Formatting Exercises-7th Grade
Word 2007

July 08
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The attached assignments will cover basic editing in word processing.  You will learn how to:

· Header and Footer – Typing your name, the hour and date as a Header

· Fonts – Font Type, Style, Size, Color, Effects

· Alignment – Center, Left, Right, Justified

· Vertical Alignment (Top to Bottom Centering)

· Spell Check

Directions:

1. Complete each assignment by following the directions.

2. Complete assignments in the order given.
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Save to your student number



4. Do not print until told to do so.
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Exercise 1-Underline and Effects

Directions:   Select the HOME tab at the top of the screen and change the font to Courier New and put the type size on 12.  Type each line below in the appropriate font style, underline or effect.  Each line will indicate the correct format.  Place a DS (Double space) in between each line that you type and TS (Triple space) in between each section.  There are three sections:  Font style, Underline and Effects.  


Select the INSERT tab and then click on the Header & Footer Group and click Header.  Type your name, the hour and date at the top of the page using a header.

UNDERLINE


Here is a single underline.

This is words only underline.

Here is double underline text.

This is dotted underline text.

This is a wave underline.

This is dot dot dash underline text.

17041 D New College Avenue
EFFECTS

This is superscript text.

This is shadowed text.

This is outline text.

This is embossed text.

This is engraved text.

This is text typed in small caps.

When finished, save as “Underline”

EXERCISE 2 Aligning Text
Directions:  Select the HOME tab and use the left, center, right and justify buttons on the formatting toolbar to complete the following steps.

Select the INSERT tab and then click on the Header & Footer Group and click Header.  Type your name, the hour and date at the top of the page using a header.

1. Center the following terms and type them with the formatting shown including capitalization.



OUTPUT DEVICES

Monitor

Printer

Speakers



2. Right align the following terms:

INPUT DEVICES

Keyboard

Mouse

Scanner

Voice Recognition Devices

Joysticks

Touch-screens


3. Left align the following terms:

STORAGE AND MEMORY

Hard Drive

Disk Drive (hard disk and floppy disk)

CD-ROM


4. The paragraph below should be justified.  The type size should be on 14.

When you use a computer to input and store a report for a class, you can have it say just what you want it to say and look exactly right.  It is amazing to see how quickly the lines can be fixed and the pages changed to make the job just right.

Save the document as-Aligning Text on your Student Number.


EXERCISE 3– VERTICAL ALIGNMENT

DEFINITION:  Vertical Alignment – Alignment of text in relation to the top and bottom of the document.


Directions:

1. Open a new document in MS Word

2. Vertically Center the page – Go to PAGE LAYOUT TAB and click on arrow in lower right hand corner to extend the Page Set Up Dialog Box.

3. Click on the LAYOUT TAB.  
4. In middle of Dialog box look for the PAGE section and VERTICAL ALIGNMENT click the down arrow and click CENTER and then CLICK OKAY. 
5. Click on the HOME tab and choose CENTER and type the title in all CAPS:  


TRAIN WHISTLE BLASTS AND WHAT THEY MEAN

6. Center the rest of your document by clicking on the “Center” toolbar button from the toolbar just like you did for the title.
7. Type the following lines (Keep the Center toolbar button on):

Two short, train starting to move

One long, approaching station

Two long, one short, one long, approaching street crossing

Three short, standing still, ready to back up

Three short, moving, stop at next station

Repeated short, warning to clear tracks

Four short, asks operator if track is clear

8. SPELL CHECK your document.  Click the REVIEW Tab and then click on the ABC Checkmark button.
9. PREVIEW your document by clicking on the Office Button, click the Right Arrow next to Print and then select Print Preview Make sure that your document is centered in the middle of the page top to bottom (VERTICAL CENTERING as shown above).

10. Save the document as TRAIN on your student number.

EXERCISE 4 - PRACTICE

Directions:

1. Open a new document in MS Word.

2. Type your name, hour and date as a Header.

3. Vertically Center your page just like you did in Exercise 3.

4. After Vertically Centering your page, click the HOME Tab and then click the CENTER button.
5. Change the font to Comic Sans, Size 16.

6. Type the invitation below.

7. SPELL CHECK your document

8. PRINT PREVIEW your document and make sure that it is vertically centered (In the center of the page from top to bottom).

9. Save the invitation as CLUB INVITE on your student number.
-----------------------------------------------------------------------------------------------------------

CALLING ALL HACKERS!

Don’t miss the next COMPUTER CLUB meeting

Guest Speaker:  Barry Mickelson

Topic:  Computer Viruses

Date:  October 16th
Time:  2:25 p.m.

Place:  Room 506

Don’t miss this exciting opportunity to

increase your awareness of computer viruses!

FORMATTING DOCUMENTS IN MS WORD





SAVE   (the first time)   �Click Office Button


   Save As


   Click the down arrow


   To select your Student NUMBER 


   Enter File name


   SAVE





SAVE  (after first time) 


Office Button  OR  Select “Disk” button on Quick Access �toolbar bar to Save





SPELL CHECK


Review Tab Click the ABC  Checkmark


�





HEADER/FOOTER – A “Header” is typing that is placed in the margin at the top of the page.  A “Footer” is typing that is placed in the margin at the bottom of the page.  Headers and Footers are often used for page numbers or footnotes.  To place a header or footer


Go to INSERT and select the Header & Footer Group.  Select HEADER > BLANK


Type your name, the hour and date at the top of the page in the header box.


Click Close








FONT CHANGE	Select the HOME tab and then select the arrow in the lower right hand corner �of the font group and then make changes from Font Dialog Box �OR  


Select the ▼ next to the font group and select desired font


Select the ▼ next to the font size and select the desired size








ALIGNING TEXT	Select the HOME tab and then locate Paragraph group.


Click on alignment tool from toolbar.


Align Left (Text at Left Margin)


Center Align (Text at Center of Page from left to right – Horizontal Centering)


Align Right (Text at Right Margin)


Justify (Left and Right Margins are even)





VERTICAL CENTERING





Page Layout Tab


Show Page Set up  Dialog Box


Click on the Layout Tab


Under Page Vertical Alignment click the down arrow and choose CENTER.





Formatting Tips to Remember





Do not change the color.





Save the document as underline  using your student number.








Underline type size 20





Type size 14





Bold


Type size 16





Type all on type size 10





Type size 22





Italics & type size 16








