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Word Lesson 04

This lesson continues directly from Word Lesson 03.

Your file should be in the "My Documents” folder on your desktop.
It should be named: your_name_word_lesson_03.

You may not move on unless your file is named correctly.

Your document should look something like the following, although your favorite
things will be different.

My Fauorite Things

Favorite Foods Favorites Sports Favorite Cars Favorite Places

1. Sushi 1. Snowboarding 1. Ferrari 1. Colorado

2. Steak 2. Biking 2. Porsche 2. The beach

3. Chicken 3. SCUBA diving 3. Mini Cooper 3. Europe

4. Subs 4. Basketball 4. BMW 4. The mountains
5. Ice cream 5. Rollerblading 5. Bentley 5. Home

In Word Lesson 03, we learned how to hyperlink text in a document to web pages.
We hyperlinked our favorite cars to their respective web sites.
You should have also linked your favorite places to their web sites.

To start this lesson, you will finish linking the rest of your favorite things.
For foods, link a restaurant that serves that type of food. (IE: www.olivegarden.com)
For sports, link to the main page (IE: www.nfl.com)

Instructions (this was covered in Word Lesson 03)
1. Find the right web site (I will be checking these)
2. Highlight the desired text.
3. Click Insert > Hyperlink
4. Type in the web address.

Once finished, your document should look like this:

Favorite Foods Favorites Sports Favorite Cars Favorite Places

1. Sushi 1. Snowboarding 1. Ferrari 1. Colorado

2. Steak 2. Biking 2. Porsche 2. The beach

3. Chicken 3. SCUBA diving 3. Mini Cooper 3. Europe

4. Subs 4. Basketball 4., BMW 4. The mountains
5. Ice cream 5. Rollerblading 5. Bentley 5. Home

Go on to the next page >>>
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Part One: Adding Rows to Your Table.

1. We're going to add a row (horizontal) for pictures.
2. Click in cell anywhere in your second row. See picture belk

Favorite Foods Favorites Sports Favorite Cars FavMes

1. Sushi 1. Snowboarding 1. Ferrari 1. Colorado

2. Steak 2. Biking 2. Porsche 2. The beach

3. Chicken 3. SCUBA diving 3. Mini Cooper 3. Europe

4. Subs 4., Basketball 4. BMW 4. The mountains
5. Ice cream 5. Rollerblading 5. Bentley 5. Home

3. Click Table > Insert > Rows Below. See picture below.
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4. Now your table should look like this:

Favorite Foods

Favorites Sports

Favorite Cars

Favorite Places

1. Sushi 1. Snowboarding 1. Ferrari 1. Colorado

2. Steak 2. Biking 2. Porsche 2. The beach

3. Chicken 3. SCUBA diving 3. Mini Cooper 3. Europe

4. Subs 4. Basketball 4, BMW 4. The mountains
5. Ice cream 5. Rollerblading 5. Bentley 5. Home
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5. Add a new row below all your favorite things until your chart looks exactly like the
following:

Favorite Foods Favorites Sports Favorite Cars Favorite Places

1. Sushi 1. Snowboarding 1. Ferrari 1. Colorado

2. Steak 2. Biking 2. Porsche 2. The beach

3. Chicken 3. SCUBA diving 3. Mini Cooper 3. Europe

4. Subs 4. Basketball 4. BMW 4. The mountains
5. Ice cream 5. Rollerblading 5. Bentley 5. Home

Part Two: Adding Clip Art to Your Table.

This has been covered in several other lessons.

You will use www.google.com > Images to find your pictures.

Once you've copied and pasted a picture into your chart, you will resize the picture
to fit perfectly.

Part Three: Resizing a Picture in Word

NOTE: Do not just grab a corner to resize these pictures. You’'re going to make them
all exactly the same width.

Go on to the next page >>>
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1. Find the right picture of your favorite thing.
2. Paste it in the row below your favorite thing. See picture below. As you can see,
the picture is way too big and it messes the entire table up.

Favorite Foods Favorites Favorite Favorite
Sports Cars Places
1. Sushi 1 1. Ferrari 1. Colorado

Snowboarding

2. Steak 2. Biking 2. Porsche 2. The beach
3. Chicken 3. SCUBA 3. Mini 3. Europe
diving Cooper
4, Subs 4. Basketball 4. BMW 4. The
mountains

5. Ice cream

5. Rollerblading

5. Bentley 5. Home

3. To resize these pictures, first double click the picture. The following screen will

appear.
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Format Picture
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4. Click the Size Tab so that the following screen appears:
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