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MICROSOFT WORD EXERCISES

Task One
1. By holding down your left mouse button and dragging the mouse, highlight the sentence below:
Go hang a salami, I’m a lasagna hog.
2. After you have the sentence highlighted, find the font options on the top left-hand corner of the screen.
3. Change the font of the highlighted sentence to be size 14 and Arial font.
4. Now click outside of the highlighted sentence and just highlight the word “lasagna.”
5. Using the font options, change the color of the word “lasagna” to red.
6. Now highlight the phrase “Go hang a salami” and change the font to bold.
At the end of this task, your sentence should now look like:
Go hang a salami, I’m a lasagna hog.

Task Two
1. Open a new Word document by going to the Windows Button (for Microsoft Word 2007 users) or the File tab (for Microsoft Word 2010 users) at the top left of the screen.
2. In the new document, type your full name, with each word on a separate line and making sure to capitalize the first letter of each word.  It should look something like this:
William
Howard
Taft

3. [bookmark: _GoBack]Now highlight and select your middle name.  Using the cut and paste buttons, move your middle name to above your first name.
4. Highlight your full name.  Using the tools in the paragraph panel, increase the space between each line to 2.0.
5. After your last name, hit Enter to get to a new line.
6. Click on the Insert tab on the top of the screen.
7. Click on the Clip Art icon in the Illustrations section.
8. A Clip Art window will open. Search a picture of an octopus. When you have found one that you like, add it to your document after your name.
At the end of this task, your new document should look like:
Howard
William
Taft
[image: C:\Users\ulrefdesk\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\SJKNNEY4\MC900215301[1].wmf]


Task Three
1. From the insert tab, create a table below with three rows and three columns.
2. In the first box, insert the Euro (€) symbol. (Hint: You can find Symbols on the Insert tab). 
3. Move to the bottom right box.  Using the shading option in the Table Tools, turn the background of the box to green. The Table Tools tab will only be visible when your cursor is inside one of the boxes of the table. The Shading options are under Design within the Table Tools.
4. Now let’s add page numbers to this document.  Using the Insert tab, add page numbers to the bottom right corner.
5. Finally, let’s change the orientation of the page from portrait to landscape in the Page Layout tab in the top left corner of the screen.
6. Be sure to Save any of your work you want to come back to!
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