MICROSOFT  WORD

Basic Tasks

1. load 'Venice.doc' into Word. 

2. Save the document using your own name.

3. Change the font in the document to Times New Roman size 12. 

4. Embolden the main title VENICE - HOW IT GOT THAT WAY 

5. Underline the title.
6.  Centre the title. 

7. Increase the font size of the main title to 18. 

8. Embolden and underline each paragraph title. 

9. Organise the list of sights to see in the final paragraph into bullet format. 

10. Insert a page-break before this paragraph. 

11. Number the pages at the bottom right of each page. 

12. Add a header of Venice Information Leaflet and today’s date. 

13. Insert your name in the first line of the document. 

14. Use the Spell checker to find and correct spelling errors. (Proper names are not included in this spell checking). 

15. Save the document. 

16. Create a new document. 

17. Copy the last paragraph from the Venice document into the new document. 

18. Right justify the text in the new document. 

19. Set the top and bottom margins of the new document to 3.5 cm. 

20. Add a footer in the new document, with the text: "This is a copied extract of the original document". 

21. Save both documents. 

Use your name and the date as the filename for the second document.

