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Click Tools
Then click Options

Click the Check spelling as you type box.
Click OK
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Open the file named Practicel
A completed business letter should be visible on your screen.

Before running the Spellchecker on this document, make sure the Automatic Spellchecker (which
flags misspellings as you type) is OFF. Uncheck the Check spelling as you type checkbox.

Make sure the flashing insertion bar appears at the beginning of the document.

Then use a button to start the spell check.

Choose to Ignore All occurrences of the name [ Jenney |
Change the word [ cotment ] to [ comment. ]

Use a button within the spelling window to make sure the word [ sincerely | will be
AutoCorrected in the future. If a warning appears, click on the Yes button.

Ignore the abbreviation GMass
Delete the repeated word [ to ]

Ignore the abbreviation GMass

S S S o L S S S L S S L S S S S S S S S S S S S S e

In the document itself (or the red text wording), add a space between the words [ training |
and [ for ]

Resume the spelling check by clicking Change or Resume.

S

Once the spelling is complete, click OK
*
In the closing of the letter, highlight the entire line: [ Very Truly Yours, ]( including the comma)

Then type in: [ Sincerly,] ( misspelled ) The word should have been automatically corrected for
you.

*

On the right, click on the up-pointing arrow until the date at the beginning of the document is once
again visible.

Now to save this document under a new name:
Click File from the menu

Click Save As

Type in your first name.

Now click the Cancel button, to avoid saving it.
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In the first paragraph, in the first sentence, you are going to change the phrase:
[ We place a high value on the suggestions |

to:

[ We highly value the suggestions |

Highlight the entire first sentence (beginning with We place a high value] )
Then use a button to Cut it.

Now Paste that sentence to the left of the words [ I sincerely |

Now use a button to Undo as many actions as necessary, until the cut sentence appears back in its
original location ( at the beginning of the first paragraph)

Now, while the text is still highlighted:

Drag it back to just before the second sentence ( to the left of the words:
[ I sincerely ])

Then make the highlighting disappear.

*

Now turn back on the Check spelling as you type check box.

S S S o L S S S L S S L S S S S S S S S S S S S S e

S

That's it for this practice session!

Close the file without saving your changes.
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PRACTICE TWO

Open the file named Pract2

A page describing courses for Microsoft Word 2000 should be visible on your screen.
Highlight the title [ Microsoft Word 2000 ].

Change its font to Arial - 18pt - Bold - alignment to Centre.

Highlight the words [ Beginning course ].
Change that heading to Arial - 12pt - Bold.

To quickly apply that formatting to the other headings:
Make sure the heading is still highlighted.

Double-click on the Format Painter button.

Now format paint the heading [ Intermediate course ]

Then drag along the [ Advanced course | heading to format paint that.

S

Now click on the Format Painter button again, to change your mouse pointer back to an arrow.

*

Now highlight the THREE course descriptions lines just below the [ Beginning course ]| heading.
Then use a button to add bullets to the beginning of those items.

Also, change the other course descriptions, below the [ Intermediate ] and [Advanced ]
headings, into a bulleted list.

When you're through, scroll back to the top of the document.
*
To automatically replace each occurrence of the word [ course ]| with [ Course |:
Click at the very beginning of the document, ( just to the left of the M in the word Microsoft)
Then click Edit from the menu.
Then click Replace.
Now type [ course ]| in the Find What: rectangle.
Press TAB.
Type [ Course ] in the Replace With: rectangle.
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Now use a button to find the next occurrence of [ course ].
Then use another button to replace it.

Now use a button to Replace All the rest of the occurrences of [ course ]. If you are asked if you
would like to continue the check from the beginning, click on Yes.

Once Word has finished searching the document, click OK.

Then Close the Replace window.

Use a button to Print Preview the document.

Now turn OFF the magnifying glass.

Then click anywhere on the page, to make sure that has worked. Your mouse symbol should now
be and arrow.

Use the Edit menu to Select All the document.

Change the spacing by clicking Format from the menu.
Click Paragraph

Then change the line spacing from single to 1.5 Lines
Then click OK

Change the margins of the document.

If the rulers are not already displayed, use a button to view the rulers, ( the button is just to the
right of the Zoom control box, which shows a % box)

T

.t
<3

Then drag a line, in the ruler, to increase the width of the Left Margin to about 1.5 inches or 4
cm.

.t
<3

.t
<3

.t
<3

.t
<3
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Use the ruler along the left-hand side to increase the top margin to about 2 inches or
6.5 cm
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Now use a button to make the rulers disappear again, ( the same one that you used to make them
appear ).
If you're connected to a printer, use a button to print the document.

Once the document has finished printing, use a button to Close the preview.
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PRACTICE THREE

First, open the file named Pract3.

Use a button to Print Preview this document.

Now use the Multiple Pages button to select 1 x 2 pages.

The first page is short but it's a title page, so that's fine.

Notice that the second page doesn't extend all the way to the bottom either. To see why, first use a
button to close the Print Preview.

Click Edit from the menu.
Click Go To
Go to page 2.

S S S o L S S S L S S L S S S S S S S S S S S S S e

S

Now close the Go To window.

At the bottom of page 2, you can see that there is a manual Page Break just above the heading [
Early days |

Click to the left of this heading [ Early Days ].
DELETE the manual Page Break.

Now scroll down and notice that there is an automatic page break, two lines after the heading [
How we coped with the winter ]. This is a bad place for a page break, so click to the left of that
heading [ How we coped this winter ].

Now use the Insert menu to insert a new break here. This will have the effect of moving the
heading down to the next page.

*

Your next task is to create a header and footer, so from the menu bar click View then Headers and
Footers.

Type the word [ Autobiography ] (in the Header section).
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Press the TAB key ONCE.

Use a button to Insert Page Number.

Then highlight the entire header.

Use the toolbar to change the font to Arial - Bold - Italic.
Finally, make the highlighting disappear.

Now use a button (in the Header and Footer toolbar) to switch to the footer.
Then press the TAB key ONCE.

Use a button to Insert Date.

Now, to make the first page NOT display a header or footer.

Click on the Page Setup button (looks like an open book) on the header and footer toolbar.
Click in the Different first page checkbox

Click OK.

Close the Header and Footer toolbar.

Then use a button to Print Preview the document again.

Make sure you can see the first TWO pages. If you have done everything right, you should see the
first page has no header or footer, but the second page does.

Now close the Print Preview.

S S S o L S S S L S S L S S S S S S S S S S S S S e

Next, use the Edit menu to go to page 4.

S

Then close the Go To window.

Press the PAGE DOWN key (on your keyboard) until you see a list labelled [ Ideas for the rest of
this chapter |.

Highlight the whole of the line that begins [ Family ] under [ Ideas for the rest of this chapter ].
Now, using the Format menu, change the 3 inch (7.62 cm) tab to a centre tab.

Do the same with the tab at 4 inches, (10.16 cm)

Then click OK.

With the list still highlighted, move the tab stop, at the 1.5 inch (3.81 cm) mark, left to the 1 inch
(2.5 cm) mark.

Also move the 3 inch (7.62 cm) tab, two ticks to the left.
Now make the highlighting disappear.

That's it for this practice session!
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Close your file, without saving any changes.

Congratulations, you have now finished “Word — Level 1 Beginning”. It would be a good idea for
you to take the Question and Answer test.
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