Dammam Community College

CA201 Wordprocessing Applications

Lab Task 1
1. Create the following folders on C drive, “Word,Test1” and “Word,Ans”

2. Open smart cards.doc from C drive folder of “Word,Test1” in MS Word

3. Save the file as smart card article.doc to C:\Word,Ans
4. Find sc and replace with smart card
5. Change all the margins to 2.5cm

6. Smart card picture is found in the C:\Wrod,Test1 called card.gif
7. Except where specified, the font should be Times New Roman 12pt.

8. Change the alignment of the paragraphs so that they are justified, unless otherwise indicated.

9. Remember to save your work regularly.

10. Copy the following text noting: For title use right tab at 5cm and center tab at 10cm and for details use right tab at 5cm and Decimal Tab at 11cm


Company
1997 Cards Sold

Schlumberger
450,000,000

Gempulse
424,550,000

GPT
140,000,000

Bull Smart Cards
35,000,000

11. Add the appendix work at the end of the document. (You will find the details in the smart card appendix.doc in C:\Word,Test1
12. Save your work to the C:\Word,Ans
13. Show your teacher for marking the work
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