Customizable Assessment

Creating a Simple Report


Assessment: Edit the Report

In this exercise, you will edit the report you created in the previous assessment. You will add paragraphs according to specific instructions. You will also change indentation and add a paragraph border and shading. Finally, you will save the file with a new name.
1. Open the Wilderness Kids Club document.

2. Add the following two paragraphs to the end of the document. Notice that the first paragraph is indented 1" on the left and right and single spaced. The second paragraph is not indented and is double spaced.
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3. Make the following changes to the title lines to create the heading shown below:
· Set the left and right indents to 2"
· Set line spacing to single
· Add one paragraph before and after the title lines

· Add a ½ point double line border with a fill of Gray - 10%
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4. Choose File(Save As from the menu bar.

5. Change the name in the File name box to Wilderness Kids Club (version 2), save the document, and close it.
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