Microsoft Word Skills


Assignment 1. Create a document entitled “My Plans for this School Year” in which you employ all the following.

Indent paragraphs

Change alignment

Change line spacing (double with some parts single)

Change font (style, size < 24, color, bold, underline, italics

Add bulleted list

Create header and footer




Change margins

Auto-insert page numbers

Insert picture

Insert shapes (and fill them in)

Create a table (of your class subject schedule)

Add columns to one section

Save with unique, descriptive name ending in .doc 

Spell and grammar check (replace only if appropriate)

Print one copy (which must be kept in computer lab folder)

Start as follows:

My Plans for this School Year

By Name, Class #


This semester I intend to excel in my 5th grade class work at the Lillie Devereux Blake School. Some of my specific plans are described below.

[At this point, save and name the document “lastname plans.doc”; then continue typing and press Apple-S every 5 minutes.]

