Finished Document

Crystal
Meth Facts 
(Center Align, Change Font to Script MT Bold, Size: 26 pts., Style: Bold, Underline, Color: Red)
Crystal meth is a colorless, odorless form of a powerful and highly addictive man-made stimulant.
(Right Align, Change font to Comic SansMS, Size: 14 pts., Style: Italic, Color: Green) 
Crystal meth typically is smoked using glass pipes similar to pipes used to smoke crack cocaine or it may also be injected.
(Left Align, Change font to Verdana, Size: 12 pts.,Style: Regular, Color: Blue)
Crystal meth is used by individuals of all ages and is gaining in popularity as a club drug.
(Center Align, Change font to Arial, Size: 16, Style: Bold and Italic, underline Style: dotted line, Color: Orange)
Crystal methamphetamine use is associated with numerous serious physical problems
(Right Align, Change font to Lucinda Console, Size: 14 pts, Style: Italic, Underline Style: “Words Only”,Color: Purple) 
The most common names for crystal methamphetamine are ice and glass.
(Left Align, Font: Century Gothic, Style: Bold, Size: 16 pts, Underline Style: Double Line, Color: Red)

Crystal methamphetamine is a Schedule II substance under the Controlled Substances Act.
(Use your imagination on this one and change it however you like)

Directions: 
1) Open Microsoft Word (either by clicking the icon on the desktop screen, or click the START BUTTON, then PROGRAMS, then MICROSOFT OFFICE, then MICROSOFT WORD).

2) Type the above title and sentences, hitting ENTER twice on the keyboard after each sentence to move down the page and skip a line between sentences.

3) Highlight the Title (Crystal Meth Facts) (to highlight, click in front of the first word or behind the last word and HOLD DOWN THE BUTTON while you move the mouse (scroll) across the words. If needed, also move up or down to highlight adjoining sentences. LEAVE MOUSE BUTTON DEPRESSED TILL ALL IS HIGHLIGHTED. Let go of the button. The words should now be highlighted, or a dark outline around them.)

4) Looking at the Shortcut Bar on the top, look for the icons that look like lines of text lined up on the right, left and center. To see which is correct, hold the mouse over the picture, without clicking, and a box pops up telling you what this is. Find the “Center Align” icon. Click it.
   
5) Leaving it highlighted, go to the top toolbar and click FORMAT, then FONT, then scroll down the list titled “font” and find the name “Script Mt Bold” (it is in alphabetical order) and click on it. Then move to the “Style” box, and click on “Regular”, and continue on changing the options for “Size”, “Color”, “Underline”, Etc as directed the the directions under each sentence in the “Finished Document”. Click OK on the bottom of the dialog box.
 
6) Highlight each sentence in turn and format it as specified by the direction in parenthesis under each sentence the same way you did the title.
