Homework - 1

CA201
Submission Date: March 5, 2008

Practice Step 1 and 2 by yourself:

1. 
Select File → New, select any template that intrigues you, and click OK. Word creates a new document based on the template you selected.
2.
Close the new document without saving any changes when you’ve finished looking at it.
3.
How would you save an existing Word document as a template?
Answer 3:_____________________________________________________________________________
4.
Create your own document as shown in the image below and save it as “Deadly Animals”.
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Dave’s Deadly Animals
Catalog of Ferocious Plants and Animals for the Year 2000
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See some of Dave's Deadly Animals on Fox's feature match of a gorilla vs. a de-
clawed bear on "When Animals Fight' to be aired on July 18

Cantankerous Carnivorous Plants

Venus Fly Trap

Dionaea muscipula

Though technically not an animal and not as deadly as some of our other products, you and your
chidren will have hours of enjoyment feeding your new Venus Fly Trap fies and small insects.

Price. §14.99
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5. 
Select the “Venus Fly Trap” line of text and format it with Arial, Bold, 14-pt. font.

6.
With the “Venus Fly Trap” paragraph selected, select Format → Paragraph from the menu, click the Line and Page Break tab, check the Keep with next option, and click OK.

7. 
Create a paragraph style based on the selected paragraph: With the “Venus Fly Trap” paragraph selected, click the Style list on the Formatting toolbar, type “Animal”, and press <Enter>.
8.
Apply the new Animal style to the remaining animal paragraph. Select each paragraph and select “Animal” from the Style list on the Formatting toolbar.
9. 
Modify an existing style by example: Select any Price paragraph and click the Increase Indent button on the Formatting toolbar. With the price paragraph still selected, select “Price” from the Style list on the Formatting toolbar, and select the “Update the style to reflect recent change option”. Click OK. Notice that all the “Price” paragraphs are updated with indented paragraph formatting.
10. 
Modify a style using the Style dialog box: Select Format → Style from the menu, select the “Animal” style and click Modify. Click the Format button, select Font from the list, and select a dark blue color from the Color list. Click OK, OK, Apply. Notice that all the “Animal” paragraphs are updated with indented paragraph formatting.


