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Computer Technology 

Word Processing Assignment 2 
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Add Period 
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Computer Technology 

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 the Computer Technology folder. Click on Student Common, Computer 

Technology, Word Processing. Open the file Monopoly. 

2. Go to the Page Layout ribbon, and choose Orientation from the page setup section. 

Choose Portrait. 

a. Click on Margins and choose ñNormalò from the pull down menu. 

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 Columns from the list. Where it says ñtype 

textò type in your name, in the 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 

mode. 

4. Add a Title. Place the cursor at the beginning of the document and press enter 

once. Go back to the first line of the page. Type ñThe Game of Monopoly.ò 

Press return once. 

a. Highlight the title by placing the cursor at the beginning of the word and holding 

down the left mouse button as you drag the mouse across the word. 

b. Center the title by pressing the  button. Be sure you have highlighted the word 

first, or your entire document will be centered! 

5. Change the font and font size. The font is different throughout the document. Make it 

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 the size to 18. 

6. Change the line spacing.  Double-space the document. 

a. Highlight the entire document.  

b. Press CTRL+2. 

c. OR, click on the paragraph border dialog box button and choose Double from under 

the ñspacingò section of the window. 

7. Use the ñfindò feature. Find the sentence ñOver 200 millionéò 

a. In the Home ribbon, click on Find in the far right corner.  In the box, enter 

ñOver 200 millionò  

b. The cursor will skip to this part of the document. Press cancel. 

8. Create Bullets.  
a. With the cursor at the beginning of the sentence ñover 200 million,ò press ENTER. 
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b. Click on the bullets button button on the Home ribbon.  

c. Place your cursor at the beginning of the next sentence, ñMore than five billionéò 
Press enter. Watch the bullet enter automatically. 

d. Create bullets the beginning of the following sentences: 

i. ñA set made by peopleéò 

ii.  ñThe longest game in historyéò 

iii.  ñThe longest game in the bathtubéò 

e. Place the cursor at the beginning of the sentence that reads ñThe Monopoly gameéò 
Press ENTER and then BACKSPACE three times. 

9. Add a border.  

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

b. Go to Format, Borders and Shading. Click on the  PAGE BORDER 

tab.  

c. Choose a line border from the list. You may change the color and 

size if you want. Press ok. 

10. Download a graphic and insert 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. Click on save 

picture as. Save this picture My Pictures. 

c. Now choose Watermark from the page background section. At the bottom, choose 

Custom Watermark. 

d. Click on Picture Watermark, then Select Picture. Find the picture you saved in youôre 
My Pictures folder and press Insert. 

e. Now press APPLY, not ok. If the watermark is too 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.  

11. Print.  Go to the Office Button  and 

choose Print from the list. Print to the color 

printer and turn into the basket. 
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Computer Technology 

Word Processing Assignment 4 
Microsoft Office 2007 

 

Learning the Tab Key 
 

To set your tabs, go to the Home ribbon, click on the paragraph 

launcher, and choose Tabs from the bottom of the menu. 

 

 
 
Assignment 4A 
 

Set a left tab at 3ò 

 Tab, then key: Left Tab 

 DS 

Set a center tab at 3ò 

 Tab, then key: Center Tab 

 DS 

Set a right tab at 3ò 

 Tab, then key: Right Tab 

 DS 

Set a decimal tab at 3ò 

 Tab, then key: Decimal.Tab 

 DS 

Set a left tab with a dot leader at 3ò 

 Tab, then key: Left Tab, Dot Leader 

 DS 

Set a center tab with a dot leader at 3ò 

 Tab, then key: Center Tab, Dot Leader 

 DS 

Set a right tab with a dot leader at 3ò 

 Tab, then key: Right Tab, Dot Leader 

 DS 

Set a decimal tab with dot leader at 3ò 

 Tab, then key: Decimal. Tab, Dot Leader 
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Assignment 4B 
 

Press enter twice before beginning Assignment 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  icon on the toolbar to bold the heading. Use the  icon to center the title. 

 

ñI LOVE YOUò IN VARIOUS LANGUAGES 

 

 Language ...................................Translation 

  

 Danish ......................................Jeg elsker dig 

 Filipino ........................................ Mahal ka ta 

 French ............................................. je tôaime 

 Hopi.............................. Nuô umi unangwaôta 

 Spanish .............................................. Te amo 

 Yiddish .......................................Ich libe dich 

 
 
Assignment 4C 
 

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 ............................... First  Locations Amount 

  

 Duck ............................. Daffy Looney Toons $13.25 

 Flintstone........................ Fred Bedrock $118.50 

 Bird .................................. Big Sesame Street $50.00 

. Mouse ........................ Mickey Disneyland $2000.75 

 Bear ................................Yogi Jellystone Park $7.00 
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Computer Technology 

Word Processing Assignment 5 
 

Letters ́ Block and Modified Block 
 

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

 
Assignment 5a 
 

Please key the following letter in block format with open punctuation. 

 

June 3, 2006 | Dwight Eastwick, Office Manager | 4 Privet Drive | Surrey, MS 78452-89651| Dear 

Mr. Eastwick | DESKTOP PUBLISHING SEMINAR | 

 

Attached is the brochure describing the desktop publishing seminar that I spoke about with you last 

week. The charge for attending the seminar is $195. 

 

Since no one in the office currently has experience with desktop publishing, I 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. I will be 

happy to share with others what I 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 

 

Assignment 5b 
 

Please key the following letter in modified block format with mixed punctuation. 

 

March 23, 2006 | Mr. and Mrs. Felipe Devereaux | 310 Hampshire Ln. | Stamford, CT 06905-7329 | 

Dear Mr. and Mrs. Devereaux | CRUISE INFORMATION 

 

A folder with the specific information on Caribbean cruise options is being mailed to you today.  As 

I 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 one-week cruises to Hawaii and the Virgin Islandsðtwo other popular winter 

vacation spotsðis included in the mailing. If you book within the next week or so, I donôt think you 

will experience any difficulties in making reservation on any of the three cruises. 

 

After you have had 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 
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