Open Lesson 4, go to office button, save as (97-2003), save it to your flash drive.

Center the title, change to Engravers MT and the font size to 18
Correct the spelling

Move the fourth paragraph to the second paragraph. Open the clipboard. 
Remove the numbers and replace with lovely bullets. 

Preview the page, center the text. (Use Page layout, page set up, layout, alignment –center)

Delete “lesson 4 worksheet”

Insert a page number – Insert, page numbers (explore the options for different styles of page numbers)
Now, for extra fun and learning [image: image1.wmf], go to Insert, clip art, type in “salt shaker” (if you get a dialogue box, answer yes)

Insert a picture.

Call JoAnn

