WORD 2007 Exercises

1. Click on this Word file and then answer the questions below.

2. Insert  a CONSERVATIVE style footer in the document.

3. Insert Dots Bottom Page numbers in the document.

4. Format page numbers to start at zero in the footer.

5. Set zoom to 75%.

6. Insert a manual page break at the bottom of the last page in document.

7. Set top and bottom margins of document to 1.25 inches.
8. Highlight title on page 1 in document and set border options for text to use a dotted line with a 3/4pt and box setting.

9. Insert  a table 3 columns wide by 3 rows high on page 1.

10. Type in 1st row 1st column the word CGS 3300.

11. Press tab and type in date.

12. Insert a new column to the right of column 3 and type in semester.

13. Select text in first row of table and italicize text.

14. Change the width of 2 and 3 columns simultaneously to 1 inch.

15.   Convert the text on page 3 to a table.
16. Display thumbnails pane.

17. On Page 3 beneath table insert clipart from all collections using search satellites.

18. Display Document Properties Panel and type in Author field your first name.

19.   Spell check document and make any necessary corrections.
20. Go to page 2 and change WORDART font size to 96.

21. Go to page 1 and center all the text.

22. Save your file as a WORD 97-2003 document and the file name should be your first name last name word.  Ex./ johnsmithword

