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Using Microsoft Word 2010 in the Classroom 
 

Assignment Sheet 
 

Assignment #1 
 
Open the file “assignment one” and complete the following instructions.   

 
 Delete the commas on the title of the document. Put a carriage return in place 

of each comma, so each of the three segments is on a separate line 
 Format each of the three title lines so they are centered, boldfaced, and 

italicized 

 Change the previous 3 line title to Verdana font, 14 points 
 Change the document text to Times New Roman, 12 points 

 Fix the five (5) misspelled words and change the result to italics, bold face 
 Place a blank line between the first two (2) paragraphs (currently missing) 
 Change the page format so all margins are one (1) inch 

 Switch the order of the last two paragraphs 
 Replace every occurrence of the word “whether” with “weather” and change 

their color to red 
 Use the thesaurus to find a synonym for the word “freedom” in the first 

paragraph and boldface, italicize, change the font color of the synonym to blue 
 Use the thesaurus to find a synonym for the word “humanity” in the tenth 

paragraph and boldface, italicize, and make the synonym font color green  

 Make the color of the third paragraph blue 
 Make the color of the 4th to the last paragraph red 

 Change the line spacing of the last paragraph to double spaced 
 Use the highlighter to highlight your favorite part of the speech 
 Please add your name, school, and page number in the footer 

 
 

 
Assignment #2 
 

 Create a two-page worksheet, quiz, or test that includes lines drawn with the 
tabs, two graphics (text wrap), and proper alignment of text using various tab 

functions 
 Place the page number centered and current date right justified, in the footer 
 Include your name and class name centered in the header 

 Please include at least two types of question formats (fill in the blank, matching, 
true or false, short answer, essay) 

 
 
Assignment #3 

 
 Create a draw project to be used in your classroom using at least 5 tools.  

(Homework coupon, seating chart, award certificate, special event notice, 
diagram for a lab)   
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 Use different fill colors, line colors, shadow effect or 3-D effect and include at 
least 5 text boxes  

 Include your name (left justified), school (centered), and current date (right 
justified) in the footer 

 
 
Assignment #4 

 
 Create a two-page, two-column newsletter with at least 4 graphics, 2 of them 

obtained from the Internet 
 If you choose to use text boxes, please make at least 2 of them linked boxes 
 The newsletter should include a banner, page numbering, column lines, and 

different fonts  
 Make sure your columns on each page are the same size, and aligned on the 

page 
 Feel free to grab your text from a web site on the internet 
 

 
Assignment #5 

 
 Create an independent project of your choice and share with the class. (Mail 

merge letter to parents, labels for your books, mixture of draw tools and text, a 
three-fold brochure, a first day of class newsletter, Etc.) This is just a guideline. 
You may create anything you wish. Create something you may actually use in 

your classroom. 
 


