Exercise # 2


1. Open the file expectations.

(Remember: Click on File from the menu bar and select( Open).

2. Insert additional text into your document. Check your Status bar to ensure the OVR (overwrite) mode has not been mistakenly activated.

· Add your middle initial to your name.

· Using your mouse, place your cursor at the beginning of your entry about what you hope to learn from this class. Type in a sentence or two about yourself. For example, age, occupation, interests, etc. If you prefer, you can make up what ever you like about yourself.

3. With your keyboard move to the beginning of your document.

(Remember: Ctrl + Home).

4. Using the text you have already entered in your document create 2 paragraphs.

(Remember: Use your Enter key).

6. Use the Tab key to indent both paragraphs.

7. Use the Space bar to enter one space after commas and two spaces after periods.

8. Move to the end of your document using the scroll bar.

9.  Go to the place in your document that notes your age and replace the existing text.   
Remember:
1. Click the File tab
2. Click Options
3. Click on Advanced
4. Check Use the Insert key to control overtype mode
     (Remember: Activate Overwrite Mode by pressing the Insert key found on your keyboard).
10. Close the file expectations.

Remember: When working on a document save often. 

In this exercise you will practice:





Opening a file			Removing or adding spaces between paragraphs


Using Insert Mode		Navigate a document using your mouse and keyboard


Using Overwrite Mode	Closing a file
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