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	ESOL ILT E1 Elementary. Writing practice: Instructions
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Instructions

A. Save the Worksheet on to your floppy disk.

1. Click on File > Click on Save as > [image: image3.png]i, 3% Floppy (&)



 > Save
[image: image1.png]City College

'Manchester”




2. Minimise your browser   
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3. Open Word  - double click on 

4. Click on File > Open >  [image: image4.png]i, 3% Floppy (&)



 > open the worksheet
B. Read the text and make these changes

5. Correct the punctuation (capital letters, full stops and apostrophes)
6. Change all the verbs to the past tense

7. Make three paragraphs 

There should be eleven sentences  

Paragraph one: three sentences

Paragraph two: three sentences

Paragraph three: five sentences

8. Change the title to be size 20; font Arial

9. Change the body of the text to be size 16

10. Insert an image (picture) at the bottom of the text

C: Show your teacher before you print!
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