Project #: W-& Word Specialist

Level

Basic Intermediate Advanced

Healthy and Delicious

Project Title
List of Menu Items with Prices

New Skills:
[/l Setting tabs with dot leaders

/] Removing grid lines within
a table

e Office .

Specialistt

The Microsoft Office Experts

The Office Specialist.com

qaun'|-oc|-aonna1

——rt L

e |

“ueap ‘Aiie'a'nbs“'




T Office, ,.
Specialist:

The Microsoft Office Experts

Word Specialist
Project #: W-6

WORK ORDER

Customer Name: Lettuce-Do-Lunch

Assigned to: You, the MS Word Specialist

Project Title: List of Menu Items with Prices

Date: (current date, 20xx)

Note: Prior to beginning this project, review the Company Overview provided on page 16.

Project Description

ged menu board created. To accomplish this task, you

; Ybur Job

As the Microsoft Word Specialist, you will create and design a list of menu items and their prices

that will be passed along to a vendor who builds large, hand-printed menu boards. The client will
give you a list that needs to be prepared in an organized manner.

~ Tipsand Svtré"t»egiésk

their orders.

1. The menu items need to be presented as a list to make it easy for customers to place

2. An example of what your finished document should look like has been provided. Refer to this
document for visual guidance as you complete the instructions. When you see an icon in the
instructions, look for the matching icon in the finished document.

3. Read through all of the instructions before proceeding with the project.
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Instructions to the MS Word Spei:ialist

1.
2.

10.

Tip:

11.

12.

13.
14.

15,
16.

17.
18.

Using Microsoft Word, open a new document.

Save the document as Project W-6 List of Menu Items in your “Word Projects” folder within
the “Lettuce-Do-Lunch Projects” folder.

. Set the page size to 8.5 inches wide x 11 inches high and set the left and right margins at

1 inch. Set the top and bottom margins at 0.5 inch.

Unless otherwise noted, the font should be set to Arial 12 point.

. At the top of your document, insert a table with two columns and 46 rows. Set the width of

the first column to 5 inches and set the width of the second column to 1.5 inches.

In row 1, merge the cells and set a left tab at 2 inches. Hit the CTRL + Tab keys and then key the
title as shown in Document W-6, using point size 16, bold and all caps. See icon

. At the top left-hand corner of row 1, insert the Lettuce-Do-Lunch logo from the “Logos” folder.

Resize the logo so it is in proportion with the text in that row. See icon G

In row 2, key the text using point size 14, bold, all caps, and center-aligned. See icon @

. In row 3, merge the cells and key the text using point size 14 bold. See icon Q

Select rows 4 through 13 and set a left indent at 0.2 inch and a right tab with dot leaders at
4.9 inches. Key the text as shown in Document W-6.

Use the CTRL + Tab key to tab within a cell.
In row 14, merge the cells and key the text using 14 point bold. See icon @

Select rows 15 through 22 and set a left indent at 0.2 inch and verify the dot leaders are still
set. Key the text as shown in Document W-6.

In row 23, merge the cells and key the text using 14 point bold as shown in Document W-6.

Select rows 24 through 32 and set a left indent at 0.2 inch and verify the dot leaders are still
set. Key the text as shown in Document W-6.

In row 33, merge the cells and key the text using 14 point bold as shown in Document W-6.

Select rows 34 through 37 and set a left indent at 0.2 inch and verify the dot leaders are still
set. Key the text as shown in Document W-6.

In rows 38 and 39, merge the cells in each row and key the text as shown in Document W-6.

Select rows 40 through 42 and set a left indent at 0.2 inch and verify the dot leaders are still
set. Key the text as shown in Document W-6.
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Instructions to the MS Word Specialist (Continued)

19. In rows 43-46, merge the cells and key the text as shown in Document W-6.
Note: Row 43 is left blank.

20. Hide the grid lines within the table by changing the Borders setting to None.
21. Carefully proofread your work for accuracy and format.

22. Resave the file.

23. Print a copy of the document if required by your instructor.
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LETTUCE-DO-LUNCH @}
MENU PRICE (@
Q Cold Sandwiches
Ham & CheeSE. ... .o $5.40
Turley, Ham & CREES@ . wusss s s susnn s comns s nton s smann sominn « e s sams $5.70
TUNA & ChEESE... . $5.40
Vegetarian with Cheese..................oooooo $5.40
Ham, Salami & Pepperoni..............cocooiiiiii $6.10
Chicken Salad. ... ... $5.10
Bl T PO $6.10
Turkey, Roast Beef & Cheese.............cocoiiiiiiiiiiiiiiii, $7.40 P
Corned Beef & CheESe.......ovie e $6.50 :
Turkey, Roast Beef, Ham & Cheese...................cooooiiiiiil. $7.70 :
Hot Sandwiches F
Pastrami & CheESE......ovieee e, $5.70 ?
ClasSiC REUDEN. ...t $6.40
Italian Meatball..... ... $5.70
French Dip with AU JUS.... ..o, $6.70
Chicken Parmesan. ... ..o $6.40
Grilled ChICKEN. ... e, $5.70
TUNA MEI. . $5.70
Turkey, Bacon & Cheese............ooiuiiiiiiiiiiiiiiiiiiiiieee $6.15
Finger Foods
Mozzarella SHCKS. ...t e $4.90
GarliC Bread. ... oo, $2.50
ChICKEN TENAETS. .. v e e $4.50
FrenCh FriEs . .o e e $1.50
ONION RINGS. ..ttt e e $3.00
T e oo e o AR SRS § DTS SIS I SN BSOS RGN e $2.00
IVIUTTITES ..o« o wsomsss o acvcmi o simwins  ssomsets o aminos ivcncase s smims wieie 3 S8 & 5i¥iie 8 508 $2.25
CO0KIES . .ttt e e e $2.25
CarmOt CaKe. .o ettt e e e $1.50
Salads
CREf Salad. .. ..o $7.45
ASTAN CICKEN .o « ccee e sereni o ercaios o s & T558 5 555155 5 45563 & 50860 5 s 8 varam's s $6.45
ChICKEN Salad. .. ..ot e $7.75
Garden Salad. ......ccooeii $5.45
Dressing — Ranch, Bleu Cheese, Asian, Italian, Honey Mustard, Ranch
Beverages
SOTt DK . . ettt e e e e e e e e e $1.75
270111518 /4 105) (=) U e R $2.00
SPOMS DFNKS ... ettt $2.50
Fixing’s: Lettuce, Tomato, Onion, Oil & Vinegar, Salt & Pepper, Oregano
Breads: White, Wheat, Rye, Sourdough, Pita, Squaw, Nine-Grain
Cheese: Provolone, Cheddar, Swiss, Pepper Jack, Colby-Monterey Jack
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