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1. Start Word 2007 and open the file w08B_PCPT_Data. Save your document as 8B_Animals_Firstname_Lastname Remember to save your file frequently as you work.

2. Insert a footer that contains the file name.

3. Center the entire document. Change font size to 18 pt. 

4. Below the line Who am I? insert a SmartArt graphic, Vertical Picture Accent List.

5. In the first item small circle, insert the image w08B_PCPT_Worm. In the [Text] area, type 1. I have no legs or wings, but a long, soft body. I am found in Georgia Gardens, hiding under a rock, and when it rains, I will crawl out. I help the soil, so you want to keep me around!

6. In the second item small circle, insert the image w08B_PCPT_Snail. In the [Text] area, type 2. I don't have legs or wings either, but I do have a shell. I move slowly, leaving a slimy trail behind. Some people even eat me!

7. In the third item small circle, insert the image w08B_PCPT_Bee. In the [Text] area, type 3. I have wings and legs, and a black and yellow, fuzzy body. I live in a hive with my very large family. I like to drink nectar and change it into honey, and I also help the flowers grow!

8. Move to the list at the end of the document. In the line 1. Earthworm, insert the hyperlink http://www.georgiagardens.tv/kids/worm.htm on both the image and the word Earthworm. Change the ScreenTip on the image to Earthworm
9. In the line 2. Snail, insert the hyperlink http://www.georgiagardens.tv/kids/snail.htm on both the image and the word Snail. Change the ScreenTip on the image to Snail
10. In the line 3. Honey Bee, insert the hyperlink http://www.georgiagardens.tv/kids/bee.htm on both the image and the words Honey Bee. Change the ScreenTip on the image to Honey Bee
11. Save the file as a Single File Web Page, and change the title to Georgia Gardens Kids.
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