Practicing Microsoft Word Skills

This page will provide practice using Microsoft Word Skills.  Just read this document and when it tells you to do something then do it.  Are you ready to do the first thing?  Then let’s get rolling. 
lets make the title for this page.  The title is actually already writtten we just need to center it.  To center the title use your mouse to put the cursor in front of the phrase “Practicing microsoft word skills.”  Now click on the Home tab at the top of the screen. Glide your mouse over the icons until you see a note that says center(Ctrl+E).  Click that button.    Next, lets make the letters of the title larger than the rest of the document.  To do that, click your mouse in front of the title, hold the click and drag the mouse across the entire title so you can highlight all of the title.  Now look for the number 16 at the top of the screen.  Click on the triangle by the number 16.  A menu will drop down.  Click on 24.

OK.  You are ready to indent the first paragraph.  Click the cursor in from of, “This page will provide…..”  and hit the “tab” key on the keyboard.  The rest of the paragraphs on this page have spaces between them.  Indent them the same way.
Now let’s get rid of the space               you see on this line. Click your mouse in front of the word “you” and hit the backspace key.  Another way to get rid of space is to use the delete key.  For example to get rid of this           space, place your cursor after this and hit the delete key.  
Sometimes you will see red or green lines under words or phrases.  Right click on those lines or pharses and choose a better choice.
finally check over this paragraph and find mistakes using capitalization and punctuation  using the mouse to help you navigate and the backspace delete button
