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Objective/Learning Target:
I can open, make a copy of, and edit an existing document.

  



Getting Started:

The Chocolate Fudge Brownies recipe is similar to the 
Peanut Butter Brownies recipe you created on May 5th. 
You decide it will save you time to make a copy of the 
Peanut Butter Brownies recipe and edit the text to create 
the Chocolate Fudge Brownies recipe. 

 

  



Practice:
1. Open an Existing Document. To open a previously created 

document, from your My Docs folder, double-click the Lesson 
Peanut Butter Brownies document.

 

  



Practice:
2. Make a Copy of a Document. To create another version of an 

existing document, do the following:
a. From the File menu, select Make a copy. 

 

  



Practice:
3. In the Copy document dialog box, type [Lesson 2.5] in the Enter a 

new document name field, then click OK.

 

  



Practice:
4. Replace the text [peanut butter] with the text [chocolate fudge]. 

5. Capitalize the first letters of [chocolate] and [fudge] in the title. 

6. Change the font of all the text to Arial and the font size of the 
text, except the title, to 12.

7. Delete [Word Count: 116].

8. Place your cursor at the end of the last direction, then hit the 
Enter key two times.

 

  



Practice:
9. Insert an image. To insert an image of a chocolate brownie at the 

end of the recipe, do the following:
a. From the Insert menu, select Image.

 

  



Practice:
10. Click Search, type [chocolate brownie] in the Google search field, 

and hit Enter.

 

  



Practice:
11. Double-click an image of your choice

12. Resize the image so that your document fits on one page.

13. Center align the image.

 

  



Self-Assessment:
Check this document to see how you did.

 

  



Additional Practice:

Ask a relative to a give you a recipe that you can copy.  
Create a document like this including a picture to go with 
it.

 

  


