Exercise # 7


1. Open the file poem.

2. Change the alignment of the title by placing your cursor on the first letter of the title. Press the Tab key once.

3. Change the font size of the title to 14 pt.

4. Use the short cut key to bold the title.

5. Create line spacing using your Enter key. Using your mouse, place the cursor on the first letter of every sixth line and press Enter. Repeat this action 3 more times. 


6. Create an indent of 0.2 pt. On every 2nd and 5th line. 

 (Remember: Click on Show the Font dialog box located on the bottom right of the Font group or hold down CTRL + D).
7. Use your short cut key to italicize the author’s name.

This is how it should look:

My November Guest

My sorrow, when she’s here with me,

Thinks these dark days of autumn rain

Are beautiful as days can be;

She loves the bare, the withered tree;

She walks the sodden pasture lane.

Her pleasure will not let me stay.

She talks and I am fain to list:

She’s glad the birds are gone away,

She’s glad her simple worsted gray

Is silver now with clinging mist.

The desolate, deserted trees,

The faded earth, the heavy sky,

The beauties she so truly sees,

She thinks I have no eye for these,

And vexes me for reason why.

Not yesterday I learned to know

The love of bare November days

Before the coming of the snow,

But it were vain to tell her so,

And they are better for her praise.

Robert Frost

In this exercise you will review:





Opening a file			Bold		Indent


Using Tab keys		Italics		Save As


Changing font size		Spacing	Closing a file








Hint: For longer documents where spacing is required, you would not want to follow the above directions.  Depending on the length of the document you could be creating line spacing for hours. 


If you want to make regular spacing in a document, click on Show the Font dialog box located on the bottom right of the Font group or hold down CTRL + D.  In this window you will be able to make all the appropriate changes in the selected area for your spacing requirements.
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