PAGE  

Lab 06:

Word Processing (part 2)
1. Lab Objectives

The students should understand and have hands on experience in

1. Creating, editing, formatting, and saving a word document

2. Managing documents

2.1 Working with Fonts
2.2 Customizing page layouts

2.3 Working with columns

2.4 Headers and footers

2. Exercises

1. Go to PYP-002 Website. Download the file PrjWD-6.doc to your Desktop.
2. Start Microsoft Word.
3. Open the file PrjWD-6.doc from your Desktop.

4. Setup the documents page as mentioned below:

a. Paper-size: A4, Page Orientation: Portrait
b. Margins:  Top: 1", Left: 1", and Right: 1.5";  Bottom: 1.5"
5. Select the line Memorandum - Novel-Tea & Coffee, Inc. Change its font to Arial, size 18, bold, center, Red.

6. Select the word Memorandum. Use the Font option on the Format menu to select the All Caps option. Then close the Font dialog box.

7. Set the indentation of the paragraph that begins Memorandum to zero.

8. Apply italics to the phrase air-tight in the sentence that begins Please don't forget.

9. Apply bold and underlining to the phrase number one in the last sentence.

10. Select the list of items starting with Bean quality, then format the list as a bulleted list.

11. Setup the indentation of paragraphs that begin Just a reminder, Please don't forget, and Thanks for helping mentioned below:

a. Left indent: 0, Right Indent: 0, Hanging Indent: 0.4"

b. Alignment: Justified.

c. Line Spacing: 1.5
12. Change the number of columns to 2 for paragraph that begins Please don't forget.

13. Set the indentation of the paragraph that begins Please don't forget to zero.

14. Add a left-justified, two-line header to the document that includes your name and your student ID number on line one; add your class section number on line two.

15. Add a centered footer that displays the page number in a format of Page X of Y.

16. Position the insertion point to the left of Novel-Tea News, then insert a "Next page" section break.
17. Setup the second page margins and orientation mentioned below:

a. Page Orientation: Landscape
b. Margins: Top: 1", Left: 2", and Right: 2";  Bottom: 1.5"
18. Select the line How Much Lead is in Your Cup?, then use the Font dialog box to change its title font to Arial, size 26, dark blue, bold italic with a shadow effect.
19. In addition, put a horizontal line under the paragraph that begins How Much Lead.
20. Setup the indentation of the paragraph that begins How Much Lead to zero.
21. Setup the indentation of the paragraphs that begin Caffeine is a product , As employees, Most customers, So hopefully mentioned below:
a. Left indent: 0, Right Indent: 0, Hanging Indent: 0.4"
b. Alignment: Justified.

c. Line Spacing: 1.5
22. Select the list of items starting with Perked coffee and ending with Tea 30-70 mg. Use the Tab dialog box to set a left tab at the 1" position. Set another left tab at the 3" position, with a dotted leader. Close the Tab dialog box.

23. Position the insertion point to the left of Perked coffee, then press Tab key to move it to the first tab position. Place the insertion point to the left of 90-150 mg, then press the Tab key to move it to the second tab position and display the dotted leader. Use similar process with the remaining two list items.

24. Position the insertion point at the end of the line with 30-70 mg, then press the Enter key to create a new line. Add this fourth list item, with appropriate tabs: Colas 30-45 mg.
25. Compare your completed document with the following figures on the next page.
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Novel-Tea News
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How Much Lead is in Your Cup?

Caffeine is a product found fn many popular beverages. Vet most people are trying to curb their daily
caffeine intake. Afer all, the effects of excessive caffeine have recently received a lot of press

coverage.

45 employees of Novel-Tea & Coffee, you will often get caffeine-related questions from customers
The following lst of cornmon crinks paired with their caffeine content rmay help you answer many
of those questions

Perked coffee 90-150 g
Instant coffee 60-30 g
Tea 30-70 mg
Colas 30-45 mg

Most customers also associate caffeine with chocolate. A typical chocolate bar contains 30 mg of
caffeine. Yes, a cup of perked coffee does have three to five times the caffeine of a chocolate bar,

but doesn’ta chocolate bar have a few more calories than a cup of perked coffee?

So hopefully this information will help you answer commonly asked questions about caffeine and help

s beter serve our customers.
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