WORD PROCESSING 
ACTIVITY 10

Review of Essential Skills

· Font Style, Size

· Line Spacing

· Margins

· TAB key

· Clip Art

· Bullets and Numbering

· Spell Check

· Alignment: Center & Right

· Word Wrap

· Font: Bold, Italics, Underline

· Copy & Paste, Drag & Drop

1.  Open a Word document.  Change the margins to 2” on each side.  Change the font style to Arial, size 16 point.  

2.  Type your name.  Hit ENTER.  Type Activity 10.  Hit ENTER twice. 

3.  Type the following paragraphs.  Use word wrap.  Type the list of characters under the second paragraph.  Use TAB to indent the first sentence of each paragraph. 

Respect

I respect, a good work ethic. I respect, the values on which this country was founded. I respect, those who would champion the under privileged. I respect, those of differences, who seek common ground. I respect, the great talents of the entertainment world. I respect, thought provoking works, of the written word.


I respect, the unquenchable thirst of creativity. I respect, the farmers and workers that toil in the field. I respect, the good in man. I respect, the virtue in woman. I respect, the innocence of children. I respect, the generosity of mankind.

4. Hit Enter twice. Type these character traits in list form:  Sincerity, Truthfulness, Integrity, Trust, Caring, Empathy.  

5.  Bold and underline the title.  Center align the title.  Hit enter once. 
6.  Change the line spacing on both paragraphs to 1.5 spacing.  Leave the spacing on the list at single space.  

7.  Right align the first paragraph.  Justify the second paragraph.
8.  Italicize the word respect everywhere it appears in either paragraph.  

9.  Highlight the list of character traits.  Use the numbering feature and number them.  

10.  Use drag and drop or cut and paste to move Sincerity from the top of the list to the bottom. 
11.  Add a clip art picture of  a heart to the right of the list of characters. 
12.  Use spellcheck and make any corrections needed.  Proofread and compare to sample on back.    Save as Activity 10 and submit using google doc..  
RaridenSample
Activity 10

Respect
I respect, a good work ethic. I respect, the values on which this country was founded. I respect, those who would champion the under privileged. I respect, those of differences, who seek common ground. I respect, the great talents of the entertainment world. I respect, thought provoking works, of the written word.


I respect, the unquenchable thirst of creativity. I respect, the farmers and workers that toil in the field. I respect, the good in man. I respect, the virtue in woman. I respect, the innocence of children. I respect, the generosity of mankind.
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Truthfulness
2. Integrity
3. Trust
4. Caring
5. Empathy 
6. Sincerity
