Word Practice Exam





Type in the following text (between two borders):





Apartments for rent in Brookline





Studio Clev. Circle, ww, kitchenette: $600


1br Coolidge Corner, hwd floors, eik, d&d: $850


3br Brookline Village, modern, central a/c:$1400





Call Green Realty at 277-5675





Save this document as practice.doc. Switch to Normal View if you are not already there. Make sure that Show/Hide q button is pressed.


Change the top margin of this document to 2 inch.


Center and bold the 1st line (“Apartments...”). Make it size 18 in font Britannic Bold.


Put 1½ pt double-line box around this paragraph. Change left indent (together with 1st line indent) and right indent to 0.75 inch. Recall that indents are counted from the corresponding margins. Make the shading pattern Lt Up Diagonal.


For the 2nd paragraph (“Studio...”) insert extra 12 pt before this paragraph.


Copy the 3rd paragraph (“1br...”) on a Clipboard and paste it after the 4th paragraph. Replace the text “hwd floors, eik, d&d: 850$” with “ww, porch, parking space:900$”.


Now number the paragraphs 2 to 5 (“Studio..; 1br..; 3br..; 1br..”) using 1), 2) numbering format.


For the same four paragraphs insert a right-aligning tab stop at 5 inch. Bring the prices of the apartments to that tab stop.


Select words “Green Realty” and make them in Small Caps.


Insert a footnote after the words “3br Brookline village, modern” and enter the text: “has d&d and built-in microwave” in the footnote window. Close the footnote window and return to the document window.


Create a header for your document where insert your last name centered and today’s date right-aligned.


Insert 3 blank lines between “4)...” paragraph and ‘Call” paragraph.  In the 2nd blank line type in the table title: “Itemized Apartment Costs”. Center an bold this line.


For the blank line after the table title set up 5 left-aligning tabs at 1, 2, 3, 4, 5 inch.  Place each of the following words at each tab stop: Costs, 1), 2), 3), 4).


Start a new line. Place each of the following words at each tab stop: Basic, 600, 850, 1400, 900.


Start a new line. Place each of the following words at each tab stop: Utils, 35, 0, 60, 0.


Start a new line. Place each of the following words at each tab stop: Parking:, 70, 70, 70, 0.


Put a ¾pt border under the first row of the table (Costs..1)..2)..3)..4) ) and bold this row..





Now you are done! Go to Print Preview to check that your footnote and header are OK. Save your file again. The result should look like the example on the back of this page.





�
Apartments for rent in Brookline





Studio Clev. Circle, ww, kitchenette: 	$600


1br Coolidge Corner, hwd floors, eik, d&d: 	$850


3br Brookline Village, modern�, central a/c:	$1400


1br Coolidge Corner, ww, porch, parking space: 	$900





Itemized Apartment Costs


	Costs	1)	2)	3)	4)


	Basic	600	850	1400	900


	Utils	35	0	60	0


	Parking	70	70	70	0





Call Green Realty at 277-5675








� Has d&d and built-in microwave
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