Exercise 3 – Word 2007

Inserting Symbols, Cut, Copy, Paste, Text formatting
1.  This paragraph will be formatted after it is completed.  The list of format options appears below.  By utilizing different font sizes, colors and backgrounds, you will learn a lot about creating interesting documents.
Format the first paragraph with the following:

· Font size – 14

· Font color – red

· Font style – Tahoma

Highlight first line in light yellow

You can set a style by clicking on the Home ribbon.  Note the Styles grouping from the Home ribbons – if you highlight a paragraph and scroll your cursor over the style types, you can sees the format of the paragraph takes on that style.  
Inserting symbols:

There will be times when you wish to insert symbols.  Insert the symbols that coordinate with these items:

30 degrees Celsius

Copyright

Checkmark

To insert a symbol, click the Insert ribbon – Symbol.  Find the symbol you want or click the arrow to see more options.  

· If you choose the symbol from the list you see, it will automatically be inserted.  

· If you click the arrow for more symbols, find the symbol you wish to insert, double-click it or click Insert button, Close.

Insert the following symbols

°
©
√

Change the font of the words below to match the words.

· Bold

· Red

· Italics and Bold

· Underline

Match the font of this sentence with the font of the word below using the format painter.

My favorite Font.
