Oh Canada Directions

Computer Applications

1. Insert a header with your name right aligned and a footer with the page number centered.

2. Set it so that the header and footer will not show on the first page.

3. Change the Canada title to center alignment and some type of WordArt.

4. Change the Introduction heading to 18 point Tahoma font, italicized, and underlined.  Use format painter to apply these changes to the Government, Culture, Sports, and Conclusion headings as well.

5. Use the format painter to make the Works Cited heading size 20 with a strikethrough.

6. Change the line spacing in the works cited to 1.5.

7. Apply a .5 inch hanging indent to the two sources on the works cited page.

8. Apply a .5 first line indent to the introduction paragraph.

9. In the sports section, apply bullets to the list of sports.

10. Change the three sections (Government, Culture, Sports) to two columns.

11. Justify the paragraphs of those three sections.

12. Change the right and left margins to 1 inch.

13. Move the Government section after the Culture section.

14. On a blank line after the Works Cited section, insert a center tab at 2 inches and a right tab at 3.5 inches with a #2 leader.   Hit tab once and type “Canada”, hit tab again and type “OK”  Hit enter once to move to the next line, hit tab again and type “America”, hit tab again and type “Incredible”

15. Insert a clipart picture of Hockey and move it into the Sports section.

16. Use Find/Replace to replace all whole word instances of “polar bears” with “wild muskrats” in 16 point Courier New font.

17. Spell check the document.

18. Save the document in your folder on the desktop and drag a copy into the dropbox.

