Word #1: Formatting a short document
Open the file LaunchWeek.docx and do the following. Each item is FIVE points.
1. Save the file with the name LaunchWeek-FirstName-LastName.docx using your first and last name.
2. For the whole document, change the page orientation to Portrait.
3. For the whole document, change the margins to 1" on all four sides (Normal).
4. For the whole document, change the line spacing to 1.15 (not 1.5).
5. for the whole document, change the paragraph alignment to left.
6. Move the red text to the end of the document. Insert an extra paragraph mark if necessary.
7. Change the color of the red text to black. 
8. For the first line only, change the font name to Book Antiqua.
9. For the first line only, change the font size to 72 points.
10. For the first line only, change the font color to Dark Blue (not Blue or Light Blue) from the Standard Colors row.
11. For the first line only, change the alignment to Center.
12. For the first line only, change the font style to Italic.
13. For all of the event titles (the line above each date: Business for Breakfast, Biz Brew, etc.), set the Space Before to 18.
14. For all of the event titles, set the font size to 18.
15. For all of the event titles, set the Font Color to Dark Red from the Standard Colors row.
16. For all of the event titles, add a Top Border.
17. For all of the event titles, change the font style to Bold.
18. For all of the lines that have a date and a time, change the font size to 14.
19. For all of the lines that have a date and a time, change the font color to Orange from the Theme Colors.
20. Add the trademark symbol ™ immediately to the right of the words Biz Brew.
