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Al Noor International School

Computer Worksheet 2
Name: _________________________   Grade 6 Div ____

Based on Chapter 3 Formatting Paragraphs in Word, the following practice should be done using Microsoft Word and print the result of the document in an A4 size paper. The clues are given in the brackets.
1. Open Microsoft Word (Start(Programs(MS Word)
2. Create a new document.(File( New(Blank Document)
3. Type the following document 

Internet in Education

Many educational resources already are available through the Web. Libraries are adding their catalogs and universities are posting information about degree programs. You can find research documents containing information about almost any subject. Before long, traveling to a library to find this information will become a nearly obsolete venture. Instead, students will be able to find information they need without leaving their desks.

The possibilities for education on the Web are amazing.  Many college and university classes presently create Web pages for semester class projects. Research papers on many different topics are also available. Even elementary school students are using the Web to access information and pass along news to other students. Exchange students can communicate with their classmates-to-be long before they actually arrive at their new school. It won’t be long before students will be able to take language classes that are actually taught in the country where the language is spoken.

4. Save it as ‘Internet in Education.’ (File(Save(type the file name(Click Save)

5. Change the title of the document ‘Internet in Education’ to size 18 and font Arial, any font color and is centre aligned. (Select the title(format(font(Change the font name, size and color of your choice, Click OK) (Format(Paragraph( Indents and Spacing tab   (Alignment:  Centered, Click OK)
6. Set the top, bottom, left and right margin to 1” (File(Page Setup(Change the margin size to 1”(Click OK)
7. Set the page orientation to Landscape (File(Page Setup(Margins tab(Select the Orientation as Landscape)
8. Set the line spacing of the first paragraph to 1.5 spaces (Select the first paragraph(Format(Paragraph(Select 1.5 lines from the line spacing drop-down list)
9. Set the alignment of the second paragraph justified.(Select the second paragraph(format(Alignment: Justified(Click OK)
10. Save the document as Worksheet2 and print it. (File(Save As(Type the filename as Worksheet2(Click Save) (File(Print)
