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WORD PROCESSING
ACTIVITY 17
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Column Construction

What you will learn and practice:

· Using Column format

· Insert clip art

· Alignment
1.  Open a Word document.  Type your name.  Hit ENTER once.  Type Activity 17.  Hit ENTER twice.  

2.  Type the following title:  Things to Do This Month.  Hit ENTER twice.  Center the title.  Bold and underline the title. 
3.  Columns can be tricky to format.  Much of successful column work depends on making adjustments after you have done the formatting.  
4.  Click on FORMAT – COLUMNS.  Click on 3 (three) columns.  At the bottom where it says Apply To:, click on This Point Forward.  If you forget this step, your entire document will be in columns, including your centered title, etc.  If this happens, hit UNDO and try again! 
5.  Type the following information exactly as it appears below.  Bold where shown.  
HOME CHORES

Shovel snow off walks

Do dishes nightly

Make my bed daily

SCHOOL

Homework daily

Get progress report

Practice instrument

FAMILY

Write Grandpa or Grandma

Play a game together

Watch a movie
6.  Put the cursor at the beginning of School and hit ENTER until School appears in a second column next to House Chores.  Then place the cursor next to FAMILY and move that list to the third column.  This is the “adjustment” part! 
7.  Add a clip art picture below each column to illustrate those jobs.  Text doggie “Behind Text”  If you text doggie on TIGHT, you could mess up your column work!  

8.  Compare to sample on back. Save as Activity 17.  Submit using Google Classroom.  Do NOT print unless directed to do so.  

Teacher Sample

Activity 17
Things To Do This Month

HOME CHORES

Shovel snow off walks

Do dishes nightly

Make my bed daily
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SCHOOL

Homework daily

Get progress report

Practice instrument
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FAMILY

Write Grandpa or Grandma

Play a game together

Watch a movie


This column business is sometimes hard to understand!








