CIS 701               CRITICAL THINKING  EXERCISE  IN WORD            PROF.  AUCIELLO

Show me what you can do by ‘figuring out’ the following tasks:    Actually complete the tasks

	TURN ON THE  PICTURE   TOOLBAR


	

	SHOW THE   PARAGRAPH  MARK    


	

	SAVE  A DOCUMENT AS A WEB PAGE  (HTML)


	

	REPLACE   ALL   ‘AUTHOR’   WITH  ‘SHAKESPEARE’

GO TO ANY PAGE IN  THE DOCUMENT  BY KEYSTROKES.


	

	PROBLEM
	SOLUTION:   HOW  TO DO IT

	INSERT A LIGHT BULB  IMAGE FROM CLIPART AND COLOR ITS BACKGROUND  ANY COLOR!


	

	INSERT  PAGE NUMBERS  AT BOTTOM  CENTER


	

	INSERT  A WEB LINK       http://auciello.tripod.com

	

	INSERT  A MEDIA CLIP INTO  A DOCUMENT


	

	FAX  A DOCUMENT


	

	CREATE  A PAGE  BREAK


	

	CREATE  A COPYRIGHT SYMBOL 
	

	CREATE   THE FOLLOWING  SYMBOL  --   (

	

	CREATE   A   TEXT BOX --  WHAT IS A  TEXT BOX?


	

	CREATE    3  ROW  4 COL  TABLE WITH  A CONTEMPORY FORMAT


	

	INSERT ROWS INTO A TABLE


	

	CREATE RED TEXT  ON A YELLOW BACKGROUND, AND SAVE IT AS HTML,  AND OPEN THE FILE AS A LOCAL FILE USING NETSCAPE OR INTERNET EXPLORER.

PRINT  A RANGE OF PAGES,   SAY FROM 

2 TO 5.


	

	CREATE A  BLUE  BORDER  IN A TABLE.

CLUE:  RIGHT HAND MOUSE BUTTON.


	

	RUN  THE   SPELL CHECKER


	

	FIND   3 SYNONYMS FOR    ‘MAGNITUDE’


	

	COUNT THE NUMBER OF WORDS IN A DOCUMENT.
	

	VERTICAL
	

	MAKE TEXT GO  VERTICAL (ABOVE)


	

	CONVERT ALL WORDS TO LOWER CASE.


	

	ADJUST SETTINGS SO THAT THE 1ST LETTER OF EVERY SENTENCE IS  AUTOMATICALLY CAPITALIZED.
	

	
	

	
	

	
	

	CAN  WORD  ACCEPT INPUT FROM  A SCANNER?


	

	
	

	
	

	CAN YOU INSERT A  FILE INTO A DOCUMENT?   IF SO,  HOW?
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