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This exercise requires you to practice your Windows and Word processing techniques in order to become more proficient and confident and versatile with Word and the Windows  software GUI interface.
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Bold.  Italics.  Underlined.  Bold italics underlined. Every 3rd word will have the same format.  The first and fourth and seventh and tenth words will all be Bold.

This paragraph will have the same idea as the last paragraph, except that the 1st sentence will be bold.  The 2nd sentence will be italicized.  The 3rd sentence will be underlined.  This sentence is bold again.  This sentence is italics again.  This one is underlined.  Boldify this sentence please.  Italicize this sentence please.  Underline this entire sentence please.  One last bold sentence.  One last italics sentence.  Finally, the last sentence is underlined.  

The previous paragraph should have a hanging indent, where the 1st line starts at the 0 inch mark on the ruler and the left margin for the rest of the lines is at the ½ inch mark on the ruler.  The 1st line hangs out from the paragraph.  The right margin for the paragraph should be at 5 ½ inches instead of 6 inches.

The following six paragraphs are very short paragraphs.[image: image2.wmf]Click when finished!

  You are to perform three tasks on the set of six paragraphs.  First, you are to convert the six paragraphs into a bulleted list (an unordered list).  Secondly, you are to place 12 points of Spacing before each paragraph (12 pts) by using the Format menu, Paragraph command.  Finally, you are to take each paragraph and make the paragraphs font color red, green, blue, red, green and blue.  In other words, the 1st and 4th bulleted paragraph will be red, the 2nd and 5th will be green and the 3rd and 6th will be blue.

Paragraph one will be red.  This paragraph will be indented one half inch (the bullet will be at the ½ inch mark.  The paragraph does not need to be indented from the right margin.

Paragraph two will be green.  Green is a nice color.  Kermit the Frog is sort of green.  Iowa is quite green right now, but we do not need any more rain, the vegetation needs sunny days for a while now.

Paragraph three will be blue.  Blues guitar is fun to play, fun to hear, even fun to dance to for certain tunes.

Paragraph four is red again.  Red Skeleton was a comedian.

Paragraph five is green again.

Paragraph six is blue, very nice and blue again.  This is the very last paragraph that will be bulleted and indented ½ inch from the left margin.  It is the very last paragraph which will have 12 pts of space Before it and separating it from the previous paragraph.

The following four purple paragraphs should be a numbered list.  Each paragraph should have 4 pts of space Before and 4 pts of space After it (do this by using the Format menu, Paragraph command.  The font should be change to Arial for the first paragraph, to Courier New for the 2nd paragraph and to Century Schoolbook for the 3rd paragraph and to Helvetica for the 4th paragraph.

Arial is a nice font.  Is it a serif font or is it a sans-serif font?  Increase the font size of the word Arial to size 22 so you can see better whether the characters have serifs or not.

Courier New is a non-proportional font.  The hyphen in non-proportional should be changed to an n dash for all three places where non-proportional occurs.  The n dash is longer than the hyphen and the m dash is longer yet.  Courier New takes the same amount of space for each letter and character.  The period takes up as much horizontal space as the upper case letter M does!

Century Schoolbook is a very popular font.  Change the font for this 3rd paragraph to Century Schoolbook.

Helvetica is a sans serif font.  Which is sans serif better for, title pages and headings or the detailed paragraphs of your document?

Place a Border after this paragraph by using the Format menu Borders and Shading command.  The Border should be 3 pts thickness.

Convert the following three lines of data into a table by using the Table menu Convert Text to Table command.  Select the three lines of data and nothing else.  Then do the command.

Frodo Baggins
Middle Earth

Cinderella
Fairy Tale land

John V. Atanasoff
Computer History

Position the following column of numbers with a decimal tab, so they are positioned at the 3 inch mark on the ruler (for their decimal points).  Position the names so they are right justified with a right tab, located at the 5 ½ inch mark on the ruler.

123  Frodo Baggins

3.14159  Cinderella

45.75  Ada Augusta

5.8  Kit Delucca, Vivian’s friend

Scroll back to the top of the document, or better yet, hold down the Ctrl key and press the Home key to move to the very beginning of this document.  Then single click on the Click When Finished button and write down your time that it took to do the Task1.doc file (in seconds).
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