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EX16_CF_VOL1_GRADER_ML1_HW - Reference Letter 1.0

Project Description: 
You are an instructor at a local community college. A student asked you to provide her with a letter of reference for a job application. You have used Word to prepare the letter, but now you want to make a few changes before it is finalized.

Instructions: 
For the purpose of grading the project you are required to perform the following tasks: 
Step	Instructions	Points Possible
1	Start Word. Open f01m1RefLetter and save it as f01m1RefLetter_LastFirst, using your first and last names in place of LastFirst. 	0.000
2	Select December 9, 2106, and point to several font sizes on the Mini toolbar. Use Live Preview to compare them. Click 11. Select all of the remaining text in the letter and change the font size to 11.	12.000
3	Apply bold to the student’s name, Stacy VanPatten, in the first sentence.	10.000
4	Customize the Quick Access Toolbar so that a Spelling and Grammar button is added. Use the button you just added to correct all spelling and grammar errors. Do not correct the spelling for Stacy VanPatten. 	26.000
5	Select the word intelligent in the second paragraph, and use the Thesaurus to find a synonym.
Replace intelligent with gifted. Change the word an to a just before the new word. Close the
Thesaurus.	12.000
6	Add the tag reference letter to the Properties for the file in Backstage view.	12.000
7	Move the last paragraph—beginning with In my opinion—to position it before the second paragraph—beginning with Stacy is a gifted.	12.000
8	Change the margins to Narrow. Preview the document as it will appear when printed. Close Print Preview. 	16.000
9	Save and close the file. Based on your instructor’s directions, submit f01m1RefLetter_LastFirst.	0.000
	Total Points	100.000
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