USING MICROSOFT WORD 2016 Independent Project 1-6

Independent Project 1-6

In this project, you use formatting features in Word to create a professional and appealing brochure for Emma Cavalli at
Placer Hills Real Estate.

Skills Covered in This Project

*  Open and edit an existing document. *  Change font styles and effects.
*  Change font and font size. *  Use the Format Painter.
Change paragraph spacing. *  Move text.
Change line spacing. *  Use the thesaurus to find synonyms.
Use Show/Hide. *  Use Smart Lookup.
Change paragraph alignment. * Add document properties.

Step 1:

Download 1. Open the Brochure-01.docx start file. If the document opens in Protected View, click the Enable
start file Editing button so you can modify it.

2. The file will be renamed automatically to include your name. Change the project file name if
directed to do so by your instructor, and save it.

3. Select the entfire document and apply the following formatting changes:
a. Change the font and font size to Cambria and 10 pt.
b. Change the After paragraph spacing to 6 pt.
c. Change the line spacing to Single.

4. Apply formatting to the opening lines of the document.
a. Select the first five lines of the document ("Emma Cavalli' to "Email: ecavalli@phre.com’) and
change the After paragraph spacing to 2 pt.
b. Select the first six lines of the document ("Emma Cavalli' to "Web: www.phre.com/ecavalli’)
and Center these lines.
c. Select the first line of the document ("Emma Cavalli') and apply the following changes:

Font size: 12 pt.
Font style: Bold
Font color: Green, Accent é, Darker 50%

d. Select the second line of the document ("Realtor Consultant’) and apply Bold formaftting.
e. Select the third line of the document ("Putting Your Needs First') and apply Italic formatting.

5. Apply formatting to a section heading and use the Format Painter.

a. Select the first section heading, "Personal Statement," and apply Bold, Underline, and Small
Caps formatting.

b. On the first section heading, change the Before paragraph spacing to 12 pt. and the After
paragraph spacing to 3 pt.

c. Use the Format Painter to copy this formatting to the other section headings:
"Real Estate Experience"
"Why | am a Real Estate Agent"
"What Clients are Saying"
"Professional Credentials"
"Education & Training"

6. Inthe "Why | Am a Real Estate Agent" section, combine the four sentences info one paragraph,
deleting paragraph marks and inserting spaces as needed. Turn on Show/Hide.
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7. Inthe "What Clients are Saying" section, make the following changes:
a. Select the second paragraph ("It was a pleasure . . ."), make it ltalic, and change the After
spacing to 0 pt.
b. Select the source of the quote ('-Rod & Luisa Ellisor, Rocklin, CA") and right align this text.
c. Repeat the above two steps for the second quote ("Emma is conscientious . . .") and the
source of the quote ("-Jon & Robin Anderson . . .").

8. Move the third section heading and the paragraph below it ("Why | Am a Real Estate Agent") so
it appears before the second section ("Real Estate Experience”).

9. Select the lines of text in the "Professional Credentials" section (don't include the heading) and
change the After paragraph spacing to 3 pt.

10. Use the Format Painter to repeat the above formatting to the lines of text (excluding the
heading) in the "Education & Training" section.

11. Use the thesaurus to find an appropriate synonym for the following words:
a. Replace "surpass” (in the "Personal Statement” section) with "exceed."
b. Replace "emotions" (in the "Why | Am a Real Estate Agent" section) with "sentiments."

12. Use Smart Lookup to research selected words. (Office 2013 users: Disregard this step and move
to step 10.)
a. Select "University Nevada, Reno" in the "Education & Training" section.
b. Click the Smart Lookup button [Review tab, Insights group]. The Smart Lookup pane opens
on the right.

IMPORTANT: If this is the first fime you _ PHRE
. Document Settings .
have opened Smart Lookup, you will get Placer Hills
a Privacy notice. If you agree, click the Enma Cavalli Real EStatB
Got it button and continue to next step. If e b A0 100
you do not, skip the rest of fhis step and T,
COﬂTIﬂUG TO STep ]3. ‘Web: www.phre.com/ecavalli
PERSONAL STATEMENT
c. ReVieW The reseOrCh reSUHS in The :::1“‘::1:::;::;gz:n;?::gnng;:.edsasabuwnrseneramipmidm;ycuw;mpmmpnnd.muem
Smart LOOI(Up pane. ‘WHYLAM 4 REALESTATE AGENT
d. Click the X in the upper right of the !f."Li’u.'I‘?ﬁ?f{{ié5?502'5:E‘ib"aiili‘?f%f%}?i:ﬁfégg.m..ammm;ymsrmo..sufm
sentiments invol in both the buying and selling process. Customer service and satisfaction are important
Smorf Lookup pone TO Close The to me, and [ pride myself in giving you the best service possible.
p ane. :‘quj::.::rfh?pi?::: of working with buyers, sellers, and investors for over 15 years, Each transaction is

new and exciting,

13. Add the following document properties: WA CLENTS AN VNG

Heve are what others have said about me:

O N TI He * B roc h u re It was a pleasure working with Emma Cavalli, She was very responsive and listened to all of our needs. Her
. . marketing plan sold our home in just 3 days:”
b. Company: Placer Hills “Rod & Lisa Elisor Reckin CA
“Emma is i le and L He jcatit d i 0 meeting our needs has
Rea I Estate been apparent from the beginning, Emma can be counted on to do whar she says. ] would not hesitare to refer
Emma to my friends and family."
) AUThOI" Emma cava"i -Jon & Robin Anderson, Reseville, C4
PROFESSIONAL CREDENTIALS
Licensed California Real Estate Salesperson
- Save and close the document Henber f ol s o el
T Member California Association of Realtors
Step 2 ( Flg ure | 99) . Member of Realtorcom
Distinguished Realtor Award from peers
Community Service Board pasition for Distinguished Schools for the Roseville Unified School Districe
Upload &
Save . Upload and save your project file. Elected Parent/ Teacher Club President for Winchester Elementary School 2013-2014, 2014-2015

EDUCATION & TRAINING
University of Nevada. Reno—Business Administration B.A.
Real Estate Code of Ethics

. Submit project for grading. CertifiedContrce Consulane

Certified Maximum Productivity Consultant

Step 3
Grade my
Project

1-99 Word 1-2 completed
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