1. Type the following header using the default font size, “Computer workshops for..”

2. Press the enter key twice

3. Type the second title… “Enroll Today!”

4. Press the enter key three times.
5. Press the CAPLOCK Key down and type “Using  Power Point”.
6. Take the CAPS off by pressing the CAPLOCK key again.
7. Type the body of the text exactly as shown.  Include typos….
DOCUMENT IMPROVEMEN / CORRECTING MISTAKES

8. Select the first Main Title line “Computer Workshops” by clicking and dragging,  
9. Change the font size to 18 and the style Cooper Black, or one that’s similar to the one shown.

10. Center align the title. Deselect the title and select the two lines below it, by clicking and dragging, beginning with “Enroll and ending with PowerPoint”.  Center those lines as well. With those lines still selected…
11. Change the font size to 16 of the two title lines to Comic Sans. 

12. Bold and Italicize the two title lines you’ve selected.
13. The remainder of the text should be the default font of “Times New Roman”.

14. Changing your margins.  Select File from the Menu Bar, scroll down to Page Setup, click on the Margins tab and change the Left and Right margins to 1”.

15. Spell check the document.  Right click on the word and make the best selection.  Note:  Sometimes proper names are not found in the dictionary.  VanHousen is spelled correctly.
16. Save your work with the same name to your disk.
Computer Workshops for Clients and Associates
Enroll Today!

USING POWERPOINT

We are pleased to provide the workshops you requested for individuals in your organization.  According to our agreement, you may send up to 15 individuals to each session listed below.  The workshops are scheduled for November 19 in our conference room.  If you have additional questions, please call Tyler VanHousen at 555-7843.  We’re looking forward to working with you.
