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NAME________________________________________

WORD PROCESSING UNIT FOR OFFICE
SBS = STEP BY STEP

OYO = ON YOUR OWN

On your own will be graded assignments therefore, there is a spot for you to place the due date for that assignment.  This is a sheet of all of your word processing assignments…do not work ahead because the step by step assignments will be worked together as a class.  

Good Luck!!!  ( ( 
WORD2XX (SBS)




1. Open word1 from the Office Folder.

2. Make a folder in your h drive labeled “OFFICE WP’

3. Save Word1 as Word2xx (xx is your initials) to your h drive in the OFFICE WP folder

4. Change the title to “LEARNING ABOUT WORD PROCESSING”

5. Add the words “word processing” before the first occurrence of the word “document” in the first sentence of the second paragraph

6. Delete the words “one of” in the first sentence

7. Undo the last action (this will bring the sentence back to the way it was originally)

8. Delete the second sentence of the second paragraph “Writing is more than putting down your ideas on paper.”
9. Select the whole document by using Select All.  Then hit somewhere in the white area to make it go away.  (Select All will be used to double space your documents).
10. Cut the second paragraph and paste as the last paragraph of the document.  (Make sure spacing and indentions are correct!!)
11. Copy the first sentence of the first paragraph and insert it as the last sentence in the last paragraph.  (Make sure spacing is correct!!)
12. Save and Close.

SODA2XX (OYO)



DUE_________________________
1. Open soda1 from the Office Folder.

2. Save soda1 as soda2xx (xx is your initials) to your h drive in the OFFICE WP folder

3. Read the first sentence in the document and add a friend’s name when you are requested at the first instructions.

4. Delete the instruction in the first sentence

5. Read the rest of the story, add the information requested and then delete all of the instructions

6. Save and Close

WORD3XX (SBS)



1. Open word2xx from the Office Folder.

2. Save word2xx as word3xx (xx is your initials) to your h drive in the OFFICE WP folder

3. Set all the margins to .5 inch  (Go to Page Layout—Margins—Choose Narrow)
4. At the end of the document, hit enter twice.
5. Go to Page Layout—Paragraph—Line & Page Breaks—Bottom Left “tabs”
6. Set first tab at 3.25” and center (remember to select “Set”)
7. Set second tab at 6.25” and right (remember to select “Set”)….hit OK
8. Tab once and Key your first and last name

9. Tab again, go to insert date & time (Choose the third one)

10. Double space the document
· Go to Home—Select—Select All

· Go to Home—choose Paragraphs—choose Indents & Spacing Tab
· Under line spacing choose Double

11. Center the title of the document

12. Save and Close

CONE2XX (OYO)



DUE_________________________

1. Open cone1 from the Office folder

2. Save cone1 as cone2xx (xx is your initials) to your h drive in the OFFICE WP folder

3. Set all the margins to 1 inch (Hint:  Normal)
4. At the end of the document, hit enter twice and tab your name at 3.25” center and tab today’s date at 6.25” right (Hint:  Remember to set your tabs first!!)
5. Double space the document—see step 10 in Word3xx
6. Center the title of the document

7. Save and Close

FEATURE2XX (SBS)
1. Open feature1 from the Office folder

2. Save feature1 as feature2xx (xx is your initials) to your h drive in the OFFICE WP folder

3. Change the title of the document from plain text to bold

4. Bold the last sentence in the second paragraph

5. Select the words “Special Features” and underline

6. Underline the last sentence in the third paragraph
7. Italicize the titles of the book, newspaper, and magazine in the fourth paragraph

8. Make the sixth sentence in the sixth paragraph Arial Font

9. Make the seventh sentence Courier New Font

10. Make the next sentence Bookman Old Style Font

11. Make the fourth sentence in the seventh paragraph font size of 8
12. Change the sixth sentence to 16 font size

13. Select the second sentence in the last paragraph and make the font Tahoma, the size 14, and bold the sentence

14. Select the last sentence of the document and make the font Palatino Linotype, the size 10, and bold and underline the sentence

15. Save and Close

STAR2XX (OYO)



DUE_________________________
1. Open star1 from the Office folder

2. Save star1 as star2xx (xx is your initials) to your h drive in the OFFICE WP folder

3. Change the title to bold type and size 16

4. Underline the words “Word Processing Features” in the side heading after the first paragraph

5. Select each sentence, one at a time, and change them to the correct font styles.  

6. Change the last sentence to the appropriate font, size, and style

7. Save and Close—make sure the finished document has no bullets!!  (
HEADERS AND FOOTERS2XX (SBS)
1. Open headers and footers1 from the Office folder. 

2. Save headers and footers1 as headers and footers2xx in your OFFICE WP folder

3. Go to insert and choose page numbers—top of page
4. Choose Plain Number 3 (look at the position)
5. Go to insert and choose footers and look at the bottom and choose edit footer
6. Move cursor to the left margin of the footer and key your name (first & last)
7. Tab twice.

8. Choose date and time 

9. Choose the third date.  Far right, close header & footer.
10. Center the title, put the title in bold, and increase the point size to 16—this is part of formatting the document.

11. Double Space the document

· Go to Home—Select—Select All

· Go to Home—choose Paragraphs

· Under line spacing choose Double

12. Go to the windows symbol and choose print and over to print preview…make sure you have done everything correct

13. Save and Close

HEADER CODES2XX (OYO)

DUE_________________________
1. Open header codes1 and rename it header codes2XX and save it in your OFFICE WP folder.
2. Create the following header:

· Enter the name of your class at the right margin

Computer Discover (class period)

3. Create the following footer:

· Enter your name at the left margin

· Enter the page number in the center

· Enter the date and time at the right margin 

4. Format the document:

· Center the title, put the title in bold lettering and increase the point size to 16

· Double space the document—see step #11 Headers & Footers
5. Preview your document

6. Save and Close

SPELL2XX (SBS)
1. Open spell1 and rename it spell2xx and save it in your OFFICE WP folder.

2. Create the following footer:

· Enter your name at the left margin

· Enter the date at the right margin

3. Go to Review and choose Spelling and Grammar (on far left)
4. The following words will need your attention:
· Document

· Proofread

· All the

· Programs

· Students

· Computer

· Spelled

· Skip

· Task bar

· Dictionary

5. When spell checker is complete, a dialog box will appear stating that it is complete

6. Proofread the document—change selling to spelling

7. Format the document:

· Center the title, put the title in bold lettering and increase the point size to 16

· Double space the document—refer to #11 Headers & Footers
8. Preview, save, and close.

PIZZA2XX (OYO)



DUE_________________________
1.
Open pizza1 and rename it pizza2xx and save it in your OFFICE WP folder

2.
Add a footer with your name at the left and the date at the right.

3.
Start the spell check and correct all the misspelled words in the document (HINT:  It will catch 11 errors)

4.
Proofread the document…did you catch any errors???  (HINT:  There are 2 errors)
5.
Format the document (HINT—4 steps)
6. 
Preview, save, and close.

BIO2XX (SBS)
1. Open bio1 and rename it bio2xx and save it in your OFFICE WP folder

2. Create the following footer:

a. Enter your name at the left margin

b. Enter the date at the right margin

3. Go to view and check ruler if it is not all ready displayed.

4. Highlight all the words in the first bibliography entry.

5. Go to Home and choose paragraphs

6. Under indention choose special-hanging and the by should come as .5 (that is correct).

7. Select the words in the other two bibliography entries and make them have hanging indents.

8. Center, bold and 16 the title.

9. Preview, save, and close the document.

LIST2XX (SBS)
1. Open list1 and rename it list2xx and save it in your OFFICE WP folder.

2. Create footer using steps in bio2xx

3. Move the cursor in front of the word Center. Key “1.” and press tab.  Move the cursor in front of the word Put.  Key “2.” and press tab.  Number steps 3 and 4 using the same procedure.

4. Highlight all of the text in the four steps and move the left margin marker to the ¼” mark (that is the bottom one on the ruler).

5. Move the first line marker back to the 0” mark on the ruler (that is the top one on the ruler).

6. Center, bold and 16 the title.

7. Preview, save, and close

BULLET2XX (SBS)
1. Open bullet1 and rename it bullet2xx and save it in your OFFICE WP folder.

2. Create footer using steps in bio2xx

3. Highlight the list of menu options (Do not include the title “Menu Options”)

4. Go to Home and choose bullets drop menu.

5. Choose a bullet format

6. Highlight the list of toolbar buttons and bullet these items.
7. Center, bold and 16 the title.

8. Underline the sub-headings “Menu Options” and “Toolbar Buttons”

9. Preview, save and close.

INDENT2XX (OYO)



DUE_________________________
1. Open indent1 and rename it indent2xx and save it in your OFFICE WP folder.
2. Create footer using steps in bio2xx

3. Create hanging indents for the enumerated list.  Select all six items before setting the indent.

4. Scroll down to the second page of the document titled WORD PROCESSING DOCUMENTS.  Insert a bullet in front of each category in the list.  Use your favorite bullet of those available in Word.

5. Scroll down to the references on page three of the document. Format each of the references by creating a hanging indent.

6. Center, bold, and 16 the title.

7. Preview, save, and close

FOOD2XX (OYO)



DUE_________________________
1. Open a new word processing document.

2. Add a footer using the steps in bio2xx.

3. Key your title in all capital letters and press enter twice.

4. Save your document as food2xx in your OFFICE WP folder

5. Key your favorite food paragraph that was assigned to you for homework.

6. Spell check and proof read the entire document.  Make changes if necessary.

7. Center, bold, and 16 the title.

8. Double space the entire document (refer to #11 headers and footers2xx for directions)

9. Preview, save, and close the document. 
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