Word Processing Practice

1. Find and open George Wash and save a copy to your H drive as First President.
2. Set left right top and bottom margins to .5”

3. Set line spacing to double space.

4. Add a footer that is left aligned with your first name.

5. Find the file To His Disappointment and copy the text to the end of the document First President

a. indent the paragraph you just copied so that all of it is 1 inch from the left margin.

6. Look at the table Washington Traits. Key it in to your document.


a. center it on the page


b. center the title in Bold 14 pt. and shade the row gray


c. center items in column 1.  Left align items in column 2


d. sort the table so that the numbers are in the correct order

7.  Open the file GW pic


a. put the picture in your document in the first paragraph of First President

b. resize the graphic to 1” by 1”


c. Make the text flow around the picture


d. flip the picture so George is facing the other way.

8.  Find all occurrences of the word he and replace with the word George.
9.  Add a new page to the end of the report.

10. Put a title on the report. Call it GW.  Center the title.

11. Make a header with your last name on the left and right-aligned page number on all pages.  Use automatic page numbering.
