Word Project 1:  Paradise Island

· Mouse reminder:  point, click, right-click, double-click, drag

· Open Word, maximize the window

· Word Screen:

Text area, insertion point, pointer (I-beam), scroll bars, end mark, view change cuttons, title bar menu bar, tool bars (standard, formattion), horizontal ruler (tabs, indent, margins), status bar (page #, section #, page visible/# total pagesm distance of insertion point from top of page, line #, col # of insertion point, status indicators)

· Type text

PARADISE ISLAND (enter, enter)
· Show/Hide button

· Go back and remove a letter in the word “Paradise”.  

· Click in the word

· Backspace deletes characters to the left

· DEL deletes characters to the right

· Red wavy underline means a spelling mistake.  Right-click for suggestions

· Type

Ready for a Vacation (enter, enter)

· Type the next paragraph with pressing enter, allow word-wrap

· Save

· Formatting

· Move mouse to left of “Paradise Island”, 

mouse changes to pointer, 

Algerian, 48-point.

· Change “Ready..” to 36-point.

· Select the rest of text – click at beginning and drag.  Click at beginning, go to end, shift-click

· 20-point text

· Select vacation package & cottage lines, click bullets button

· Select single word – double-click “any” and underline it with button

· Select “Tropical Travel” – italicize and bold

· Click on title line – center, also center next line, center last line

· Click after title, insert, picture, from file

· Selection rectangles, sizing handles, corners maintain proportions, middle distorts

· Save, close Word

· Start, Documents, Filename

· Add “Beautiful”

· Undo

· Word Help

