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Unit E: Enhancing a Document
[bookmark: _Toc354949155]Concepts Review

	Screen Labeling
	Matching Items
	Multiple Choice

	1. Tab selector button with left tab icon displayed 
	11. c
	16. c

	2. Italic button 
	12. a
	17. a

	3. Font list arrow 
	13. b
	18. b

	4. Font Size list arrow  
	14. e
	19. b

	5. Text Effects button
	15. d
	20.b

	6. Font Color button
	
	

	7. Center button 
	
	

	8. Bullets button
	
	

	9. Justify buttonry
	
	

	10. Styles gallery
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Skills Review
The filename for the completed document in this exercise is E-Songwriting Contest.docx. The completed solution file is shown here. 

Filename: E-Songwriting Contest.docx
 [image: ]


Independent Challenges 

Because students may tackle the independent challenges in different ways, it is important to stress that for some Independent Challenges there is not just one correct solution. 
[bookmark: _Toc354949157]Independent Challenge 1 
Students open an existing document containing information about the East Riverton Recreation Center for the month of September and format it according to specific instructions. Students’ solutions should match the one shown below. (Note:  the margins are cut off below; the margins should be set to default settings of 1” at top/bottom/left/right.)

Filename: E-September Classes.docx	
Estimated Completion Time: 20 minutes
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[bookmark: _Toc354949158]Independent Challenge 2 
In this exercise, students format an existing unformatted document that contains information about biking tours.  Students need to use their best judgment to format different parts of the document so that that the information is attractively laid out and easy to understand. Look for the following in their solutions: 
· Company name and address should be center-aligned and should be formatted with fonts and styles to make it stand out
· Heading 1 style should be applied to the text About Captain Mike’s Biking Adventure Tours and Summer 2016 Biking Tours and All Adventures Include.  
· Paragraph below About Captain Mike’s Biking Adventure Tours should be justified, and line spacing for this paragraph should be set at 1.15.
· The Casual style set should be applied to the entire document.
· Margins should have the preset Narrow setting applied. 
· Tab stops for the last four paragraphs of text below Summer 2013 Walking Tours should be set at the 2” mark on the ruler, and these paragraphs should also have a hanging indent at the 2” mark on the ruler.
· The Strong style should be applied to the text Bavaria: Tuscany: Normand:; and Scotland:.
·  The last four lines in the document should be formatted as a bulleted list,
· The student’s name should appear as the last line of the document and should be centered. 

Estimated completion time: 20 minutes

Filename: E-Summer Biking Tours (One possible solution is shown below.)
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[bookmark: _Toc38179521][bookmark: _Toc354949159]Independent Challenge 3 
In this Independent Challenge, students use their creativity and formatting skills to create a Day of Beauty gift certificate for a promotion at a day spa. Solutions will vary from student to student. One possible solution is shown below. 
Look for the following in each solution: 
· Text in the document should be formatted attractively with different fonts, styles, font sizes, and effects that make it effective. 
· Some text on the certificate should be formatted as a bulleted list
· Margins should be adjusted to different settings  from the default
· Final document should be printed in landscape orientation (a hint in step d explains how to do this)
· Student names should appear somewhere on the certificate

Estimated completion time: 20 minutes

Filename: E-Spa Gift Certificate.docx
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[bookmark: _Toc354949161]Independent Challenge 4: Explore
In this exercise, students create a menu for an ice cream business. Students will explore using some new skills related to the lesson material: 
· Applying leader lines to tabbed items
· Formatting text into multiple colunns
· Applying a font style set 

Filename:  E-Ice Cream Flavors.docx  
Estimated completion time: 30 minutes
Solution is shown below:
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Visual Workshop

In this exercise, students format an existing document so that it appears as shown below. All solutions should match the one shown below Here’s what to look for in students’ solutions: 
· Students need to use Calibri (Light) point for the restaurant name at the top of the menu, then apply the Title style to it.
· Students need to apply the Heading 1 style to each food category on the menu and the Intense Emphasis style to each menu item. 
· Descriptions below the menu items should be indented at the ¼” mark. 
· Right tab stops for the menu item prices should be set just to the left of the 5 ½” mark on the ruler.
· A left tab stops for the kids menu items should be set at the 2” mark on the ruler. There should also be a right tab stop at the 51/2”mark on the ruler for the kids menu items
· Students need to apply the Lines(Simple) style set to the document. 
· Students need to change the color scheme of the document to Red Orange.
· Students’ names should be left aligned at the bottom of the document

Estimated time to complete: 30 minutes
Filename:  E-Burger Menu.docx
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Captain Mike’s Biking Adventure Tours
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‘About Captain Mike's Biking Adventure Tours
Captain Mike's Biking Adventure Tours offers biking tours to some of the most
beautiul regions of the earth. The company has been in business since 2008, when
avid biker Mike Trumbul began offering biking excursions in his favorite parts of
the Midwes:. In 2010, Mike recruited a team of guides and began offering full-
package biking trips to other parts of the United States, a5 viell as Europe. Captain
Mike's Biking Adventure Tours now offers more than 20 different tours per year—
each guaranteed to provide the adventure of 3 ifetime!
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Day-of-BeautyJ

Wellspring Spa§
22MomrisonStreetq
Utica, Y3501

7735552129
This gifi-certificate inclules the following:spa-treatments andsenvices
O+ Eucalyptus Manicureq
O+Chamomile-Foot Treatment{
O Purifying Faciald
O Hot:Stone Massage

Thisoffr sl throgh Aprilrs 205
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STAN AND SUE’S
ICE CREAMERY

‘The Most Delicious Ice Cream Anywhere

Prices

Kiie-szed scoop: 5150
On scoop: 525
Two scoops: se00
Three scoops: 550
Flavors

Banans Cocanut Peppemint Sick
Black Crerry Cookie dougn Pinsspsle
Blusterry cotee Raspbery

Buter Fecan it Chosolte Crip Sraupary
Busbiegum Orange ot Vanile

Chocasts Crip Pecan

Customer Quotes

Tve been toce cream shaps all over the county, but Stan and Sues flavors
are the most defcious!”

—penny Rose, lawyer
“Nothing beats a chocolate cone at Stan and Sues afer a summer baseball
game!™

~Bob Femandes, dad and baseball coach

“Ifyou didntget your oz cream af Stan and Sues,then st the most
deicious

~Elln Wong, forist

Your Name
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Hank’s Burger Hut

655 Moreland Avenve.

Bouider, 0 30301
530535.0765

Burgers

880 Burger 5175
Homemads B8Q sauce, bacon, cheddr chese, nlons.

Turkey Burger s525
Ground turkey paty, latuce and tomata vith chutney mayo.

Veagie Burger s675
Portobelo pacy, Suisscheese, tomato and letuce.

Tuna Patty Mele s575
Tuns burger with melted cheddar cheese. Served with 3 side salsd

Southwest Burger s625

Spicy burger with peppar jack chess. Served with 3 side of guacamole

Beverages
Lemanade, juics, o 5200
Desserts

[reer— sazs

Top offyourlunch with oneof Hani'sfamous ies pecan, 3pple, r peach) baked frash daily.

Kids” Menu

‘any Kids Ml (ncludes chips and a drink] 5250
Chickan tendars Cheese pizza Macaroni and cheese
Hotdog Hamburger riled chaese sanduich

Your Name.
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Stream City Msic Academy
Songwriting Contest

T tram ity Music Academy i &3 0 sonounce s annual Songurting Contst. The contetis
pen 2 allscudents nvoled ¢ the academy. Al ntis mustbe submicted s ud fle (MP3 format
prefera) wiehyrc poviden 3 document ], eadlin for submisions s Jauary 15,2015

Submissions

e contest wil et orginl songs and yrc i the following categors:
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- Counry
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Submission Guidelines

Songs mustbe your o criginlwork Thi contsti op any o Sudent fSream iy Music
Academy. inenry e of S35 equirefor £3chsong entredTh sam song ey be anterd
mipectegores.

Important Dates

e Descripion oare
song autio Tl ofyou song wssjaoie
Netis ofaccptance syemai s
s caramony, atstream ciy s il sisis

How to Enter

Tharear thre casy ways o submit your sogs:
2) Subitonie t v, sremeismusacatemyorg
2] submit o emal a contest@streamcitymsiacademny org.
31 Submit oy ml Seam ity Musi Academy, .0, Box 55, Sream Gy, L6813
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September Classes
East Riverton Recreation Center
1900 EIm Street
East Riverton, OH 45565

WHAT'S NEW

Happy Septemiert The fall s 3 ime for new changes, with kids back st school,and th leaves saring £ turn from
&r2en €0 yaliow 3nd red. S0 why not ry something new at East iverton Recraaton Center? Our fall and virter
programsaffer ogportunitis for persanslenrchment and community connactions, W offr iasses to help you get
sk, s nvi sils, nd have fu,

NEW RESIDENT ORIENTATION CLASSES

1£you e new o Eat iverton, we racommensiging up for our 1-hour casses on Ling in East Riverton.
Session for September ara a5 fllovs:

Friday Septembr 1 s00em
Saturday September2 00040
Wadnescay Septembre 700em
Saturday Septembers 00041

‘COOKING CLASSES

Lesrm howto cook fram Exst Rivetar'sfines ches. Al clsses mest Wednasdays starting Stember £ 3t Tpmin
the Rec Conte Kitchen. Each workshop sld by  diferentocal chel.

Dste Ciszs et Cssiree
September 1 cates Berey Garcia 200
Septembers P Renes Watins s1s00
September 15 Bresds Lucia sl 2500

ADULT FITNESS CLASS
Drop by the Recreation Center avery Saturday morning a 800 fo afee fcnesscas ad by Kim U locl fiass
‘xper. Kim il laac the following group sxercices:
> Vogaswetches
> erabicworkout
> Coresrengthering exercses
VourNiame.




