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 Now that you’re familiar with Word, I’d like you to create a press release announcing 
your internship at AdZ.  This document will be distributed internally at AdZ via e-mail, which 
makes it a great way to introduce yourself to your colleagues.  We’ll also mail a hard copy, on 
company letterhead, to your college (high school) newspaper.  This document should follow the 
same format as the Pacifica Press Release that you created earlier. 
 
Complete these steps: 

1. Start Word and create a new blank document. 
2. Make sure your screen is set up the way you want it, with 12-point Times New Roman as 

the default font and non-printing characters displayed. 
3. Take a few minutes to plan the press release.  In the blank document, explain the purpose 

of the press release, and then list the information you want to include.  Plan to include a 
few sentences explaining your professional goals and, if you think it’s appropriate, some 
personal information. 

4. Save this document in your working folder as “Press Release Plan” then print it and close 
it. 

5. Open a new, blank document, and then insert 7 blank lines to leave enough room for the 
company letterhead. 

6. Type a headline.  Use AutoComplete to insert the current date in the dateline. 
7. Next, type three paragraphs about yourself.  Incorporate contact information in the last 

paragraph, including your e-mail address. 
8. Click your e-mail address to make sure the hyperlink works.  Close the e-mail program 

when it opens. 
9. Save the document as “My Personal Press Release” to your working folder. 
10. Correct any errors in the document.  Be sure to scroll through the entire document, to 

check every line for errors. 
11. Open the Property sheet for the document and record a description of the press release.  

Make sure you are listed as the author of the document.  Close the Property sheet when 
you are finished. 

12. Save your most recent changes, preview the document, and print one copy.  Save the 
printed press release in your portfolio. 

13. Close the “My Personal Press Release” document. 
14. Use Word Help to research one topic discussed in this tutorial.  Find some useful 

information that was not explained in this tutorial, and print it.  Save this printed 
information in your portfolio. 

 
Your instructor will tell you when and whether you should e-mail the two files (the one 
named “My Personal Press Release” and the one name “Press Release Plan”) or hand in your 
printed portfolio.  If you would like to submit your assignment to be considered for posting at 
the AdZ Intern’s Corner, e-mail it to adz@course.com..  
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