Práctica con Microsoft Word 2007

Lupita Taylor 
My School’s Name (change to your school’s name)
Change the Style of the Page
1. Change the style of this page by clicking the Home tab, then Change Styles. 
Change Text to a Table
2. Convert the list of names below to a table. Highlight the list of names. Click Insert – Table – Convert Text to Table. Click OK. Change the table style. While the table is selected, go to Table Tools, and choose a design style and color scheme for the table.
	John
	Mary
	Ted
	Joan
	Harry
	Steve

	Barack
	Lisa
	Kyle
	Jim
	Dave
	Rita

	Kim
	Diane
	Ken
	Tom
	Mike
	Josh

	Amy
	Shirley
	Holly
	Zack
	David
	Jeff

	Eric
	Jeanne
	Chris
	Sean
	Kristin
	Jen


SmartArt
3. Click inside the cell below. Click the Insert tab, then the SmartArt icon. 
Choose a graphic. Click on it and resize it to make it smaller and fit the page.
Notice the SmartArt tools are displayed when the SmartArt graphic is selected. Click the design tab.
Make the graphic 3D. Change the colors. Change the text in the graphic.

	



Charts
 4.  Click inside the cell below. Click the Insert tab, then the Chart icon.
      Choose a chart. The edit data window will appear, where you can edit the data in the chart. 
      Close it (click on the X). Click on the chart and resize it to make it smaller and fit the page.
      While the chart is selected, the Chart Tools are displayed. Choose Design. Change the color of the chart.
	


Headers and Footers
5. Insert a Header and Footer for this document.  Click Insert – go to the middle of the page to find Header and Footer. Choose a style. While it is selected, you can change the design of the Header and Footer.
Cover Page
6.    Click Insert – Cover Page. Choose the style. Edit and/or delete text.
Save as PDF and submit as a Challenge Entry if you like.  
7.    Click File – Save as PDF as was shown earlier in the lesson. Email the pdf as a Challenge Entry.
Olivia


Braxton


Brayden
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