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Unit A and B
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Instructions
· Gathering the document

· Go onto the internet and copy the text of a document from a website (Please copy as least 1 page of information with multiple paragraphs)

· Save the document as “Assignment 1 – Original” on your z drive

· Editing the document

· Copy the 2nd paragraph and paste it at the end of the document
· Move the 2nd paragraph after the 3rd
· Do a find/replace of one word to another word

· Spell Check the document – Use your judgment on changes

· Perform a Shrink to fit

· Write-up (at the bottom of the document)

· Please note what you spell checked and changed

· Please note what you did a find/replace on

· Please note whether shrink to fit worked and if it didn’t, why it didn’t work

· Save the modified document as “Assignment 1 – Modified” on your z drive

What to hand in
· Assignment 1 – Original

· Assignment 1 -- Modified
