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Unit 3 - Word 2010 Assignment

You must use Microsoft Word 2010 for this assignment.
You are an office manager at Dr. James Free Medical Clinic and you have been given the task of creating an appointment reminder letter to be sent to the patients. You have decided to use a document that was already created but make enhancements to it to improve the layout and readability. Follow the steps below to complete the assignment.
Download a file
Download and save the file Yearly Appointment Reminder.
Note: If you see a yellow bar at the top of your document titled “Protected View” be sure to click the “Enable Learning” button to complete the assignment.

Edit the File
Open the file you just saved and complete the following steps:

[bookmark: _GoBack]1.   Modify the Page Set Up by setting the page margins for the entire document to Narrow.

2.    Change the page orientation to Landscape for the entire document.

3.    Format Text
a. Select the title Yearly Checkup Reminder
b. Format the text as WordArt and choose any WordArt Style  
c. Apply Calibri 24 pt font to the WordArt you just created

4.   Use Different Fonts
a. Select all the text below the picture 
b. Apply Arial 14 pt font 
c. Change the text color to Blue – Accent 1

5.   Apply Text Formatting
a. Select the text “Please call our office to make an appointment”
b. Apply underline and bold formatting
c. Select the text “Monday from 6:00 am to 12:00 pm”
d. Apply italics formatting 

6.   Insert a textbox
a. Place cursor at the bottom of the document
b. Insert a simple textbox, move the textbox to bottom of page if needed
c. Type the Italicized text listed below using Times New Roman 12pt italics
d. On line one Dr. James Free
e. On line two Medical Center
f. On line three 1234 Main Street
g. On line four   Cherryville, MN. 34562
h. On line five 334-985-4432


7.   Use proofing tools to check spelling errors
a. Run a spell check for the entire document and make any changes indicated.

8.   Save your document and submit it to your instructor.	
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