Instructions for Word Document Practice
1. In the first paragraph, there are spelling and grammar errors as you can see by the red and blue lines under some words.  Can you fix them?  Remember you can right click OR use the REVIEW tab, clicking on Spelling & Grammar.   Hint:  Names are sometimes identified by Word as being misspelled when they are not. 

2. In the second paragraph, put the address of the house in bold. 

3. In the second paragraph, make the final question- “When will you come see me?” stand out by underlining it and changing the font color to green. 

4. In the third paragraph, put the sentence “I could not handle it!” in italics. 

5. Change the font of the entire letter to Arial.  Remember – first you have to select all the text in the document.  You can do that by using the click and drag method OR Ctrl + A (press the control key and the A key at the same time). 

6. Change the font size to 16.    Remember – first you have to select all the text in the document.  You can do that by using the click and drag method OR Ctrl + A (press the control key and the A key at the same time). 

7. Change the order of paragraphs by using the cut and paste feature. Make the third paragraph (the one that starts with “My house is in a great neighborhood.”) the second paragraph.   Highlight the text you want to move and use cut and paste options.  
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