[bookmark: _GoBack]Microsoft Word Practice File: You Make the Changes
Chapter 5: Text & Proofing

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.

1.	After the end of the problem paragraphs, use the “Rand” function to create 5 paragraphs with 7 sentences each. Click back at the beginning of the new text and use a Page Break to put the new text on a second page. 
2.	Insert a text box into the text on the second page; choose the “Banded Quote” text box. Select the outside edge of the text box so the outline is solid, then use the Position tool in the Drawing Tools tab to position the text box at the top right of the second page. Type “This is the text I wanted to show you” into the new text box.
3.	Insert a Heart shape into the second page. Make the text wrap around it in “Tight” fashion. Place it manually near the top left (just click and drag, do not use the Position feature).
5.	Place a Word Art graphic on the second page; choose any style you want, then type “Ponta is a Dog!” into it. Make the text wrap around the image as a square, then place the image near the bottom center of the page.
6.	Below #8 on THIS page, type the symbols for the Yen, Euro, and British Pound.
[image: ]7.	Again on THIS page, below the money symbols, type the equation shown in the image at right.
8.	Select this problem paragraph; create a comment, and write “Cool!” in the comment box.	Comment by Luis Poza: Cool!
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Type the Rand function below this line!



Video provides a powerful way to help you prove your point. When you click Online Video, you can paste in the embed code for the video you want to add. You can also type a keyword to search online for the video that best fits your document. To make your document look professionally produced, Word provides header, footer, cover page, and text box designs that complement each other. For example, you can add a matching cover page, header, and sidebar. Click Insert and then choose the elements you want from the different galleries. Themes and styles also help keep your document coordinated.
THIS IS THE TEXT I WANT TO SHOW YOU.

[image: ]When you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When you apply styles, your headings change to match the new theme. Save time in Word with new buttons that show up where you need them. To change the way a picture fits in your document, click it and a button for layout options appears next to it. When you work on a table, click where you want to add a row or a column, and then click the plus sign. Reading is easier, too, in the new Reading view. You can collapse parts of the document and focus on the text you want.
If you need to stop reading before you reach the end, Word remembers where you left off - even on another device. Video provides a powerful way to help you prove your point. When you click Online Video, you can paste in the embed code for the video you want to add. You can also type a keyword to search online for the video that best fits your document. To make your document look professionally produced, Word provides header, footer, cover page, and text box designs that complement each other. For example, you can add a matching cover page, header, and sidebar. Click Insert and then choose the elements you want from the different galleries.
Themes and styles also help keep your document coordinated. When you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When you apply styles, your headings change to match the new theme. Save time in Word with new buttons that show up where you need them. To change the way a picture fits in your document, click it and a button for layout options appears next to it. When you work on a table, click where you want to add a row or a column, and then click the plus sign. Reading is easier, too, in the new Reading view.Ponta is a dog!

You can collapse parts of the document and focus on the text you want. If you need to stop reading before you reach the end, Word remembers where you left off - even on another device. Video provides a powerful way to help you prove your point. When you click Online Video, you can paste in the embed code for the video you want to add. You can also type a keyword to search online for the video that best fits your document. To make your document look professionally produced, Word provides header, footer, cover page, and text box designs that complement each other. For example, you can add a matching cover page, header, and sidebar.
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