This assignment is about editing and manipulating documents.  What I would like you to accomplish is to follow the list of directions below, manipulating the original document.  

1. Change the font to Ariel, size 12, italic.

2. Double space between paragraphs.  

3. Make sure all paragraphs are properly indented.

4. In the listing of the multiple intelligences, please indent them evenly to line up with the indention of the paragraphs. Change the font size to 10.

5. Insert a header where you will place your name and a title for this article. (Use View > Header and Footer)

6. Your name in the header should be in times new roman, size 12, but the article’s title needs to be size 18, same font.

7. In the body of the paper, insert two columns. (Use Format > Columns…)

8. Find a clip art that would apply to the article.  Place it in the middle of the second column with text wrapping.  Don’t make it too large, it all needs to fit on one page.

9. Change the right and left margins to a half inch, top and bottom to .75. (Use File > Page Setup…)

10. Save and print the paper.

