[bookmark: _GoBack]Worksheet 1 – Newspaper assistant
	Task 1: Imagine you work for a local newspaper as a research assistant. Can you explain what the following symbols mean and when should they be used?

	©
	

	™
	

	®
	

	£
	

	Ω
	

	≥
	

	≤
	

	π
	



	Task 2: Ian is new to the company and hasn’t ever heard of non-printing formatting marks. Can you explain what it is, how to turn it on/off and what the extra symbols mean when you turn it on:

	



	Task 3: Write a short story (several paragraphs) about a local event and then use the replace tool to swap one word with another.

	




	Remember: 
· Try to remember and use your quick skills remember to save your document with a sensible name and if you edit it multiple times, remember to save it with a different version number.





