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Word Case 1b: Health Tips
Dixon Healthcare: Health Tips Document
Skills  
Close a document and exit Word
Correct spelling errors
Delete text
Format text using the Mini toolbar
Insert text
Navigate a document
Save changes to the current document
Select text
CASE SCENARIO
Dixon Healthcare is a medical center in Libertyville, Illinois, north of Chicago. You are the assistant director of the Dixon employee outreach program, which offers classes to promote wellness and address the health needs of employees, including classes on nutrition, fitness, and prenatal care. For the weekly newsletter, you are using Microsoft Word to prepare an insert that provides health tips and information about upcoming classes. As you do, you’ll use Word’s navigation and text-editing tools to edit and complete the document.
STUDENT DATA FILE
Word01b_FirstLastName_1 (Note: Download your personalized start file from cgoffice2007.course.com)
Instructions
Open the file Word01b_FirstLastName_1 and rename the file as Word01b_FirstLastName_2. Verify that your name appears in the footer of the document. (Note: Do not edit the footer. If your name does not appear in the footer, please download a new copy of the start file from the Casegrader Web site.) 
On the blank line below the Healthy Living title, enter the following text: “Health Tips and Classes for Dixon Healthcare Employees” 
Position the insertion point in the blank row at the end of the “Category” column in the table. Then type the following text: “Nutrition”
Complete the row by entering the data shown in Figure WD01-01.
FIGURE WD01-01      
	Column Name
	Data

	Class
	Power Foods

	Days
	Mon, Wed

	Time
	12:00-1:00 pm


In the “Top Five Health and Wellness Tips for the Week” heading, delete the following words: and Wellness
The second sentence in the “Microsoft Office 2007” paragraph needs to be completed. To complete this sentence, you need to find the appropriate text in Word Help. Search for the topic “Ribbon” in Help. In the search results, select and read the topic “Use the Ribbon.” In the first full paragraph, find the sentence that matches the description in this paragraph. Type the missing text to complete the sentence.
In the “Internet Research” paragraph, delete the sentence “You must have high-speed Internet access to participate in this class.”
Insert a blank line below the “Dixon Healthcare is offering its popular technology classes...” paragraph. Enter the following text on this new line (do not include the quotation marks): “Call (847) 555-7600 for class times.”
Format the new text as 12-point, bold, italic font. 
Correct the misspelled word in the last full paragraph.

