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Word Processing Skills - Test

Follow the instructions to demonstrate your skills in Word.  Print a copy and give to your teacher for marking.  Remember that you can select a line by clicking once in the margin next to it.  A paragraph may be selected by double-clicking in the margin.  You can select the whole document by triple-clicking in the margin.

1. Set the left and right margins of this page to 2cm.

2. Change this whole document to the Verdana font.

3. Make the words on this line 20 point-size.

4. Make this line bold only.

5. Make this line italic (not bold).

6. Underline this line (not bold or italic).

7. Change the colour of this line to a light grey.

8. Change the following list to bullet points…

a) This should be a bulleted list

b) This should be a bulleted list

c) This should be a bulleted list

9. Justify (align) the following title to the centre then and make it bold and underline…

This is a title

10. Fully justify the following paragraph to both sides of the page.

This is a paragraph of text.  This is a paragraph of text.  This is a paragraph of text.  This is a paragraph of text.  This is a paragraph of text.  This is a paragraph of text.  This is a paragraph of text.  This is a paragraph of text.  This is a paragraph of text.  This is a paragraph of text.  This is a paragraph of text.  This is a paragraph of text.  This is a paragraph of text.  This is a paragraph of text.

11. Now put a dividing line (bottom border) between this question and the one before.

12. Change the font of this line only to Times New Roman, 10 point-size.

13. Make this bulleted list into a numbered list…

· This should be a numbered list

· This should be a numbered list

· This should be a numbered list

14. Select the following paragraph only.  Present it as two columns…

This is a paragraph of text.  This is a paragraph of text.  This is a paragraph of text.  This is a paragraph of text.  This is a paragraph of text.  This is a paragraph of text.  This is a paragraph of text.  This is a paragraph of text.  This is a paragraph of text.  This is a paragraph of text.  This is a paragraph of text.  This is a paragraph of text.  This is a paragraph of text.  This is a paragraph of text.

15. this paragraph seems to have some capital letters in the wrong places.  correct it so they are in the right places.  this paragraph seems to have some capital letters in the wrong places.  correct it so they are in the right places.

16. Whoever typed this paragraph forgot to put one space after each comma,which looks like this (,) and each semi-colon,which looks like this (;).They also forgot to put two spaces after each full stop,which looks like this(.) and each colon,which looks like this (:).Two spaces also go after question marks (?) and exclamation marks(!).

17. The person who typed this paragraph forgot to spell-check it afterwards – Shocking!  First make sure that your spell-checker is set to English (British) by selecting Tools – Language – Set Language.  Select English (UK) or English (British) and the click on Default then Yes.

This paragrap has not bein spell-checked.  It is importint to use a spellchecka to makesure that youir work looks professonal.  Peowple like to read work which is speled proply and this word processer can help yoou improve the accurasy of your work.

18. Use Format – Font to change the following words to the formats they are named as…

For example:
Bold




Italic




Underline

· Superscript

· Subscript

· All caps

· Engrave

· Outline

· Shadow
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