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Lab 07:

Word Processing (part 3)
1. Introduction
We come across documents every day: your acceptance letter from KFUPM is a document, project report is a document, and homework is a document. The computer program that helps to prepare a document is called a word processor.
2. Lab Objectives

The students should understand and have hands on experience in

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

2. Managing long documents

2.1 Working with styles

2.2 Working with template

2.3 Working with mail-merge features.

3. Exercises

Exercise 1:

1. Go to PYP002 Website and download the file Lab07Practice.doc.
2. Open that file.

3. Check and correct grammar and spelling mistakes. 

4. Create the following paragraph styles:

	Name
	Formatting

	MyMainTitle
	Georgia 16 Bold Center, Style based on Heading4

	MyTitle
	Tahoma 14 Bold Center, Style based on Heading4

	MySubTitle
	Arial 12 Bold Underline Align-Left, Style based on Normal

	MyBodyText
	Times New Roman, 12, Justified, Left-Indent 0.5” , Style based on Normal


5. Apply all the above styles to the part of document correctly.
6. Select three paragraphs begin King Fahd, PYP 002, and Syllabus. Create 2-columns paragraphs.
7. Insert a KFUPM logo image in the left column.

8. Insert a footnote after the word Microsoft in the paragraph begins How to do. The footnote displays Microsoft is a software company founded by Bill Gates.

9. Insert a table of content with Classic format.
10. Add footer in the document that displays your name and your student ID number.
11. The Final look of the document should be like the following:
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Exercise 2
1. Start a new blank document.

2. Open Mail merge task pane

3. Select “letter” as document style.

4. Select “Starting from template” for starting document.
5. Select “Contemporary Merge Letter” template.

6. Change place holders correctly.

7. Continue to select recipients

8. Create new list for the following recipients, name the list as “yourStudentId.mdb”
a. Ahmad Jamal, Po Box 001 Dhahran 31261

b. Omar Said, Po Box 002 Khobar 31313

c. Ali Hamdan, Po Box 003 Dammam 33333.

9. Continue until you can preview your document.
10. Select edit document.

11. Complete the tasks and save document as “LetterOfYourID.doc”

12. The Final look of the document should be like the following:
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October 14, 2005

Ahmad Jamal
Po Box 001
Dhahran 31261
Dear Ahmad,

I enclosed the syllabus of PYP 002 for semester: 051 please review it and send comment.

Sincerely,

Your Name
Student [your student Id]




