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Part 1 (Tabs)
1) Open Student Common\C Nielsen\CTech\Word\Bike.
2) Save as Review 1 in your student drive.

3) Select the six lines of text after Model Sellers and Price.

4) Set the following tabs: Left – 0.75” (no leader); Center – 4” (leader); Decimal – 5.5” (leader).

a. View the Ruler Bar to check tab positions.

5) Make sure there is only one blank line above and below the tabulated text.
6) Change Miranda Smith’s name to Your First and Last Name in the signature block.
7) Save again.

8) Check the document in Print Preview.
[image: image2.jpg]MP3 — A New Digital Format
‘Sound Capabilites in PCs: A Background
‘Windows-compatible persona] computers (PC) generallydid not offes sound
capabiltesinthe eacly 1990s. To play sovnd, usess could puschase and instll a soued

‘card and speakiess. Add the propes software, and the computes could then play
sounds.

Inmost cases, the software ol provided the capabiliy to play back soundin
these formats:
v wav
v MIDI
¥ CDaudio
Today, sound cards, spedkess, and software come standard on most PCs,
including B618B66ES. Sound formats have prolifecated 23 well, 23 the technology
industey searches fora format that's effident to transfer over the Internet
Introducing MP3
MPEG layer 5—or MP3, for shost—fnally offers the promise of Intemet.- and
'PC-friendly sound. MP3 compression squeezes audio fles by 11-to-1, s0 2 taree-

‘ninute song that previously occupied 33M only uses about 3)Min the MP3 format.
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Part 2 (Business Report)
1) Open Student Common\C Nielsen\CTech\Word\IPOD.

2) Save Review 2 in your student drive.

3) Change the left and right margins to “Normal”.
4) Spell Check the entire document.
5) Change the horizontal (() alignment of all the lines of text to justify.

6) Center the title and change the font to 16-point Calisto MT.
7) Create a Blank (Three Column) footer with the following information:

a. Your First and Last Name on the left side.
b. Your class period in the center.

c. “Review 2” on the right side.

d. Change the font of the footer to 14-point Calisto MT.

8) In the “Sound Capabilities in PCs: A Background” section

a. Cut the “Windows-compatible…” paragraph and paste it above the 1st paragraph in the section.

b. Adjust spacing so there are no extra blank lines or incorrect paragraphs.
9) Add a page break before the paragraph heading “MP3 Pros and Cons”.
10) [image: image3.jpg]Jamwser7,2010
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551 Nowh 260 Scuth.
Sl Lake Ciy, UT 54104

'BIKE MODEL PRICING
‘Bike Wodld Wholessl Wsehouse offes dozess of popalas mowstsin bike modsls, sewell a2
‘offring modiSeation sevices that esable rou to spasial.crds costom e and acceszory
‘packages(miniomom 5 eits per oxde). Following ae the top ix models with peces we sell:

Model Sellers and Price

Mets ReckaFix.
Wensr ReckaFis.
pras CasleReckar
Wensi CrsleRcckar Fen
Mes, Beotee. 595,00
o+, Beuttog. $900.00

Skipping chasges sddelvey times ey depending on he suamber of weis cdessd The shore.
prices szt good for 30,

Plesse call e whes you'se cesd o glaceyouecadez.
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Apply these formats to the list of advantages on the second page:

a. Single-space the list.

b. Apply a simple bulleted list format to the list.

c. Make sure there is a blank line after the last advantage.
11) Add a page break before the title “References.”
12) At the title “References”, center and change the text to UPPERCASE.

13) Create a hanging indent for the 4 reference entries.
14) Left align each of the 4 reference entries.
15) At the beginning of the “MP3 Pros and Cons” heading insert the image Student Common\CNielsen\CTech\Word\IPOD.jpg
with the following specifications:
a. 2” height

b. Position at top right with square text wrapping
16) [image: image4.jpg]MP3 Pros and Cons
Here ace 2 ferw of the advantages of the MP3 fommat:

* Songs download faster.

© You can pucchase 2nd downlozd 2 single song for abost 2 doller
sather than downlozding and buing an entice CD.

* You can create yous own CD-Recoxdable (CD-R) &l of favorites.

» Downloaded songs can be stored indefinitely on 2 hard disk, Zip.
disks, or CDR disk:

* You can buy 2 special plarer to play the downloaded songs independent of
vous computer.

MP5 involves some drawbacks and controversies in addition to fs benefits,
including:

' Recording companies have expressed concerns that MP3 encouiages pixacy

(llegal copying).
+ 1f 2 song becomes corrupted. you hare to downlozd and puschase it again.
+/ Exising audio CD playess cannot play the MP3 format.

/' The sound quality for MP3 fles differs sightly from the osiginal CD-quakity
sound.
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Save again.

17) Check the document in Print Preview.
Part 3 (Table)
1) Start a new blank document.

2) Create the following table (3 columns and 6 rows) in a blank document.
	
	
	

	Item
	Number
	Cost

	Grilled Veggie
	3
	$17.85

	Hummus Pita
	4
	$27.80

	Spicy Bean Wrap
	2
	$11.90

	Spring Water
	9
	$8.55
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In the first row of the table make the following changes

a. Merge all the cells.
b. Type “THE SCHOOL ORDER FOR YOUR FIRST AND LAST NAME”
i) For Example: “THE SCHOOL ORDER FOR MRS. NIELSEN”
c. Bold the text.
d. Change the cell (() alignment to align center.
4) Change the Row Height to 0.5” for Rows 1-6.

5) Auto fit cell contents for all the columns. 

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

7) Change the cell (() alignment to align top right for all of Column 1.
8) Change the cell (() alignment to align bottom center for all of Column 2.

9) Change the cell (() alignment to align top center for all of Column 3.

10) Vertically Center (() the document on the page.

a. Hints

1. Page Layout Tab

2. Page Setup Launcher

3. Layout Tab

4. Vertical Alignment: Center

11) Save as Review 3 in your student drive.
12) Check the document in Print Preview.
Part 4

1) Print your review and put it in the basket.
