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Microsoft Word  
 


1. Download the Tribune.doc and then save the file as Tribune Test. 


   
2. Correct any spelling or grammar errors. Make sure the right correction is selected in    the 


Suggestions list box before you click Change. Please check for other errors, such as words 


spelled correctly, but are used out of context. 


 


 3. In the second to last sentence, replace "the BRT Advertising Office" with your name.  


 


4. Change the right margin to 1.5 inches and the left margin to 2 inches.  


 


5. Format the entire document to 12-point Times New Roman font.  


 


6. Format the four paragraphs below "Did you know?" as a bulleted list.  


 


7. Drag the third bullet (which begins "You can include…") up to make it the first bullet in the 


bulleted list.  


 


8. Format the first line of the document using a font, font size, and alignment of your choice. Use 


bold or italic for emphasis.  


 


9. Format the entire document using 1.5 line spacing.  


 


10. Save the document.  


 


11. Change the page orientation to landscape. Tribune Test Landscape (Use "Save As").    


 


12. Open the file Tribune Test. Save as Tribune Test 2.  


  
13. Insert a section break after the telephone number in the last paragraph of the document.  


 


14. Create a header for section 2 that aligns your name and the page number at the right margin. 


Close the Header and Footer toolbar and save your work.  


 


Create the table shown below:  


Column 1   Column 2                 Column 3 
Troubleshooting Option     Explanation  Cost  


Cable Checker     3 devices for each office, @225 a piece  $675.00  


Onsite Troubleshooting    40 hours of troubleshooting @ $120/hr  $4, 800.00  


Cable Tester    1 device to be shared among 3 offices  $1, 400.00  


 


15. Select the Heading row and Bold and Center the headings.  


 








16. Save the document as Tribune Test 3.  


 


17. Start Word, then open the MusicLetter.doc document, then save the document as Test 


Letter.doc.  
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