
 

 
 

 

 

 

  

Western Sullivan Public Library 

Practicing 
Microsoft Word 
Workshop 
 

Public Computer Center, Version 1.2 
  
 



 
 
 

 
 

 
 
Public Computer Center, Version 1.2 Page 2 of 9 
* All instruction based on Windows 7 Operating System 

 
Practicing Microsoft Word 
Workshop 

In this workshop we’ll practice the Microsoft Word skills that 
we learned in the Intro to Microsoft Word class including the 
following  

 

 Adjusting your margins 

 Adjusting your line spacing 

 Formatting text 

 Aligning text 

 Inserting clip art and managing the image 

 Using different fonts 

 Using different colors 

 Using indentation 

 Creating tabs 

 Bulleted list 

 Using a template 
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Let’s Get Started  

 

Exercise #1: Your first assignment will be to duplicate the letter on page 5 
using the formatting specified for each section. You will insert your name and 
contact info where appropriate and write a letter requesting your Real Estate 
firm to represent the sale of your home. The letter should highlight the features 
that most accentuate your home.  
 
In completing the exercise, you will follow the formatting of the sample letter.  
You can set your margins and line spacing first, so they remain for the entire 
document. Once this is accomplished, it may be more efficient to type the entire 
letter and then go back to adjust the fonts and colors, etc. 
 
 
Margins – right and left: 1.5 inches, top and bottom: 1.25 inches 
 
Header – centered, Arial 11 font, the email address should be italicized and 
underlined, and your name should be bold 
 
Line Spacing – you will also need to adjust the line spacing. For some reason 
Word’s default line spacing out of the box is 1.15 lines with 10pt spacing after 
each line. Adjust this to 1.0 lines and 0pt spacing after each line. 
 
Clip Art – insert a picture of a house. In order to gain control to move the image 
as you wish, right click on the image and choose “Wrap Text” > “Behind Text”. 
Now you will be able to select the image and move it where you like on the 
page. Try the other Wrap Text options to see how they manage the placement 
of the image. 
 
Realtor Info – left justified, Verdana 10 font 
 
Date – left justified tab set at 4”, Verdana 10 font 
 
Salutation – left justified, Verdana 10 font 
 
Body, paragraph 1 – left justified with a paragraph indentation (do not use the 
space bar), Bradley Hand ITC 11 font 
 
Body, paragraph 2 – left justified with a paragraph, Verdana 10 font, bulleted 
list of rainbow colors 
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Body, paragraph 3 & 4 – left justified with a paragraph, Verdana 10 font 
 
Closing - left justified tab set at 4”, Verdana 10 font 
 
Border – add a single line border around the entire document 
 
 
 
 



 

 
 

 Cindy B. Menges 
 45 Lower Main St. 
 St. Louis, NY 
 cmenges@rcls.org 
 845-887-4040 

 
 
 
 
 

Ms. Linda Smith 

Property Real Estate, Inc. 

19 Brick St. 

Miston, NY  12799 

 

 

 May 12, 2011 

 

 

Dear Ms. Smith, 

 
I am interested in selling my home and would like your firm to represent me. 

Your staff has been extremely helpful in the past, and I look forward to working with 

you again. As you may recall, my house is located on the Delaware River with 

beautiful views of the river and surrounding valley and hillsides. It is most beautiful 

in the Spring and Fall when the flowers and leaves are in full bloom. 

 

The home includes 

 2 bedrooms and baths,  

 a large eat in kitchen,  

 sunken family room, and 

 spacious basement. 

 

In addition, the deck juts out on the south side of the house offering a 

magnificent view of the river and sunset. With a spacious lawn and 

approximately 9.5 acres, it would make a great city escape or full time home. 

 

Please contact me at your earliest convenience to schedule an 

appointment. 

 

 Sincerely, 

 

 

 

 Cindy B. Menges 
 
 

 

mailto:cmenges@rcls.org
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Exercise #2:  
If you complete the 
sample letter, open a 
new Word document by 
choosing File > New. 
From the Template list, 
choose “Newsletters” 
and “Family Christmas 
Newsletter”.  Create your 
own family’s newsletter. 
Get comfortable with 
changing text and even 
the graphics, if you 
choose. 
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Exercise #3:  
This exercise uses the letterhead 
graphics of a template. Open a new 
Word document by choosing File > 
New. From the Template list, choose 
“Letterhead” and then “General 
Consulting Letterhead”. 
 
To add the date in the header we 
inserted a “Text Box” found on the 
“Insert” tab. You can modify the font 
and size in the same way you would 
with any text. 
 
The letter includes an address 
header, salutation, body with a 
bulleted list, and a closing. 
 
You can modify the address info in 
the footer just by clicking on it or 
opening the “Footer” on the “Insert” 
tab. 
 
The hummingbird is a gray-scale 
image that was inserted into the 
template. You can also achieve this 
technique by using the “Watermark” 
tool on the “Page Layout” tab.  
 
Good luck!! 
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Exercise #4:  
This exercise also uses the letterhead graphics of a 
template. From the Template list, choose 
“Letterhead”.  Go down the list, and you’ll see a 
template called “Letter”.  Download this.  
 
To create the Invoice we deleted the text of the 
letter, added the word INVOICE and the date, 
updated the company name and address, and 
inserted a table in the following way: 

 

 On the Insert tab, Click  
 

 Hover over the boxes until you have selected 3 
wide by 18 or so long and then release. Your 
Table will be inserted into the body of the Word 
document. 
 

Now we have to format the table to look like the one 
in this example.  

 To do this you’ll need to understand a few “Table 
Tools”, which can be accessed on the new tab 
that appears when you’re working with a table. 
The Table Tools tab includes two sub-tabs labeled 
“Design” and “Layout”. 

 “Design” provides several Table Styles and allows 
you to add Shading and Borders to your table. 
You’ll notice a row of blank space just above 
“Date(s) of Service”. This row doesn’t have any 
right or left borders, which is why it appears 
separate from the Table. There are also some borders missing to the right of “Total Due”.  

 “Layout” provides the tools to add, delete, and merge rows and columns and adjust their width, height, and 
alignment. Much of this can be done using the Right Click menu, as well. 

 The top row of the Table uses the “Merge Cells” tool for the “Services Provided To” section.  

 The words “All Receipts attached” and “Please make checks payable to Catskill Professional Services” can be 
added to a lower row in the Table or can be included in text outside the Table. 

 And finally, we’ve included a “Sum” command to create the value for “Total Due” by using the         Formula 
“=SUM(ABOVE)” which can be found on the Layout tab. 

 
Have Fun!! 

Exercise #5: In this Exercise we will use tables to create a Progress Report.  
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We’ll start with the Hummingbird template again. As always, you can modify this, use a different template, or create 
your own letter head with an organizational or company header of your choosing.  
 
Open the Header and add the “Progress Report” and the date… keep in mind, that if you just add these to the main 
body of the document, they will only appear on page 1. You must modify the template header to have them appear 
on all pages of the document. 
 
Now, insert a Project Description in the body of the document. For each of the subsequent sections, use a font for 
the section title that is consistent and insert a table to create each component.  
 
Modify the footer with your contact info. 


