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From lnvites

You are looking to invite favorite recording artists of the graduating crass to
perform at the prom. using the mair merge feature, you wirr re-create a brock
style letter which is the same for each recording artist with only the inside
address and salutation changing.

unless otherwise stated, the font shourd be 72 point Times New Roman.
Set the page margins as follows: Top to 2,',Left, Righ! and Bottom to 1,,.
open word's Mail Merge feature (depending on your version of word, this may
be referred to as the Mail Merge Helper/Wizard).

Save the Data Source as NAMES.
a. Carefully proofread the list for spelling and accuracy.
Using a block style letter forma! type the retter as shown in Figure 2g-1. Use
your home address for the return address and the current date for the date.
(Do not type the text shown within the
Note: Refer to Activity 24 if you need ossistance with how to format a btock styre
letter

Insert the merge fields in the appropriate spaces as shown in Figure 2g_1.
Note: lnsert the necessary spaces and punctuation between merge fierds. Be
sure to insert a colon after the salutation "Dear <<Title>> <<last Name>>:,,
a. Carefully proofread the document for spelling, grammar, and accuracy.
b. Save the document as MAIN.

c. Preview the letters.

j

1

Open a NEW document in Word.

Word It!



Prom lnvttes
8. Insert a header in the merged document that includes the activity number and

title left aligned, and your name right aligned. Type the header in all caps.

9. Save the document as MERGED.

10. Print the merged documents if required by your instructor.

11. Using a blue or black pen, sign your name in the signature block of the letters.

VYord It!
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Prom lnvlhE

Student's Home Address
Student's City, State Zip Code
Current Date

<Title> <First_Name>> <<Last Name>>
<Company_Name>

<tAddress_Line_1>
(City), <State>> <ZIp Code>

Dear <Title> <Last Name>>:

My name is (use your name), and I am the Chair of the Prom Committee at SanAatonio Regional High
School in SanAntonio, TX. The Prom committee has decided to do something different for the Junior/
Senior Prom this year, and we desperately need your help.

In the past, we have insisted on using high priced, luxwious restaurants as the venue for ow prom. This
year we decided to significantly reduce expenses and have the prom in our high school gymnasium.
Various local vendors throughout the San Antonio area are donating the food, the centerpieces, the
decorations, and even the favors. Tickets will be sold at $100 per couple ($50 per person) and 100% of
the monies collected will be donated to the local food shelter to help those less fortunate. we are asking
ten of our favorite recording artists to donate 30 minutes of their time to put on a perfonnance dwing the
prom.

I know that yow schedule is extremely busy, but I'm hoping that you can spare 30 minutes of your time
to help us help others. Please contact me at my home address above or on my cell phone at ggg-555-
4567.

Thank you in advance for considering this invitation. We sincerely believe that you can help make this
year's prom a major success and help us to give to those in need. I look forward to your response.

Sincerely,

Student Signature

Student Name

FIGURE 28-1
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Mailing tabels

1.

*

2.

3.

]--N-€---!vTEl >

envelopes to invite people to an upcoming school event.

Open a NEW document in Word.

Unless otherwise stated, the font should be 72 point Times New Roman.

Using Word's label feature, create a new document of labels using the preset
label type of 'Avery 5160 Address Labels."

In each label block, type the names and addresses of the recording artists you
invited to perform at the prom in Activity 28. Type the activity number and title
and your name in the last label.

Note: You will only be creating TL labels; therefore you will not use the entire
sheet of labels.

Format allten labels to 10 point Arial.

Bold the labelthat includes the activity number and your name.

Carefully proofread the document for spelling, grammaL and accuracy.

Save the document as LABELS.

Print the document if required by your instructor.

4.

5.

6.

7.

8.
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Malllng tebels

Recording Artistt Name Recording Aftist3 Name
Recording Artist! Company Recording Artisfs Com pany
Recording Artist's Street Address Recording Artist3 Street Address
Recording Artist3 City, State Zip Code Recording Artist's City, State Zip Code

Recording Artist3 Name Recording Artis(s Name
Recording Artistt Company
Recording Artist's Street Address
Recording Artist's City, State Zip Code

Recording Artist's Company
Recording Artistt Street Address
Recording Artist's City, State Zip Code

Recording Artist's Name
Recording Artistt Company
Recording Artistb Street Address
Recording Artistt City, State Zip Code

Recording Artist's Name
Recording Artist's Company
Recording Artist's Street Address
Recording Artistb City, State Zip Code

Recording Artists Name
Recording Artist3 Company
Recording Artist's Street Address
Recording Artisfs City, State Zip Code

Recording Artisfs Name
Recording Artisfs Company
Recording Artist's Street Address
Recording Artis(s City, State Zip Code

Recording Artisfs Name
Recording Artist's Company
Recording Artisfs Street Address
Recording Artistb City, State Zip Code

Recording Artisfs Name
Recording Artist3 Company
Recording Artist's Street Address
Recording Artist's Ciry, State Zip Code

Activity 29: Mailing Labels
Student Name

FIGURE 29.1
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Top 5 Vacation Destinations

Ii,r-EwR'trl >

[$-MEE] ) ro. Select only the list portion of the fourth "Top 5 Vacation Destinarions" and
format it as a bulleted list using the Bullets and Numbering feature. Use a bullet
style of your choice.

11. carefully proofread the document for speiling, grammar, and accuracy.

12. Save the document as VACATIONLISI.

13. Print the document if required by your instructor.

1. Open a NEW document in Word.

2. Insert a header that includes the activity number and title left aligned, and your
name right aligned. Type the header in all caps.

3. Starting on the first line of the document, type the title "Top 5 Vacation
Destinations" as shown in Figure 30-1. Format the title as 16 point Arial, bold,
then hit ENTER two times.

4. Type the remaining text as shown in Figure 30-1.

5. Format the remaining text as L2 point Arial.

6. select allthe text and copy and paste it three times on your page. This will give
you a total of four duplicate "Top 5 Vacation Destinations,, on your page.

7. Separate each of the lists with one blank line (hard return).

8. select only the list portion of the second "Top 5 Vacation Destinations" and
format it as a numbered list using the Bullets and Numbering feature.

[@@l > 9. Select only the list portion of the third "Top 5 Vacation Destinations', and
format it as a bulleted list using the Bullets and Numbering feature. Use the
standard bullet style (.).

Word It!



a-
I

,

v

v

,

v

v

v

P
IF

v

F
v

A

A

A
V'

Iv"

e
e
e
e
e
e
Q

Q:

e
e
e.
e'
C:
c
cl
6
gl

C
g

9rr '

E

c'
E

Top 5 \lboatlon De$'tflnetions

Top 5 Vacation Destinations

Caribbean
France
Rome,Italy
Hawaii
Las Vegas, Nevada

S ource : http : / I eznearticles. com

FIGURE 30.1
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Fruit $rnoethie

on the use of
bul lets and
numbering.

BX

1. Open a NEW document in Word.

* IJnless otherwise stated, the font should be 72 point Times New Roman.

2. Set the page margins to L" on all sides.

3. Insert a header that includes the activity number and title left aligned, and your

name right aligned. Type the header in all caps.

4. Starting on the first line of the document, type the recipe exactly as shown in

Figure 31-1.

5. Bold the text "Frozen Fruit Smoothie," "lngredients:," and "Directions:"'

6. Select the list of ingredients and format them as a bulleted list using the Bullets

and Numbering feature. Use the bullet style of your choice.

7. Select the list of directions and put them in a numbered list using the Bullets

and Numbering feature.

8. Carefully proofread the document for spelling grammar, and accuracy.

9. Save the document as FRUITSMOOTHIE.

10. Print the document if required by your instructor.

Word It!

and numbers to enhance the readability of a document.



FIGURE 31.I

Bfl Frult Smoothle

Frozen Fruit Smoothie

I frozen banana, peeled and sliced
2 cups frozen stawberries, raspberries, or cherries
1 cup milk
Yz cup plain or vanilla yogurt
Yz cup freshly squeezed orange juice
2 to 3 tablespoons honey (to taste)

Directions:
Put all the ingredients in a brender aad process until smooth.
Pour into glasses.
Gamish rim with fruit of yow choice.
Serve.
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College Applieation Proeess

In this activity, you will re-create an alphanumeric outline where Roman
numerals, numbers, uppercase, and lowercase letters are used.

1. Open a NEW document in Word.

* Unless otherwise stated, the font should be 12 pointTimes New Roman.

2. Set the page margins to 1" on all sides.

3. Insert a header that includes the activity number and title left aligned, and your
name right aligned. Type the header in all caps.

4. Change the line spacing to double space for the entire document.

5. Starting on the first line of the document, type and center align the title of the
outline, "Getting Started - The College Application Process," then hit ENTER
one time.

Disable the AutoFormat feature (if it is turned on).

Type and format the outline exactly as shown in Figure 32-1. Use the default
tab settings to align the indented parts of the outline.

Carefully proofread the document for spelling, grammar, and accuracy.

Save the document as OUTLINE.

Print the document if required by your instructor.



College Appllcation pnocess

Getting Started - The College Application process

I. College Search
A. Research Three Safety Schools

1. Colleges you can get into easily
B. Research Three Match Schools

1' Colleges that match your academic qualific?tions and that you can afford
C. Research Two Reach Schools

l' Colleges you wish you could attend but may have trouble getting into
II. Web Site Searches

A. Look at each website to help determine your opinion of the college
B. Check College Majors

1. Determine academic qualifications of your program of choice
a. How the process of students selected is conducted

C. ViewAdmissionspolicies
1. How to begin the process

Compile Your Student Inforrnation
A. Update your student resume

l. List your accomplishments and activities
2. List your academic achievements and honors

a. Honor roll
b. Class rank

3. Request grade transcripts from your high school
4. Be sure you have your SAr andlorACT tests completed
5. Request letters of recommendation

College Paperwork Process
A. Complete applications by hand first
B. Write college application essays

l. Proofread essay for grammar, spelling, and puncfuation
a. Have another person proofread your essays

veriff sAr and/orACT test scores have been forwarded
Submit applications online with essays pasted into spaces provided
Gather all other information required and photocopy ro.yo* records
l. Student resume
2. Recommendationletters
3. Official transcripts
4. Financialinformation
Mail all paper college application materials

I

I
t

I

I

?
Y

I

I

I

I

)
Y

e
c
At

c
)v

e
e
e
e
I
e
e

C.
D.
E.

ru.

ry.

FIGURE 32.1

Word It!



I
)

)

)

)

)

)

)

)

I
)

)

)

I

,

l

I

I

Teens Going Green

frtil,frtrI >

1.

*

2.

3.

Open a NEW document in Word.

unless otherwise stated, the Iont shoutd be 72 point Times New Roman.
Save the document as TEENSGREEN.

Set up the document in proper MLA report style format as follows:
a. Set the page margins to 1" on all sides.
b. Insert a header that includes your last name followed by the page number.

Right align the text in the header.

c. Use only one space after periods and other punctuation marks (opfloNAL).
d. Set up the document so that all text is double-spaced.
Starting on the first line of the document, do the following.
a. Type your first and last name (left aligned), then hit ENTER.
b. Type your instructor's name (left aligned), then hit ENTER.
c. Type the title of the course you have enrolled in (left aligned), then hit ENTER.
d. Type the current date (left aligned), then hit ENTER.
Type the title of the report exactly as shown in Figure 33-1. center align the
title, then hit ENTER.

Type the body of the report exactly as shown in Figure 33-1. Indent each
paragraph using the default tab setting (.5,,).

lnsert a page break (CTRL+ENTER) after the last paragraph in the report (before
the "Works Cited" text).

Type the "works cited" page as follows (be sure that it starts on a new page in
the document):

a. Center align the text "Works Cited,,, then hit ENTER.
b. Format the text under the title exactly as shown in Figure 33_2.

9. carefully proofread the document for spelling, grammar, and accuracy.
10. Resave the document.

11. Print the document if required by your insrructor.

4.

5.

6.

7.

8.
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Teens Gotng Gneen
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Works Cited
Howard, Brian Clark. "Easy Ways for Teens to Go Green." The Daily Green 10 November
20 1 0 <http://www.thedailygreen. con/going -green/ 6334>

FIGURE 33-2
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The NewYou!

lengthy.

In this activity, you will insert three files into a document, combining them to
make one complete document.
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IJnless otherwise stoted, the font should be 12 point Times New Roman.

Open a NEW document in Word.

Starting on the first line of the document, type the text exactly as shown in
Figure 34-1.

Save the document as BEGIN and close the file.

Open a NEW document in Word.

Starting on the first line of the document, type the text exactly as shown in
Figure 34-2.

Save the document as LIFESTYLE and close the file.

Ooen a NEW document in Word.

Starting on the first line of the document, type the text exactly as shown in
Figure 34-3.

Save the document as MOTIVATE and close the file.

Open a NEW document in Word.

Insert a header that includes the activity number and title left aligned, and your

name right aligned. Type the header in all caps.

Starting on the first line of the document, type (in all caps) the text, "THE NEW
YOU." Center align and bold the text then hit ENTER twice.

IF-fffir 
.l 

) tg. Insert the file BEGIN into the document. You should see the text from the
BEGIN file appear in the document. Position the cursor two lines below the last
sentence in the text.

Now insert the file LIFESTYLE into the document. You should see the text from
the LIFESTYLE file appear in the document. Position the cursor two lines below
the last sentence in the text.

Now insert the file MOTIVATE into the document. You should see the text from
the file MOTIVATE appear in the document.

*

1.

2.

3.

4.

5.

14.

15.
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The NewYoul

15. Review the file and be sure that there is one blank line between each
paragraph heading in the document.

17. Carefully proofread the document for spelling, grammar, and accuracy.

18. Save the document as FINAL.

19. Print the document if required by your instructor.
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The New youl

INTRODUCTION

You've decided to run in the Boston Marathon, but you're really out of shape. you,re not
necessarily overweight, but your doctor recommends that you make some adjustments to your
food choices to become healthier. we know that the food we choose to put into our body can
have a huge ef,[ect on our health and quality of life, but many- of us still choose to eat unhealthy
foods' Let's face it, the unhealthy stufftastes really good, and we don,t usually have cravings
for healthy food' In order to be healthy, you know you need to change your way of thinking
about food and exercise.

BEGIN WITH TIIE BASICS
Begin your new lifestyle with some basic steps. Start slow...if you dive right in, you might findyourself bored and revert back to the same old bad habits. Every once in a while a..treat,, is ok,
but you need to stay focused.
. Drink water instead of soda.
. Drive past your favorite fast food place.
. Avoid foods high in fat and sodium.
' Increase the amount of fruits and vegetabres in your diet.
. Eat less processed foods.
GET MOVING

' Instead ofparking close to your school or workplace, park farther away and walk.
' Take the stairs' walking up the stairs not only gives your legs exercise, it gets your heart

pumping.

' Get involved in sport teams, intramurals, or join a local gym.

STAY MOTTVATED AND REACH YOIIR GOAL
Ask for help' Ask your parents to control the amount of unhealthy food brought into the house.
If the only sweet thing in the house to eat is fruit, you will eat fruit. If you don,t see it, you,re
less likely to eat it' Remember' your ultimate goal is to run in the Boston Marathon. Every timethose thoughts of giving into temptation occur, remind yourself of how self-fulfilling it will beto run across that finish line' All you need is a good attitude, a willingness to change, and a little
bit of free time. GET READY, GET SET. GO.

FIGURE 34-1

FIGURE 34.2

FIGURE 34-3
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Months of the Year 95
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1. Open a NEW document in Word.

* Unless otherwise stated, the font should be 72 point Times New Roman'

2. Insert a header that includes the activity number and title left aligned, and your

name right aligned. Type the header in all caps.

3. Starting on the first line of the document, type the text as shown in Figure 35-1

using 12 point Arial.

4. Apply the following formatting changes to the document:

a. Center align, bold, and change the case of the title "How the Months of the
Year were Named" to all caps.

b. Change the first letter of each month to a drop cap, dropped two lines.

c. Change each original name (name in parenthesis) of the months of the year to
all caos.

d. Bold each month's name.

5. Carefully proofread the document for spelling, grammar, and accuracy.

6. Save the document as MONTHS.

7. Print the document if required by your instructor.
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95 Months of the Year

How the Months of the Year Were Named

January (Januarius), named after Janus, a Roman two-faced god, one face looking into the past,

the other into the future.

February @ebruarium) is from the Latin word Februare, meaning "to cleanse." At the time of

year corresponding to our February, the Romans performed religious rites to pl]rge themselves

of sin.

March (Martius) is named in honor of Mars, the god of war. March was the original beginning

of the year, and the time for the resumption of war.

April (Aprilis), after the Latin wordAperio, meaning "to open," because plants begin to grow

in this month.

May (Maius), after the Roman goddess Maia, as well as from the Latin word Maiores meaning
o'elders," who were celebrated during this month.

June (Junius), after the goddess Juno and Latin word iuniores, meaning 'loung people."

July (Iulius) was, at first, known as Quintilis from the Latin word meaning five, since it was

the fiffh month in the early Roman calendar. Its name was changed to July, in honor of Julius

Caesar.

August (Augustus) is named in honor of the Emperor Octavian, first Roman emperor, known as

Augustus Caesar.

September (September) was once the seventh month and accordingly took its name from

septem, meaning "seven."

October (October) takes its name from octo (eight); at one time it was the eighth month.

November [November) from novem, meaning "ni.neo" once the ninth month of the early Roman

calendar.

December @ecember) from decem, meaning "ten," once the tenth month of the early Roman

calendar. 
\

Source : http ://www. answers. com/topic/trow-were-the-months-of-the-year-named
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