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ASSIGNMENT

1.	Take notes and complete example with your teacher.
 (
Teacher Initials
)




2.	Green Living, Inc. has created a new job and wants to post a “Help Wanted” ad on the Web. The COO has handwritten the posting; please create this document using a professional font with the following instructions:

a. Add the header as shown.(you do not need to include Word 1, Assignment #2 as part of the header)
b. Add the footer with job number as shown. 
c. Use vertical alignment to center the text on the page.
d. Use bullets as shown.
e. Center the title “Employment” and use bold, underline, and/or italics where appropriate.
f. Save the document as JOB NUMBER 1003 in your network drive in the Word folder.
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View this document in Print Preview and have this assignment initialed.




3. A number of Green Living, Inc. customers have asked for information about energy conservation. You have decided to prepare a list of sources to help customers get information on this topic.  Create a document in Word document with the following instructions:
a. Using a font size larger than 14 (but smaller than 24), bold and center the title A Guide to Energy Conservation
b. Put your name and period number in the header.
c. Using a search engine on the Internet find information on energy conservation.  List 5 different areas of energy conservation.  Under each area list three websites with information about that area of energy conservation.  The information should be formatted as a bulleted or numbered list.
d. Change left and right margins to 1.25 inches. 
e. Add a footer with today’s date right justified.
f. Use vertical alignment to center the information between the top and bottom margins.
g. Save document as Energy Conservation Guide in your Word folder, print when you are finished and attach the printout to this handout.

Here is an example of what you should have for one area of energy conservation (you choose a bullet or numbering style):

· Transportation
· www.eia.doe.gov/emeu/efficiency/energy_savings.htm
· www.hk-phy.org/energy/transport/act_fuel_tips_e.html
· www.hribar.com/energy-saving-tips-road.htm



