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First we’ll learn to set up Word so it automatically will create 1-inch margins all around each time we start a new document (versus 1 inch on top and bottom and 1.25 inches on the left and right of the page). Then we’ll make Word put extra spaces after each paragraph. After that we will set apart a long quote, as you would use in a research paper. 
Here’s a repeat of the previous paragraph. First we’ll learn to set up Word so it automatically will create 1-inch margins all around each time we start a new document (versus 1 inch on top and bottom and 1.25 inches on the left and right of the page). Then we’ll make Word put extra spaces after each paragraph. After that we will set apart a long quote, as you would use in a research paper. 
Here’s my long quote content to use Indenting. Here’s my long quote content to use Indenting. Here’s my long quote content to use Indenting. Here’s my long quote content to use Indenting. Here’s my long quote content to use Indenting. Here’s my long quote content to use Indenting. Here’s my long quote content to use Indenting. Here’s my long quote content to use Indenting. Here’s my long quote content to use Indenting. Here’s my long quote content to use Indenting. Here’s my long quote content to use Indenting. Here’s my long quote content to use Indenting. Here’s my long quote content to use Indenting.
How did that go? Now we’ll move on to learning Lists and more. Here’s a recap of what we’ve done so far: first we learned to set up Word so it automatically will create 1-inch margins all around each time we start a new document (versus 1 inch on top and bottom and 1.25 inches on the left and right of the page). Then we made Word put extra spaces after each paragraph. Finally we set apart a long quote.  

First Item in a List
Second Item in a List
Second item’s sub-point #1
Second item’s sub-point #2
Second item’s sub-point #3
First Sub-point for Second item’s sub-point #3
Second Sub-point for Second item’s sub-point #3
Third Item in a List
Fourth Item in a List

Put your content in columns here. Put your content in columns here. Put your content in columns here. Put your content in columns here. Put your content in columns here. Put your content in columns here. Put your content in columns here. Put your content in columns here. Put your content in columns here. Put your content in columns here. Put your content in columns here. Put your content in columns here. Put your content in columns here. Put your content in columns here. Put your content in columns here. Put your content in columns here. Put your content in columns here. Put your content in columns here. Put your content in columns here. Put your content in columns here. Put your content in columns here. Put your content in columns here. Put your content in columns here. Put your content in columns here. Put your content in columns here. Put your content in columns here. Put your content in columns here. Put your content in columns here. Put your content in columns here. Put your content in columns here. Put your content in columns here. Put your content in columns here. Put your content in columns here. Put your content in columns here. Put your content in columns here. Put your content in columns here.


Make a Table with the five columns and three rows
Header words for the top Row: File, Edit, Insert, Format, Table
Then, here’s what goes under each of those headers
File: Page Setup
Edit: Replace
Insert: Text Box
           Symbols
Format: Paragraph Indentation
             Paragraph Spacing
             Bullets and Numbering
             Styles & Formatting
             Columns
             Borders & Shading
Table: Insert Tables
           Insert Rows
           Insert Columns
Erase the bottom Row.
Finally, insert a row in the Top, Merge it into one cell, and type “What I Learned Today So Far”



Insert a Text Box and give it a dotted, colored border and a colored background.

Insert the Paragraph symbol here: 

Do a Find and Replace where the word “columns” is changed to “words.”

