT PREVIEW icon to verify that your document is one page.

30. Print your document to be included with your Word Processing assignments packet.

