Welcome to Exercise #1!
Please do the following tasks:

1. Save this document with a new filename (hint: click on the Office Button).

2. Add the Print Preview command and the Open command to the Quick Access Toolbar (hint: find the command in the Office Button menu under print.  Right-click the command and choose to add it to the Quick Access Toolbar).

3. Delete the Open command from the Quick Access Toolbar (hint: right-click the command on the toolbar, choose to remove it).

4. Find the Spelling and Grammar command (hint: you use this when you’re reviewing your document).

5. Find the Find command (hint: look on the Home tab).

6. Add the entire Editing group to the Quick Access Toolbar (hint: look on the Home tab. Note: this only requires adding one time).

7. Change the zoom level to 75% (hint: look on the status bar, click on the number).

8. Don’t display the Page Number on the Status Bar.
9. Preview this line in ALGERIAN font (hint: select this line of text, then click on the drop down arrow in the font box on the Home tab).

10. Preview this document in the Opulent theme (hint: click the down arrow in the Themes box on the Page Layout tab).

11. Double-click on the word “click” and use the Mini Toolbar to change it to bold font (hint: double-click the word, then move your mouse slightly above the word)

12. Insert SmartArt™ into the document (hint: click on SmartArt on the Insert tab).
13. Change the SmartArt™ that you inserted to a different layout (hint: select the SmartArt™, then right-click and choose “Change Layout”).
