Office Word 2003

Tutorial 2 Internet Assignment
Best-Selling Books 

Your company is building a new employee reference library. Your boss, Jane Smith, has asked you to conduct online research and recommend and compile a list of at least five books for her to purchase for the library. She has requested current and past best-selling business and nonfiction books. You will write a memo to Jane stating your recommendations.

1. Start Word, and begin with a blank document.

2. Save the document as BestBooks[your_initials].doc.

3. Use AutoComplete to insert today’s date at the insertion point.

4. Insert one blank line and type:

To: Jane Smith
5. Insert another blank line and type:

From: [your name]
6. Insert one more blank line and type:

RE: Book recommendations for the new employee library
7. Insert a blank line before the body of the memo, then type the following:

As requested, I have conducted online research regarding best-selling nonfiction and business books. I created a list of five books that you might want to consider purchasing for the upcoming employee library.
8. Save your work on the memo thus far, and start your Internet browser.

9. Search the Web for information on current and past best-selling business and nonfiction books.

Keep track of Web addresses that contain information of interest to you as well as the names, authors, and descriptions of books. Remember, you need to recommend at least five books. 

10. Switch back to your document, and continue writing the memo. Create a bulleted list of the books you are recommending.

11. Format this list so each book title is bold and colored, and each author or description is italic. Set the paragraph spacing before each list item to 12 pt.

12. Set 1” top, bottom, left, and right margins.

13. Change the font for the entire memo to improve its overall appearance.

14. Make typestyle changes to the memo to improve its overall appearance.

15. Run a spelling and grammar check.

16. Save the memo.

17. Print the memo.

18. Close the document, and exit Word. Exit your Internet browser.

