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WORD PROCESSING ACTIVITY 4
What you will practice:

·  Inserting and deleting words
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 Copy and Pasting blocks of words

·  Changing margins

·  Changing font and size

·  Drag and drop method

DIRECTIONS:

1. Open Microsoft Word.  Change the margins to  top and bottom margins at 2.5”.  (FILE – SETUP – MARGINS)
2. Go to a basic font (NO CURSIVE) and set the size to 14 point.  

3. Type your Name.  Hit Enter Once. Type Activity 4.  Hit Enter twice. 
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Type the following paragraphs using word wrap.  Do not indent.
Once upon a time, in the World of Wonder, there lived a little mouse in a small tiny house.  Everything was shiny and new in this house and it was the pride and joy of the little mouse. 

One day, a mean cat sauntered through the yard and spied the little house.  “What a bother,” he thought.  Why did the mouse get that house?  The cat couldn’t believe that he deserved a house.  

5. Hit Enter 4 times. Copy the entire block of paragraphs and paste them below the original paragraphs.    

6. Now do the following to the second set of paragraphs (Leave the top set alone!):
a. Move** the word mean from the second paragraph to in front of the first little in the first paragraph. 
b. Move the word tiny to describe the cat. 

c. In the last sentence, delete cat and insert mouse. 

d. Delete the word spied and put invaded in its place. 

e. Delete the word couldn’t.
f. Insert a d at the end of the word believe. 

g. Move the last sentence in the first paragraph to the last sentence in the last paragraph.  

7. Check that your paragraphs match the ones on the back of this paper. 

8. Save as Word Activity 4 and submit using google doc.  Or you can print.
** An easy way to move a block of text: Select it, then click and drag it to the new location.  A vertical line will appear to indicate exactly where the new beginning of the text will be located.  OR you can select – CUT & PASTE.  (Same 3 techniques as COPY & PASTE.)
Rariden Sample

Activity 4
 Once upon a time, in the World of Wonder, there lived a little mouse in a small tiny house.  Everything was shiny and new in this house and it was the pride and joy of the little mouse. 

One day, a mean cat sauntered through the yard and spied the little house.  “What a bother,” he thought.  Why did the mouse get that house?  The cat couldn’t believe that he deserved a house.  
Once upon a time, in the World of Wonder, there lived a mean little mouse in a small house.  

One day, a tiny cat sauntered through the yard and invaded the little house.  “What a bother,” he thought.  Why did the mouse get that house?  The mouse believed that he deserved a house.  Everything was shiny and new in this house and it was the pride and joy of the little mouse. 

