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Exercise 01 {5 points}
· OpenHandInOut\C-Nielsen\Hand-Out\CTech\Word\CTech\Word\03-Keyboards.

· Save as My Documents\CTech\Word\3-1.

· Change the font to 15-point Cambria for the whole document.

· Change the margins to “Narrow”.

· Hints:

· Click the Margin on the Layout Tab, Margins Group
· Click Narrow

· Change the orientation to landscape.

· Hints:

· Click Orientation on the Layout Tab, Page Setup Group

· Click Landscape

· Vertically center (() the document on the page.

· Hints:

· Click the Format Menu, Select Document
· Change the tab to Layout

· In the middle of the dialog box find Vertical Alignment, Change to Center

· Click OK 

· Add a Blank (Three Column) Footer with your name, period, and “3-1”.
· Change the font of the footer to 15-point Cambria.

· Save again and close the document.

Exercise 02 {5 points}
· HandInOut\C-Nielsen\Hand-Out\CTech\Word\CTech\Word\03-Distributions.

· Save as My Documents\CTech\Word\3-2.

· Change all the margins to 1.5”.
· Hints:

· Click the Layout Tab, Margins Group
· Change all the top margin to 1.5”

· Change the bottom margin to 1.5”

· Change the left margin to 1.5”

· Change the right margin to 1.5”
· Click OK 

· Fix the spelling of “withhold”.

· Hints:

· Point at the word “withhold” and right click the mouse
· Select the correct choice from the drop-down menu
· Spellcheck the document to correct the mistakes.
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Change the line spacing for the whole document to 2.0.

· Vertically Center (() the document on the page.
· Hints:

· Click the Format Menu, Document
· Change the tab to Layout

· In the middle of the box find  Vertical Alignment, Change to Center

· Click OK 

· Add a Blank (Three Column) Footer with your name, period, and “3-2”.

· Save again and close the document.

Exercise 03 {5 points}
· Open HandInOut\C-Nielsen\Hand-Out\CTech\Word\CTech\Word\03-Strength
· Save as My Documents\CTech\Word\3-3.

· Change the word rare in the 1st paragraph to unusual.

· Hints:

· Point at the word “rare” and right click the mouse
· Click Synonyms

· Click “unusual”
· Change the word uneasiness in the 1st paragraph to nervousness.
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Change the word relatively in the 2nd paragraph to comparatively.

· Change the word phase in the 3rd paragraph to stage.

· Change the line spacing for the whole document to 1.5.

· Add a Blank (Three Column) Footer with your name, period, and “3-3”.

· Save again and close the document.

Exercise 04 {5 points}
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Start a new blank document.

· Hints:

· Press Ctrl + N to start a blank document
· Create a table with 2 columns and 4 rows. (2 X 4)
· Add the following text to the table. 
	Name
	Bank

	Maggie Rivera
	First Trust Bank

	Regina Stahl
	United Fidelity

	Stanley White
	Key One Savings


· Change the cell (() alignment to align top right for all of Column 1.

· Hints:

· Select all of Column 1 (Click and drag down the first column)
· Click Align Top Right on the Table Layout Tab, Alignment Group

· Change the cell (() alignment to align bottom center for all of Column 2.

· Hints:

· Select all of Column 2
· Click Align Bottom Center on the Table Layout Tab, Alignment Group

· Change the Row Height to 0.3” for Rows 1-7.
· Hints:

· Select rows 1 through 7.

· Click the Table Menu, Table Properties, Row Tab
· Click the checkbox for Specific Height and type “0.3” and click ok
· Add a Blank (Three Column) Footer with your name, period, and “3-4”.

· Save as My Documents\CTech\Word\3-4.

· Close the document.
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Exercise 05 {5 points}

· Start a new blank document.

· Create a table with 2 columns and 5 rows.

· Add the following text to the table.
	Name
	Employee #

	Kevin Gerome
	222-104

	Paul Thorne
	114-457

	William Whitlock
	652-671

	Madeline Zeven
	552-900


· Add a column to the right of the last column.

· Hints:

· Put cursor in the last column.

· Click Right on Table Layout Tab, Rows & Columns Group

· Add the following text to the new column.
	Department

	Human Resource

	Financial Planning

	Sales

	Support Services


· Auto fit contents in all of the cells.
· Hints:

· Select the table.

· Click Auto Fit on the Table Layout Tab, Cell Size
· Click Auto Fit Contents

· Change the horizontal (() alignment of the table to center.

· Hints:

· Select the whole table.

· Click Center on the Home Tab, Paragraph Group (Press Ctrl + E)
· Add a Blank (Three Column) Footer with your name, period, and “3-5”.

· Save as My Documents\CTech\Word\3-5.

· Close the document.

Exercise 06 {5 points}
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Open HandInOut\C-Nielsen\Hand-Out\CTech\Word\CTech\Word\03-Jobs.

· Save as My Documents\CTech\Word\3-6.

· Change the Row Height to 1” for the 1st Row.

· Change the Row Height to 0.5” for Rows 2-7.
· Change the cell (() alignment to align bottom center for all of Columns 1-3.
· Merge the all of the cells in Row 1.

· Hints:

· Select all the cells in the Row 1.

· Click Merge Cells on the Tables Layout Tab, Merge Group
· Add a Blank (Three Column) Footer with your name, period, and “3-6”.

· Save again and close the document.
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Exercise 7 {5 points}
· Open HandInOut\C-Nielsen\Hand-Out\CTech\Word\CTech\Word\03-Performance.
· Save as My Documents\CTech\Word\3-7.

· Spellcheck the document to correct the mistakes.
· Change the word annual in the 1st paragraph to yearly.
· Change the margins to “Moderate”.

· Change the orientation to landscape.

· Add a Blank (Three Column) Footer with your name, period, and “3-7”.

· Change the font of the footer to 18-point Telugu MN.

· Save again and close the document.

Exercise 8 {5 points}
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Open HandInOut\C-Nielsen\Hand-Out\CTech\Word\CTech\Word\03-Title.

· Save as My Documents\CTech\Word\3-8.

· Add a column to the right of the last column.

· Add the following text to the new column.
	Department

	Maintenance

	Marketing

	Technical Support

	Operations

	Customer Service


· Change the cell (() alignment to align center for all of Column 2.

· Auto fit the contents of all of the cells.
· Hints:

· Select the table.

· Click Auto Fit on the Table Tools Layout Tab, Cell Size

· Click Auto Fit Contents

· Change the Row Height to 0.75” for Rows 1-7.
· Add a Blank (Three Column) Footer with your name, period, and “3-8”.

· Save again and close the document.
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Exercise 9 {5 points}

· Open HandInOut\C-Nielsen\Hand-Out\CTech\Word\CTech\Word\03-Catering.

· Save as My Documents\CTech\Word\3-9.

· Merge the all of the cells in Row 1.

· Change the Row Height to 1.3” for 
Row 1-7.

· Auto fit the contents of all the cells.
· Change the horizontal (() alignment of the table to center.

· Add a Blank (Three Column) Footer with your name, period, and “3-9”.

· Save again and close the document.

Exercise 10 {5 points}
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Open HandInOut\C-Nielsen\Hand-Out\CTech\Word\CTech\Word\03-Words.

· Save as My Documents\CTech\Word\3-10.

· Spellcheck the document to correct the spelling mistakes.
· Auto fit the contents of all of the cells.

· Change the horizontal (() alignment of the table to center.

· Vertically Center (() the document on the page.
· Hints:

· Click the Format Menu, Document
· Change the tab to Layout

· In the middle of the box find Vertical Alignment, Change to Center

· Click OK 

· Add a Blank (Three Column) Footer with your name, period, and “3-10”.
· Save again and close the document.

Save all assignments to your folder in the Hand-In for your class period.
**Remember you need to drag the files individually!
