Microsoft Office 2000

Assignment Extra Credit  # 2– Word – Margins and Lists

Objective:

Upon completion of this unit, you should be able to demonstrate how to:

· Margins

· Bulleted and Numbered Lists

· The Bullets and Numbering Dialog Box

· Adjusting Bullet and Number Alignment with the Ruler

· Hanging Indents

· Outline-Style Numbered Lists

Assignment:
Using Microsoft Office 2000 Essentials
_____ Read Lesson 11 and DO all hands-on exercises.  Page 323 - 335

_____ Complete the Concepts Review – page 336

_____ Print and turn in Assessments 11.1 and 11.2 page 343 - 344

When you are finished, turn in this cover sheet to your instructor and proceed to the next assignment sheet.

Name: _________________________
 Date: ____________________

Instructor’s Approval: ________________
MS Office 2000
Instructor: Laura Sharp

