THIS IS A TEST - do not talk to your neighbor, do not look at your neighbor’s work, do not ask your neighbor any questions.  Do your best silently, calmly, and on your own.  If you can’t do something, just try instead of doing nothing.  Do the best you can - at least type the nursery rhyme.  Have confidence in what you can do - you can probably do more than you think! You must finish this during this one class.

1. Start a new Office document - blank document.  Save it in your own folder.

2. Change the font name to ELEPHANT

3. Change the font size to 18

4. Change the line spacing to double space

5. Type your first and last name, class, and computer group - press the enter key

6. Type the word TEST - press the enter key

7. Type today’s date (point to the clock in the task bar if you don’t know the date)- press the enter key

8. Properly type this short paragraph.  Your typing will not look exactly like this because you are using a different size 18 font and your margins are different. What is on this paper has mistakes - you need to correct them - you know the correct words to this nursery rhyme:


Jack and Jill whent up the hill to fetch a pail of waater. Jack fell down and brock his crown and Jill came tumbleing after.

9.  On the line beneath the paragraph you just typed, type “The End”

10.  Change the alignment of your name to “right align”
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11.  Change the alignment of “The End” to “center align”

12.  Spell check the document
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13.  Proof read the document.  

14.  Double check that you followed all instructions.

15.  Print - Do not remove the paper from the printer.

                                                                THE END
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