Exercise 2 – Word 2007
Bulleted and Numbered Lists, Research, Page Layout - Margins, Orientation, Paper Size, Headers and Footers
Some of the features in Word are helpful when creating documents for presentations or for assignments for classes you may be taking.  A few of the features you may want to use are:

Inserting bullets

Using a numbering series

Research

Inserting Headers and Footers

Inserting bullets – this is done quickly by clicking the bullets icon on the formatting toolbar.

Using a numbering series – this is also done by clicking the numbers icon on the formatting toolbar.

Using Thesaurus (reference) – use the Review tab. Option.

· Look up the definition or a synonym by choosing a dictionary or thesaurus as your reference book.

· In the look-up area type the word present and look at the various synonyms

Change the orientation of this page to Landscape. (Page Layout ribbon)
Insert a Header that says “Word Class Exercise 2”

In the Header option, insert page number.
