Office Word 2003 

Tutorial 3 Internet Assignment

Company Meeting 

Large corporations often have employees working not only in many sites throughout the world, but often in various locations at the same site. Due to logistics, some companies choose to hold their annual meetings in off-site locations that provide both business and leisure settings. Your company has made the decision to hold its annual meeting in Acapulco, Mexico. You have been asked to conduct online research and compile a list and schedule of leisure activities for the families of attending employees. You will create a flyer outlining your recommendations.

1. Start Word, and begin with a blank document.

2. Save the document as Meeting[your_initials].doc.

3. Change the page orientation to landscape.

4. Add a page border to the page.

5. Type the following text:

Annual Meeting

The Fairmont Princess Resort 
Acapulco, Mexico * May 20-25, 2005

Schedule of Family Activities

6. Using the skills learned in Chapter 2, format the text in any desirable manner. 

7. Save your work on the flyer thus far, and start your Internet browser.

8. Search the Web for family-oriented leisure activities in Acapulco, Mexico.

(You need to recommend activities for three days.) 

9. Switch back to your document, and continue creating the flyer. Create a bulleted list of the activities you are recommending.

10. Begin each bullet with the day (i.e., Monday, Tuesday, etc.), and include the name of the destination and a brief description of the activity. 

11. Using Word’s Heading 2, Heading 3, and Normal styles, format the text.

12. You might need to adjust your margins. All of the text must fit on one page.

13. Change the font and/or style for the entire flyer to improve its overall appearance.

14. Run a spelling and grammar check.

15. Print the flyer.

16. Save your changes to the document, then save the flyer as a template to use again for next year’s meeting.

