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 Now that you’re familiar with editing and formatting text, I would like you to finish up 
some ad copy for Good Foods Groceries.  A freelance writer has already put together a draft of 
the ad, in a file named Grocery.  It’s your job to correct any errors, and format it appropriately.  
As you work, remember to use the Undo and Redo buttons as necessary, to reverse or redo 
changes.  Also, remember to save your work frequently. 
 
Follow these steps: 

1. Start Word 
2. Open the Grocery.doc file from the Portfolio Project folder in the Word Tutorial 2 folder. 
3. Rename the file Grocery Ad Copy and save it in your Portfolio folder in your working 

folder. 
4. Make sure you screen is set up the way you want it, with nonprinting characters 

displayed. 
5. Evaluate the ad copy as a good editor would.  Ask these questions: 

Does the text make sense? 
Does it contain any unnecessary words? 
Is the tone appropriate for the intended audience? 
Does the text contain any typos, grammatical errors or punctuation problems? 
Is the text formatted in a way that makes it easy to see, at a glance, the various 
  parts of the document?  For example, can you easily distinguish between 
 the headings and the main text? 

6. Correct any spelling and grammar errors in the document.  Remove any wavy red lines 
marking words that are spelled correctly.  (Note that “Piedmontese” is spelled correctly.  
Don’t assume that Word will mark every error in the document.) 

7. Use the Find command on the Edit menu to find the word “container.”  Then, delete the 
word container and type “bottle” in its place. 

8. Use Find and Replace to replace the phrase “a pound” with “per pound” throughout the 
document. 

9. Select the last two paragraphs in the document (the heading “Butcher Block Specials” 
and the paragraph following it).  Drag the selected text up, so that it appears before the 
“Black Angus” information. 

10. Select the sentence “Next week, look for Australian Range fed natural beef” and copy it 
to a new, blank document.  Save this document as “Grocery Ad Copy, Next Week” in 
your working folder, and then close it. 

11. Change the document’s left margin to 2 inches. 
12. Double-space the first three lines of the document (containing the store name, address, 

and phone number). 
13. Center the top three lines. 
14. Select the text containing the hours and days that the store is open, and align it along the 

right margin. 



15. Format the lists of grocery items (under the headings “Fresh from the Farm,” “Black 
Angus,” “Australian Natural” and “Piedmontese”) as bulleted lists.  If necessary, use the 
Bullets and Numbering command on the Format dialog box to select a different bullet 
style. 

16. Indent each of the bulleted lists. 
17. Format the first three lines of the document using fonts and font sizes of your choice.  

Then format the headings “Fresh from the Farm,” “Butcher Block Specials,” “Black 
Angus,” “Australian Natural” and “Piedmontese” identically, using the formatting 
options of your choice.  Use the Format Painter as necessary to copy formatting from one 
section to another. 

18. Add boldface appropriately throughout the document.  Italicize the paragraph below the 
“Butcher Block Specials” paragraph. 

19. Save your work and close the document. 
 


