Office Word 2003
Internet Tutorial Chapter 2

This Internet Tutorial asks you to conduct online research and create a memo using Word 2003. In this scenario, the company you work for is building a new employee reference library. You are asked to research current and past best-selling business and nonfiction books and compile a list of recommendations. The skills from Chapter 2 covered in this tutorial are creating and saving a new document, creating a bulleted list, selecting a font, applying typestyle formats, applying paragraph formats, setting margins, and running a spelling and grammar check.

