Assignment #7 – Word Processing (MS Word)
                           Name     Your Turn Assignments Answer Key
Intro to Computers                                                                           Date________________Per____________


	1) Selection

No assignment


	2) SpellCheck and AutoCorrect    
All spelling errors corrected (no red wavy lines under words) in the paragraph

Copyright symbol © below the paragraph.


	3)Bulleted and Numbered Lists   
Part 1 – custom bullets for all bullets in the Animal Career Categories list (bullet_practice.doc)

Part 2 – 
· Major characters of Romeo and Juliet numbered 1 – 11

· Minor characters numbered 12 – 20

· (Make sure they used automatic numbering by checking Edit>Undo.  Manual numbering is not the assignment!)



	4) Find/Replace ( 

Use Find/Replace to replace the normal names of the following characters with silly names, or your friends names: Gregory, Sampson, Abraham, Benvolio, Tybalt, Capulet, Lady Capulet, Montague, Lady Montague

	5) Columns
“Dirty Fighting Techniques” formatted into 3 columns.  The size of one column has been changed. 

- Common mistake: changing column indent instead of column size.


	6) Outline
Should look like this:

I. Topic Sentence

a. Supporting Point #1

i. Supporting Detail 1

ii. Supporting Detail 2

b. Supporting Point #2

i. Supporting Detail

c. Supporting Point #3

i. Supporting Detail 1

ii. Supporting Detail 2

II. Concluding Sentence



	7) Headers/Footers
Header –-Autotext entered Author, page number and date
 Footer
-Time and page number


	8) Labels/Envelopes

No Assignment



	9) Pictures 
First piece of clip art 

center it horizontally 

set it to square wrap.
Second piece of clip art - 
Rotate it 45 degrees 

set it to tight wrap. 

(If you have an older version of MS Word, this might not be possible.)
Third piece of clip art - 

Set washout picture setting 

Put picture behind text. 



	10) Tables 

Part 1 – Three-column table of US President info. 

Part 2_ Table similar to this
3 columns, 4 rows, two sets of merged cells

	11) Printing
No Assignment
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