1) Create a folder on the desktop with your name as the name of the folder (first, last)

2) Create a word document, Ariel, 12 point font, with the title of “518 pre-test.”  Make a 18 point bold header across the top of the first page of the word document with your name (John Smith).

3) Type a quick bio (2-3 sentences) in Ariel 12 point font below the header.

4) Save the word doc with the title (JohnSmith–pretest.doc) replacing JohnSmith with your name, in the folder you created.

5) Time Permitting: Insert a photo (from the internet) in the word document.

