WORD PROCESSING 
LEARNING GOALS
· to begin a new document
· to save a document 
· to open a saved document
· to highlight
· to format font – size, style, color
· to align (center)
· to zoom in/out
· to add, move, resize a picture
· to format a picture
· to add borders to page and pictures
· to fill a picture
· to insert a table
· to order & group pictures
· to access p and h drive
