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Computérechnology
Word Processing Assignment 3

Microsoft Office 2007

Basic Word Processing Functions

Directions: Follow the instructions exactly in order to complete this assignment correctly.

1. Go to theComputer Technology folder. Click on Student Common, Computer
Technology, Word Proceisg). Open the fildMlonopoly
2. Go to the Page Layout ribbon, and choose Orientation from the page setup section.
Choose Portrait.
a. Click on Margins anhkpul lowronsesu. A Nor mal 0 fr on
3. Add a Header. Create a header with your name on the left and date on the right.
a. Go to the Insert Ribbon and choose Header from the Header & Footer
section. Choose Blank Three Col um_—ﬂs from
t ext O ydurynpnee, in time center your period, and on the right, the date.:.
(to type the date, just click on the date & time button and choose the format™
you prefer.)
b. Make sure you click on the Close Header and Footer button to exit this B

mOd.e' L Close Header
4, Add a Title. Place tle cursor at the beginning of the document and press entefd Footer
once. Go back to the first | ine of ctshe pag

Press returonce
a. Highlight the title by placing the cursor at the beginning of the word and holding
down the left mouse ion as you drag the mouse across the word.

b. Center the title by pressing tt= button. Be sure you have highlighted the word
first, or your entire document will be centered!
5. Change the font and font sizeThe font is different throughout the document. Mike
all in Times New Roman. Change the font of the title and the size.
a. Highlight the entire paragraph. (Not the title).
b. Change the font size to 12. Change the font to Times New Roman. Press ok.
c. Highlight the title. Change the font to Hobo. Change thetsids.
6. Change the line spacing.Doublespace the document.
a. Highlight the entire document.
b. Press CTRL+2.
c. OR, click on the paragraph border dialog box button and choose Doublerfdan u
the Aspacingo section of the window.
7. Use the #hf Fimdthe fseattemee AOver 200 }mimdlvl Il oné
a. Inthe Home ribbon, click on Find in the far right cornkr.the box, enter

a
wac Replace

AOver 200 milliono ]
b. The cursor will skip to this part of the document. Press cancel. | St
8. Create Bullets. 4 /| Editing
a. With the cursor at the beginningofttee nt ence fiover 200 millio



10.

11.

b. Click on the bullets buttol buttononthe Home ribbon

c. Pl ace your cursor at the beginning of the
Press enter. Watch the bullet enter automatically.

d. Create bullets the bamiing of the following sentences:

i. PA set made by peopl eé

i. AiThe | ongest game in h t

ii. A The | ongest game in t

e. Place the cursor at the b
PressENTERand then BACKSPACIHhree times

Add a border.

a. On the Page Layout ribbon, click on the page border button. j E j

b. Go toFormat, Borders and Shadin@Glick on the PAGE BORDER

Watermark Page Page
tab. - Color = |Borders

c. Choose a line border from the list. You may change the color and  pzqe Backaround
size if you want. Press ok.
Download a graphic and irsert as watermark.
a. Using Google Images, find an appropriate graphic that is related to Monopoly to use
as a watermark.
b. Place your mouse over the graphic and right click. A menu will pop up. Clickven sa
picture as Save this picturdy Pictures.
c. Now choose Watermark from the page background section. At the bottom, choose
Custom Watermark.
d Click on Picture Watermark, then Select F
My Pictures folder and press Insert.
e. Now press APPLY, not ok. If the watermasktoo dark or too light, experiment with
the options available, such as changing it to washout, or changing the scale. Make
sure that the picture is light enough that you can easily read the words. You will miss
points if your watermark is really dark.
f. Click ok again. The watermark should appear
on your page.
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Print. Go to the Office Butto —  and
choose Print from the list. Print to the color

printer and turn into the basket.

Save Pickure As. ..
E-mail Pickture. .,



Computer Technology
Word Processing Assignment 4

Microsoft Office 2007

Learning the Tab Key

To set your tabs, go the Home ribbon, click on the paragraph Faragraph >
launcher, and choose Tabs from the bottom of the menu.

Presview

Assignmeti t
Set a |l eft tab at 30 d
Tab, then key: Left Tab =t
DS -
Set a center tab at 30 _1][ Tabs.. | | Defauk...
Tab, then keyCenter Tab :
DS

Set a right tab at 30
Tab, then key: Right Tab

DS

Set a decimal tab at 30
Tab, then key: Decimal.Tab
DS

Set a left tab with a dot | eader at 30
Tab, then key: Left Tab, Dot Leader
DS

Set a center tab with a dot | eader at 30
Tab, therkey: Center Tab, Dot Leader
DS

Set a right tab with a dot | eader at 30
Tab, then key: Right Tab, Dot Leader
DS

Set a decimal tab with dot | eader at 30

Tab, then key: Decimal. Tab, Dot Leader



Assignmeii
Press enter twice before beginnigsignment 3B.

BE SURE TO CLEAR ALL TABS FROM THE PREVIOUS ASSIGNMENT BEFORE
BEGINNING THIS ONE.

Set a left tab at 1.5 inches
Set a right tab with dot leaders at 4.5 inches

Use the B icon on the toolbar to bold the heading. Use =sicon to center théitle.

Al LOVE YOUo I N VARI OUS LANGUAGES

Language........ccccvvvvvvvennnnnnnees Translation
Danish........ccccevvviiiiiiiiiiiinne. Jeg elsker dig
Filipino.......ooovviie e Mahal ka ta
French......coooooocciieeeeeee.) €t 60@ai me

[ (o] o] Nudé umi unangwaot a
Spanish.........ccccccvvvviviiiiiicecieeeee € @MO
Yiddish......coveeeieiiiiiiecceeeen Ich libe dich

Assignmei@@
Press enter twice before beginning Assignment 3C.
Clear all existing tabs. Set the following tabs:
Left tab at 1 inch
Right tab with dot leaders at 3 inches
Center tab at 4.5 inches

Decimal tab at 6 inches

Key the following information:

Last....ooiiiiiieeiii Eirst Locations Amount

DUCK......cccveeeeeiiieene Daffy Looney Toons $13.25
Flintstone..................... Fred Bedrock $118.50
Bird ....cooveeiiieeeee e Big Sesame Street $50.00
MOUSE........ccuvveee.... Mickey Disneyland $2000.75
Bear......cccccooiieeiiinnnnn Yogi Jellystone Park $7.00



Computer Technology
Word Processing Assignment 5

Letters Blocland Modified Block

In order to return without a double space, press Ctrl+Enter.

Assignmésgat
Please key the following letter block format with openpunctuation.

June 3, 2006 | Dwight Easwick, Office Manager | 4 Privet Drive | Surrey, MS 7848851| Dear
Mr. Eastvick | DESKTOP PUBLISHING SEMINAR |

Attached is the brochure describing the desktop publishing seminar that | spoke about with you last
week. The charge for attending the seminar is $195.

Since no one in the office currently reagerience with desktop publishing, | believe the benefits of
my attending such a seminar far outweigh the costs involved. Attending this seminar will allow me
to use more productively the desktop publishing package that was purchased last spring. | will b
happy to share with others what | learn from the seminar.

Registration forms need to be submitted by June 20 to avoid a late registration fee.

Sincerely | Sue A. Buckner | Document Processing Center | xx | Attachment

Assignmésint
Please key the following letter modified block format withmixed punctuation.

March 23, 2006 | Mr. and Mrs. Felipe Devereaux | 310 Hampshire Ln. | Stamford, CTA3230b
Dear Mr. and Mrs. Devereaux | CRUISE INFORMATION

A folder with the specific iformation on Caribbean cruise options is being mailed to you today. As
| mentioned to you during our phone conversation, the Caribbean cruise is one of our most popular
vacation packages during this time of the year.

Information on oneveek cruises to Heaii and the Virgin Islands two other popular winter
vacationspodi s i ncluded in the mailing. I f you book
will experience any difficulties in making reservation on any of the three cruises.

After you have ha an opportunity to review these materials, call us; we will be happy to handle all
details of the cruise. If you have additional questions about any of the options, let us know.

Sincerely yours | Ms. Madeline St. Claire | Travel Agent | xx



Do not tab
in with
each new
paragraph.
DS
between
each para-
graph.

If the typist is NOT the DO NOT USE CENTER
writer, then they must BUTTON. Trevor Grayden
inital the document.

MODIFIED BLOCK, MIXED PUNCTUATION

press return to
2” down

March 16, 2006

QS

Mr. John Hudson
Hudson’s Floor Wax

45 Slippery Way
Jeppson, MS 60611-2201

DS . 2 ”»
M. John Eludson: For mixed punctuatlon., puta “:
DS after the salutation.

My eyes are fully open to my awful situation, so I’'m writing you a letter to demand an expla-
nation. When the floor wax that we bought from you arrived here Monday morning, we
discovered upon usage that the fumes should have a warning.

DS
Since the only possibility is that your wax is rancid, 1 request a full refund of all the money
we advanced. And unless you can convince me you’ve improved the floor wax batter, then
we’ll take our business elsewhere, so | hope you solve this matter.

DS

Enclosed you’ll find a small container of the stuff I talk about. Just carefully remove the lid
and take a whiff if you’ve a doubt. I’'m sure you wouldn’t want me to alert the daily papers
with the news of how our office was affected by your vapors.

DS
Which is why I choose to write to you a confidential letter, full of strong recommendation
that you make your floor wax better. I just hope it won’t require us to have our floor re-

laid—and if it does you may expecta bill. g5 mived put a comma after
DS complimentary close.

In MODIFIED BLOCK, use ~ Sincerely,
the TAB key to center the QS complimentary close, leaving
complimentary close and T space for the writer to sign
signature to center of page. revor grﬂrif 4&14 their name. Then spell out the
name so the reader knows
who it is from. If the writer
has a title, place that beneath
their name.

Quadruple space after the

mn
Enslosures and initials stay on left margin

Enclosure






