Entering and Formatting Text
In this case project, you will enter, delete, and format text, as well as perform other actions such as saving, printing, and opening a document.

1. In a new document, type: Clip Art 

2. Enter a blank line and type the following: If you are not connected to the Web, Word displays clip art from your hard drive. If you are connected to the Web, Word displays clip art from your hard drive and also from Microsoft's Web site. 

3. Select “Clip Art” in the first line. Center the selected text and change the font size to 16 and the font to Arial. 

4. Delete the word “drive” (which is used twice in the text that you have typed) and replace it with the word “disk”. 

5. Save the document to your Word/Project 1 Folder

6. Close the file. 

