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Exercise 1. Type the following exactly as is.

As you type, notice the Col indicator on your status bar change as the position of your insertion point changes.

The wraparound feature allows the operator to decide on line endings, making the use of Enter unnecessary except at the end of a paragraph or short line.  Each file is saved on a disk or hard drive for recall.  Documents must be given a name for identification.

Exercise 2. Type the following exactly as is.

Word 97 for Windows is simple to use since you can begin typing as soon as you enter the program.

THe Word 97 for Windows program sets the way text will lay out or “format” on a page.  For example, margins are set for 1.25” on the left and 1.25” on the right; line spaceing is automatic; tabs are set to advance the insersion point ½ inch each time the Tab key is pressed.  Formats may be changed at any time and as many times as desired throughtout the document.

Exercise 3. Make a letter – open document EXERCISE 3 – use figure 3 as a guide

Make a letter by starting with the document EXERCISE 3 and make some changes to it.

Exercise 4. Editing - open document EXERCISE 4 – use figure 4 as a guide

Exercise 5. Editing - open document EXERCISE 5 – use figure 5 as a guide

Exercise 6. Editing - open document EXERCISE 6 – use figures 6-1, 6-2, and 6-3 as guides

Exercise 7. Text Alignment and Enhancements – edit document EXERCISE 7 – use figure 7-1 and 7-2 as guides

Exercise 8. Text Alignment and Enhancements – edit document EXERCISE 8 – use figure 8 as a guide

Exercise 9. Text Alignment and Enhancements – edit document EXERCISE 9 – use figure 9 as a guide

Exercise 10. Outlining. Type the following in order to create an outline – use figure 10 as a guide

1-Reasons for purchasing a car


convenience


prestige

2-Reasons for not purchasing a car


inconvenience



expense of gasoline



parking problems




expensive parking garages




increasing tows


hazards



possibility of accidents



unpredicatable weather


bad financial investment



high taxes



hign interest rates


continuing costs



fuel



maintenance




brakes




oil




filter




tune-up





points





plugs





timing

Exercise 11. Formatting and footnotes – edit document EXERCISE 11(1) – use figure 11-1 as a guide

Exercise 11A. Formatting again – open document EXERCISE 11(2) – your first document should look like this – use figures 11-2 pg 1 and 11-2 pg 2 as guides

Exercise 12. Using multiple documents – open document EXERCISE 12(1), 12(2) and 12(3) – use figure 12 as a guide

Exercise 13. Clipart – edit document EXERCISE 13 – use figure 13 as a guide

