
My name is: 

Lesson Three

Enter Key and Spacing

Watch your teacher’s demonstration about the enter key. Then practice with this lesson.

Practice One: Separate the ten jobs on the line below. Move the cursor after the last letter in each job. Click. Press the enter key. Move the cursor again to the end of the next job. Click and press enter. Repeat. When you finish you will see one job on one line.

Jobs

farmerteachermanagertypistcarpentermechanicplumbernursedentistcashier

Practice Two: Write about your work experience and your work skills. Move the cursor in front of each job. Type about yourself. Choose and type one:


I worked as a 


I never worked as a 


I would like to be a


I would not like to be a

When you finish, you will have one sentence about each job. Each sentence will be on one line.

Practice Two: Read the paragraph. Ask your partner or use a dictionary to be sure you understand the vocabulary. 


In our lives, we usually have more than one job. Sometimes we really love our jobs, and we enjoy going to work very much. Sometimes we don’t have a great job, but we get a good paycheck. Sometimes we have a terrible job and a small paycheck. Some people say it’s best to have a job you love, but any paycheck is better than no paycheck. Of course it would be great to have a great job and a great paycheck, too!

You are going to change the spacing in the paragraph:

Use the mouse and select all of the paragraph.

Open the Format menu. Choose Paragraph and then a dialog box will open.

Find Spacing. Click on the arrow under Line Spacing. Change Single to Double. Click on the Okay button. That’s all you need to do! No enter key for spacing!

Extra Practice: Write a short paragraph about the best job for you. What is important? What is interesting?  What is not interesting? What work will you enjoy for a long time? Why? After you finish writing your paragraph, change the spacing to double spacing again. Follow the same steps.

The Best Job for Me

Save and print your work.
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