Customizable Assessment

Creating an Employee Policy Manual


Assessment: Create a Report with Styles

In this exercise, you will create a report using the Outline view, styles, and section breaks. 

1. Start a new document and type the following title lines:

A REPORT ON DIETARY SUPPLEMENTS

By The Food and Drug Administration

2. Apply the Title style to the first line and the Subtitle line to the second line.

3. Change the vertical alignment of the page to Center.

4. Insert a next page section break.

5. Change to Outline view and insert the file Dietary text.

· Change the following paragraph titles to the Heading 1 style:

WHAT IS A DIETARY SUPPLEMENT?

MONITORING FOR SAFETY

· Change the following paragraphs to the Heading 2 style:

FRAUDULENT PRODUCTS

QUALITY PRODUCTS

6. Confirm that the Heading 1 style has the following characteristics. If not, make the appropriate changes.

· Bold

· Arial 16pt
· Left aligned

7. Confirm that the Heading 2 style has the following characteristics. If not, make the appropriate changes.

· Bold and Italics

· Arial 14pt
· Left aligned

8. When you have finished, save the document as A Report on Dietary Supplements and close it.
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