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	Task : “Working with Microsoft Word Document”

	1
	Create a folder on the Desktop and name it ‘Test’.

	2
	Open a WORD document and type in the following text:

First Generation: During the 1940’s the first generation computers used electronic components including vacuum tubes.

Second Generation: The introduction of low-cost and reliable transistors allowed the computer industry to develop at a tremendous rate during the late 1950s.

Third Generation: The development of integrated circuit (IC) technology in the mid 1960’s heralded the development of more powerful, reliable and compact computers.

Fourth Generation: This generation is typified by large scale integration (LSI) of circuits which allowed development of microprocessor, which in turn allowed the production of the micro-computer.

The Evolution of Computers



	3
	Highlight the title “The Evolution of Computers”, from the EDIT menu use the CUT and PASTE options to place the title BEFORE the first paragraph starting “First Generation: …”

	4
	Insert a blank line after the title “The Evolution of Computers”

	5
	Highlight the title, from the FORMAT menu choose the FONT option to change the format of the title to:
      -     Font: Comic Sans MS

· Font Style: Bold

· Font Size: 18

· Font Color: Red

	6
	Highlight the sub-titles namely: First Generation, Second Generation, Third Generation, and Fourth Generation; make them BOLD ITALIC and UNDERLINED.

	7
	Highlight the whole block of text starting “First Generation…” and ending with “…production of the micro-computer.” Go to FORMAT menu and choose the PARAGRAPH option and change the LINE SPACING to 1.5.

	8
	Highlight the whole block of text starting “First Generation…” and ending with “…production of the micro-computer.” Go to FORMAT menu and choose the BULLETS AND NUMBERING option to add bullets [one of your choice] to the block of text.

	9
	Save the document with the filename ‘WORD1’, in the folder that you created in step 1, that is folder ‘Test’.
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