Metcalf Junior High

Computer Applications

Mr. Podmers, Room 308

WordProcessing

ASSIGNMENT #4

Name_______________

1. Below is a bulleted list of 3 things. (2pt)
2. Below is a numbered list of 3 things. (2pt)
3. Below is a horizontal line:  (2pt)
4. For the schedule below, place a letter in one row below each day, and then a number below the letter.   DO NOT USE THE SPACE KEY!  Use the tab key; (4pts)
Mon

Tue

Wed

Thu

Fri

5.
Make a 3 by 3 table and number the squares 1 through 9: (4pts)
6. Insert "happy birthday!" below using word art.  Also insert the happy face symbol and TM (trademark) symbol.  (3pts)
7.
Insert a text box below and type your name inside.  (3pts)
8.
This is a file from Clip Art.  See if you can find one similar to it on your computer.  Paste it next to this one.  (3pts)
[image: image1.wmf]
9.  Insert a hyper link to your favorite website. Do NOT name it with the address to the site for example, www.powell-peralta.com, but Powell Peralta instead.  (3pts)

Total__________/26
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