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Beginning Word
 FORMCHECKBOX 

1.
Microsoft Word: Action Step 1


Start the program Microsoft Word.

 FORMCHECKBOX 

2.
Microsoft Word: Action Step 2


Type your First and Last Name

 FORMCHECKBOX 

3.
Microsoft Word: Action Step 3


Select your First Name and make it big (14 pt), bold, and blue.

 FORMCHECKBOX 

4.
Microsoft Word: Action Step 4


Select your Last Name and delete it

 FORMCHECKBOX 

5.
Microsoft Word: Action Step 5


Change your mind and Undo the deleted Last Name.

 FORMCHECKBOX 

6.
Microsoft Word: Action Step 6


Type the following sentence, including the misspelled word:


We was walking to schoool.


Correct the spelling and grammar errors using the Microsoft tools.

 FORMCHECKBOX 

7.
Microsoft Word: Action Step 7


Add two blanks lines at the top of the document. Place your cursor on the top line and insert 


today's date.

 FORMCHECKBOX 

8.
Microsoft Word: Action Step 8


Go to the end of the document and insert a business picture from ClipArt. 


Change the text wrap to Tight and resize the picture to be about 1" x 1".


Move the picture to the upper left corner like a logo.

 FORMCHECKBOX 

9.
Microsoft Word: Action Step 9


Save the file as Your Name Word Beginning Sample.

Please submit the Sample document to your instructor.
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