[bookmark: _GoBack]Skills Covered in This Project
· Modify an existing document.
· Apply style formatting to the title and headings.
· Change font size and alignment.
· Change paragraph spacing.
· Arrange text in columns.
· Change spacing between columns.
· Use a column break to balance columns.
· Insert a picture.
· Update formulas.
· Format selected text.
· Insert WordArt.
· Modify and position WordArt.
· Change paragraph spacing.
· Insert a date.
+
1. Open the StayingActive-04 document from your student data files.
2. Save this document as [your initials] Word 4-7.
3. Modify the title of the document.
a. Apply Intense Reference style.
b. Change to 18 pt. font size.
c. Align center.
d. Change paragraph spacing to 36 pt. before and 12 pt. after.
4. Modify section headings of the document ("Try Some of the Following Suggestions" and "To Keep Exercise Fun and Interesting").
a. Apply Subtle Reference style.
b. Change to 14 pt. font size.
c. Align center.
d. Change paragraph spacing to 12 pt. before and 6 pt. after.
5. Format the last line of the document to make it part of the bulleted list that precedes it and format it consistently with the other bulleted items.
6. Apply column format to the multilevel list following the first section heading.
a. Arrange the multilevel list in two-column format. Do not include the section heading. If the section break above the list has a number, turn off numbering on this line.
b. Use 0.75" space between columns.
7. Apply column format to the bulleted list following the second section heading.
a. Use 0.75" space between columns.
b. Insert a column break before the third bulleted item to balance the columns.
c. Insert the CMPlogo-04 picture at the top of the document.
8. Resize and position the logo.
a. Change the width to 2.5" and keep the size proportional.
b. Change the text wrapping to In Front of Text.
c. Set the horizontal and vertical absolute position at 0.2" to the right of and below page.
9. Save and close the document (Figure 4-118).

