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1. Create Documents (4.2.7 Lab)
2. Modify Fonts (4.3.4 Lab)
3. Format Paragraphs (4.4.6 Lab)
4. Edit Documents (4.6.5 Lab)
5. Prepare a Business Memo (4.2.10 Lab)
6. Prepare a Resume (4.3.7 Lab)
7. Format Research Paper Paragraphs (4.4.9 Lab)
8. Looking Ahead

Note: Any labs we do in seminar, will still need to be done separately in the 
CompTIA environment to receive credit through the automatic grading system. 
Our coverage is to help you practice and maximize your performance for the 
labs.

AGENDA
IN150 - Seminar 5



CREATE 
DOCUMENTS

4.2.7 Lab



Purpose

CREATE DOCUMENTS

The purpose of this 
lab is to get you 

familiar with creating 
a new blank document 

once within Word. 

We will go through the 
lab here.



4.2.7 Lab

Where is the File tab?

CREATE DOCUMENTS



4.2.7 Lab

How do you get a new blank document?

CREATE DOCUMENTS



4.2.7 Lab

How do you close the document?

CREATE DOCUMENTS



4.2.7 Lab

How do you open a document from the downloads folder?

CREATE DOCUMENTS



4.2.7 Lab

How do you open a document from the downloads folder?

CREATE DOCUMENTS



4.2.7 Lab

How do you enable editing on a downloaded document?

CREATE DOCUMENTS



4.2.7 Lab

How do you print a document and where do you change the number of copies printed?

CREATE DOCUMENTS



MODIFY FONTS

4.3.4 Lab



Purpose

MODIFY FONTS

The purpose of this 
lab is to get you 

familiar with 
modifying fonts 

within Word. 

We will go through 
the lab here.



Purpose

● Where can you change the font?
● Where can you change the size of the font?
● Where can you clear all formatting? 

MODIFY FONTS



Purpose

● Where can you bold text? 
● Where can you underline text?
● Where can you italicize text?
● Where can you strike through text?

MODIFY FONTS



Purpose

● Where can you create a subscript (lower)?
● Where can you create a superscript (higher)?
● Where can you change the color of your text?
● Where can you highlight your text?

MODIFY FONTS



FORMAT PARAGRAPHS
4.4.6 Lab



Purpose

FORMAT PARAGRAPHS

The purpose 
of this lab is 
to get you 

familiar with 
formatting 
paragraphs 
within Word. 

We will go 
through the 

lab here.



4.4.6 Lab

How would you center a word?

FORMATTING PARAGRAPHS



4.4.6 Lab

How would you add formatting marks?

FORMATTING PARAGRAPHS



4.4.6 Lab

How would you adjust the line spacing?

FORMATTING PARAGRAPHS



4.4.6 Lab

How would you add bullets?

FORMATTING PARAGRAPHS



4.4.6 Lab

Where would you change the bullets?

FORMATTING PARAGRAPHS



4.4.6 Lab

Where would you change the border color of a paragraph?

FORMATTING PARAGRAPHS



EDIT DOCUMENTS 4.6.5 Lab



Purpose

EDIT DOCUMENTS

The purpose of this lab is to get you familiar 
with editing documents within Word. 

We will go through the lab here.



4.6.5 Lab

● Where is the find command?
● What is the keyboard command for finding an item in a document?

EDIT DOCUMENTS



4.6.5 Lab

How would you use the find and replace tool?

EDIT DOCUMENTS



4.6.5 Lab

How do you get to this screen to turn off spelling as you type?

EDIT DOCUMENTS



4.6.5 Lab

How can you check for spelling and grammar errors?

EDIT DOCUMENTS



4.6.5 Lab

How can you use the thesaurus for the word ‘chance’?

EDIT DOCUMENTS



4.6.5 Lab

Where could you go for the word count. 

EDIT DOCUMENTS



PREPARE A 
BUSINESS 
MEMO 

4.2.10 Lab



Purpose

PREPARE A BUSINESS MEMO

The purpose of this 
lab is to get you 

familiar with 
editing documents 

within Word. 

We will go through 
the lab here.



4.2.10 Lab

● Where can you change the FROM name?
● How do you move the first paragraph to be after the second paragraph via copy/paste and 

keeping formatting?

PREPARE A BUSINESS MEMO



4.2.10 Lab

● Where on the right click menu where you can paste with formatting?
● Where can you click to paste without formatting?

PREPARE A BUSINESS MEMO



PREPARE A 
RESUME

4.3.7 Lab



Purpose

PREPARE A RESUME

The purpose of this 
lab is to get you 

familiar with editing 
documents within 

Word. 

We will go through 
the lab here.



4.3.7 Lab

How do you change the name to Arial size 26?

PREPARE A RESUME



4.3.7 Lab

How do you change the sections (e.g., Objective, Education, Skills & Abilities) to Arial, size 12, bold?

PREPARE A RESUME



4.3.7 Lab

How do you change the subsections (Bookkeeper, etc.) to Times New Roman, size 12, bold style, 
uppercase font?

PREPARE A RESUME



FORMAT RESEARCH 
PAPER PARAGRAPHS 

▪ 4.4.9 Lab



Purpose

FORMAT RESEARCH PAPER PARAGRAPHS

The purpose of this lab is to get you familiar 
with editing documents within Word. 

We will go through the lab here.



4.4.9 Lab

We will watch the following video: https://www.linkedin.com/learning-
login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fword-2019-essential-training%2Fadjust-line-
spacing%3Ftrk%3Dshare_video_url%26shareId%3D5jGLZLe6Rmafk%252Feg16MFxQ%253D%253D 

FORMAT RESEARCH PAPER PARAGRAPHS

https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fword-2019-essential-training%2Fadjust-line-spacing%3Ftrk%3Dshare_video_url%26shareId%3D5jGLZLe6Rmafk%252Feg16MFxQ%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fword-2019-essential-training%2Fadjust-line-spacing%3Ftrk%3Dshare_video_url%26shareId%3D5jGLZLe6Rmafk%252Feg16MFxQ%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fword-2019-essential-training%2Fadjust-line-spacing%3Ftrk%3Dshare_video_url%26shareId%3D5jGLZLe6Rmafk%252Feg16MFxQ%253D%253D


LOOKING AHEAD For next seminar



Seminar 5

LOOKING AHEAD

https://www.linkedin.com/learning/paths/getting-started-with-microsoft-excel?u=2045532

https://www.linkedin.com/learning/paths/getting-started-with-microsoft-excel?u=2045532

We will review Microsoft Excel! Feel free to watch this video to 

get ahead: 

https://www.linkedin.com/learning/paths/getting-started-with-

microsoft-excel?u=2045532 

https://www.linkedin.com/learning/paths/getting-started-with-microsoft-excel?u=2045532
https://www.linkedin.com/learning/paths/getting-started-with-microsoft-excel?u=2045532


THANK YOU

47

Questions? Please contact me: betsy.mccall@purdueglobal.edu
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