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Document Set Up Instructions

1.
Open Microsoft Word

2.
Click on File Menu  ( select Page Setup ( Margins

3.
Change all margins to 1-inch ( click on OK
4.
Click on Format menu ( select Paragraph ( select Line Spacing drop-down menu ( select Double ( click OK

5.
On the first line of the document, type in your standard Header (see above)
6.
Open View Menu ( select Header and Footer ( press Tab two times ( type your last name in full caps ( space ( click on # in the small Header and Footer pop-up window (see below). When you are done, click Close.

7.
Click on File Menu ( select Save As ( select your memory stick or Student Folder, if you do not have a memory stick ( name your file: YOURLAST NAME Playful One  file ( click Save
8.
Go back and look over all the exercises you have done so far in The Playful Way of Knowing Yourself.


a.
Which of your entries surprises you the most?  

b.
Which of your entries feels the most charged with energy?  

c.
Which of your entries has the kernel of a very interesting idea?

9.
Choose the entry that interests or excites you the most, and type it verbatim into your document. 
10.
When you have finished this, print out 2 copies and bring one to Mary, along with your copy of Playful opened to that entry.
11.
Now, go back to your document. What is the most important in word, or short phrase in what you have written so far? Go the end of the Date line in your heading. Press Enter once. Press Ctrl-C, and type in the word, or phrase, using initial capitalization.
12.
Now, go through and spell out any pronouns (especially “this,” “that,” “it,” “they/them,” “those/these”), and make vague words (e.g., “some,” “deal with,” “sort of”) more specific. 

13.
Continue working on adding detailed information to your rough draft for the rest of the class period. (See pages 24-26 of your Writing Skills Handbook to get ideas.) Be sure to add details from all five senses, whenever possible!

14.
Save your document to your memory stick, or e-mail it to yourself, if you do not have a memory stick.

15.
Continue working on this Working Draft 1. For Wednesday, print out enough copies for yourself, your group members and me, and bring them to class.
