TAB STOPS & CHARACTER FORMATTING
1. Open your Itunes file. Add a page break. (ctrl + enter)
2. Set the spacing to 0pts & line spacing to 1
3. Type the days of the week. [image: ]
4. Beside each day type in the homework assignment. [image: ]
5. Beside each assignment hit tab and then type the due date. [image: ]
6. Highlight all of the text[image: ]
7. Use tab stops to organize all of the information. [image: ]

CHARACTER FORMATTING
1. Add a title to the top of your page. Select the title & change the font size, [image: ]
2. Center your title [image: ] Home tab>paragraph group>Center button (or Ctrl+E)
3. Change the font color Home tab>font group>font color[image: ]
4. Underline the title[image: ]
5. Format the rest of the text using the font group
[image: ]
6. Save this file 
CHARACTER EFFECTS
1. Open your Itunes file
[image: ]
2. You have decided that you no longer like the first song. Put a strikethrough this song.
Home tab>font group>quick dialog box launcher>Effects> strikethrough[image: ]
[image: ]

3. Turn all of the artists a different color. (hint: hold down ctrl & double click each artist to select them) [image: ]
4. Add a shadow to all of the genres
5. Emboss all of the songs[image: ]
6. Make all of the genres SMALL CAPS (HOME TAB>FONT>QUICK DIALOG BOX LAUNCHER>SMALL CAPS)
[image: ]
7. Use the highlight button to highlight your favorite song. (font group>highlight button)
[image: ]

8. ANSWER THE FOLLOWING REVIEW QUESTIONS. Place the questions and answers in your Intunes file.
a. What is the difference between emboss and shadow?
b. What group do you go to get character effects?
c. Bold this word & Italicize this word.
d. Add four different examples of character effects below
i. Example 1, example 2, example 3, example 4
e. Use the toggle case button on this sentence. (font group>change case button)
f. Change the font of this sentence.
g. Change the font size of this sentence.
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