Laboratory work on MS WORD 2013

Task 1. The Word interface
1. Open or navigate to the Word 2013 interface.

2. Click through all of the tabs, and review the commands on the Ribbon.

3. Try minimizing and maximizing the Ribbon.

4. Add a command to the Quick Access toolbar.

5. Hide and show the Ruler.

6. Navigate to Backstage view, and open your Account settings.

7. Try switching document views.

8. Close Word (you do not have to save the document). 
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Task 2. Text formatting
1. Open an existing Word document. If you want, you can use our practice document.

2. Practice using the Tab key to indent some text. If you're using the example, try indenting the second and third paragraphs of the thank-you letter.

3. Select a paragraph, and try creating a hanging indent.

4. Select some text, and use the Increase Indent and Decrease Indent commands to see how they change the text. If you're using our example, practice increasing and decreasing the indent of the text in the Summary section of the resume.

5. Explore the tab selector and tab stops. If you're using our example, select the text in the Experience section of the resume and add a left tab stop at 3 inches, then align each of the cities to the tab stop.
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Practice document 2
415 Bishop Street
Chicago, IL 60608

March 6, 2013

Mr. Nathaniel Joyner, CEO
Vesta Insurance Group
32101-11B West Michigan Avenue
Chicago, IL 60601

Dear Mr. Joyner:

Thank you so much for the time that you took yesterday to interview me for the Administrative Assistant position. It was great to meet you and learn more about your administrative needs at Vesta Insurance. On my tour of your building, you mentioned how important it is that your Administrative Assistant not only be the welcoming face and voice of the company, but also an integrated member of the staff willing to help problem-solve when issues arise. I completely agree with that philosophy and I know that my collaborative skills will be an asset to your company. 

I am very enthusiastic about the position and am particularly thrilled that you are looking for someone specifically with website maintenance experience. I was also very impressed with how well maintained and thorough your company’s client database is. As you upgrade to your new database system, I believe my experience troubleshooting database issues will make me an excellent candidate for Vesta Insurance Group’s team.

Please feel free to call or email me if you have any further questions. I look forward to speaking with you, again. 


Sincerely,


Adrienne Patel

312-555-6840
addie.patel@gmail.com

Task 3. Consider line and paragraph spacing
1. Open an existing Word 2013 document. If you want, you can use our practice document number 3.

2. Change the line spacing of some text. If you're using the example, change the line spacing of the paragraph in the Summary section so it is single spaced.

3. Change the paragraph spacing between two paragraphs. If you're using the example, add paragraph spacing after each paragraph in the Experience section.

4. If you are using the example, change the line and paragraph spacing so the entire resume fits on one page.
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Task 4. Change the font
1. Open an existing Word 2013 document. If you want, you can use our practice document number_4.

2. Change the font style of some text.

3. Change the font size of some text. If you are using the example, try changing the font size of the title.

4. Change the font color of some text. If you are using the example, change the color of the park's name.

5. Highlight some text.

6. Try bolding, italicizing, or underlining some text.

7. Change the case of some text. If you are using the example, change the case of the title.

8. Center align some text.

9. Insert a symbol in the text. If you are using the example, insert the registered trademark symbol ® after Sullie's Subs.
Practice document 4
[image: image2.png]{EAM BUILDING RETREAT

Bawson Park
Needtoget park'saddress
Friday, April5, 8AM - 3pM

scavengerhunt, volleyball trust walk,
&nd our first 3 person-4legged race!

‘anoes, door prizes, free lunch from Sulie’s Subs, ‘ YI





The theoretical material to the subject in file number 4.
Task 5. Page orientation

1. Open an existing Word document. If you want, you can use our practice document number 5.

2. Change the page orientation. If you are using the example, change the orientation to Landscape.

3. Change the margins. If you are using the example, change the margins to Narrow.

4. Try adjusting the margins using Custom Margins.

5. Change the paper size. If you are using the example, try changing the paper size to Legal.

6. Try customizing the page size.
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