Microsoft Word Practice File: You Make the Changes
Chapter 3: Paragraph

Make the changes given in the numbered paragraph below. After you are finished, compare your results with the Answer document also available from the Chapter Practice page.

Charles
Iskra
Alan
Ryan
Luis
Adam
Roger

[bookmark: _GoBack]1.	Change the paragraph alignment for the whole document to Left.
2.	Change the names above into a bullet list, then sort them alphabetically.
3.	Change the names below the last problem paragraph into a numbered list. Sort them alphabetically. Increase the indent once for Nina’s name only.
4.	Change the line spacing for the whole document to Single.
5.	Select all six problem paragraphs and change their indent settings to Hanging Indent (by 0.5 inches). This should make only the numbers appear along the left edge.
6.	Change the paragraph spacing for the whole document to 0pt Before and 0pt After.


Toni
Dennis
Nina
Mikhail
Jane
Lajos
Harumi

