Name: (5%) 
Class and Section: (5%)
Practice using the Word Buttons and Menus 10%*
· After you enter your name and class information, click the Save button 
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· Using the File menus, choose Save As… note you can change the name or storage location… but cancel after review
· Click the Print Preview button [image: image4.jpg]


 and explore the options

· Choose File\Print, and note the options

· Type something right here (                          

· Now press [Ctrl] +[Z] or Undo to reverse that typing [image: image5.jpg]



Practice Spell checking 10%
· Right click on the following to correct the spelling   superstision 

· Click Spell [image: image6.jpg]


check to see how it handles this  superstision 

Practice Formatting 10%
· Make this line 16 pt

· Make this line bold

· Make this line blue

· Make this line Arial

· Format each word on this line differently

Practice Editing using copy paste 10%
· Copy this line, then paste it here (
· Cut the word bull, and paste it here (
Practice Editing by dragging 10%
· Select the word bull, and drag it here (
Practice Creating a numbered (ordered) list 10%
Highlight the following lines and make them a numbered list [image: image7.jpg]



Item 1

Item 2

Item 3

Practice Creating a bulleted (unordered) list 10% [image: image8.jpg]
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Practice Inserting a 3 x 3 table below 10%
Now, save your changes, and submit (10%) this document as described in the lab
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