Set margins to “Normal”

Make this line Papyrus Font, 20pt.
Change the Font Color of this line to green.

Use the text Highlighter to highlight just this word:  BRIGHT

Bold, italicize, cross-out, superscript, Highlight, Shade, and underline the corresponding words below:

BOLD

Italicized

Crossed-out (strikethough)
Super-duper script

Highlight me RED
Shade me YELLOW
Underlined

Change this entire line to all caps without re-typing it.

Outline, shadow, and double underline this sentence.

Clear the formatting of the sentence below:
You found the clear formatting button!
Add a bullet to the following pre-date necessities:

Toothpaste, Toothbrush, Mouthwash, Soap, Shampoo, Razor, Cash

Sort these alphabetically (remember sort from Excel):

Bob

Ada

Sue
Insert a right tab on the following menu item prices with a dotted leader to 5”.
Fried twinkie $1.99

Fried shrimp $7.99

Fried rice $2.99

Fried tuna $5.99

SCROLL DOWN TO COMPLETE THE NEXT SECTION!

Insert a bottom and top border on this sentence… Don’t select it, just place the cursor on it.
Select, JUSTIFY and INDENT (.5” from left and right) the paragraph below:

Nearly half of all workers saving for retirement have savings that fall short of the $25,000 mark, according to the 2007 Retirement Confidence Survey by the Employee Benefit Research Institute and Matthew Greenwald & Associates.Predictably, the youngest workers (ages 25-34) dominate this group - 68 percent of them have less than$25,000 earmarked for their later years. But so do half of workers age 35 to 44 and a third of workers age 45 to 55 and over.  Overall, 40 percent of respondents said they are not currently saving for retirement while 34 percent said they didn't have any retirement money saved whatsoever. A full 25 percent, meanwhile, said they had no savings at all - retirement or otherwise.
Re-create the following chart below it with appropriate shading, bold, widths, and merge data. Center it horizontally and make sure each cell is readable.
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Set up the following article below in 3 columns using 11pt font.  Set column widths at 2.2”, 1.8” and 1.6” respectively with .45” spaces between.  Column 1 should be just the “Leading Economic Indicators” title in title format, Column 2 should begin with “People With Too Much Money…”  Bold the “People With Too Much Money” and “Circular Reasoning” subtitles. Insert a footnote after (a cloned Labrador, by a Florida family) with this source: [The Times (London), 9-11-09].
Leading Economic Indicators 

People With Too Much Money: A young, media-shy Chinese woman, identified only as "Mrs. Wang" and photographed in jeans, a T-shirt and baseball cap, purchased an 18-month-old Tibetan mastiff in September for a reported 4 million yuan (about $585,000). She ordered a motorcade of 30 luxury cars to meet her and the dog on their arrival in Xi'an, in Shaanxi province. The price is almost four times the previous reported high for the purchase of a dog (a cloned Labrador, by a Florida family).
Circular Reasoning: Surprisingly, the recession otherwise felt in the Phoenix area this year has largely spared one "profession": psychics. An October Arizona Republic report found that while longtime clients tended to reduce their use of astrology and related fields, their business was replaced by a new class of customers desperate to know the future -- those facing financial ruin because of bad home mortgages. (Few, wrote the reporter, seemed to sense the irony of purchasing questionable psychic services to overcome the consequences of questionable mortgage decisions.) [Arizona Republic, 10-9-09] 

Create a nice cover page for the following company:

The Mug Shot

Financial Report 2010 

Financials prepared by your name.

Set up tabstops for the ratings below just under the picture with a LEFT aligned one at .75, a center aligned one at 3.25, and a right aligned one at 5.75.  Remember how to center align all of it on one page for the test …  
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Insert a clip art photo of  first initial of your name in front of this sentence and size to approximately 1”.  Hint:  Search for “letter X” where x is your initial.

Add a header to all pages but not the first using the “Blank three column header” and complete it like this:

Your name
Class period
Date

Add a footer to all pages using the “Conservative” footer.
Save this to your Word folder in your H: drive… Now.  Keep the file open and we will be grading it shortly.  
Make sure you have completed 36, 39, 40Env, 40labels, 41, 46, 47, 52, and 55 before you work on anything else.  
