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with Microsoft® Office 2007 Introductory

Point-Counted Production Test—Project
for GO! with Microsoft® Office 2007 Introductory Project 5B Word
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Instructor Name: ____H. Michael Everett_________________
Course Information: ___COSC 101 - 009_____________________

1. Start Word 2007 to begin a new blank document. Save your document as 5B_Jazz_Firstname_Lastname Remember to save your file frequently as you work.

2. Type the text My favorite music styles

3. Press Enter twice and insert the document w05B_PCPT_Data1 from your student files.

4. Press Enter twice and insert the document w05B_PCPT_Data2 from your student files.

5. Insert a footer with the file name.

6. Move the insertion point before the Jazz Music heading and insert the image w05B_PCPT_Sax from your student files, or use a clip art image of a saxophone. Format image Wrapping Style as In line with text.

7. Insert the image w05B_PCPT_Violin (or use a clip art image of a violin) before the Classical Music heading. Format image Wrapping Style as In line with text.

8. Correct spelling (3) and grammar (5) errors indicated by red and green wavy lines.

9. Select the entire document, and in the Paragraph dialog box, choose 10 pt. After spacing and Multiple line spacing at 1.15.

10. Use Print Preview to view the document—it should all fit on one page.

11. Print one copy to the default printer.
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