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ALNOOR INTERNATIONAL SCHOOL

COMPUTER ACTIVITY SHEET- 2
Chapter -2 Enhancing your Documents  
Name:_______________________Grade 7 Div______
Read the instructions and answer the questions.

· All the questions have to be done using MS Word.
· Appropriate clues are given for each question. Follow the clues and do the exercises. 

1. Start Word by selecting Start > Programs > Microsoft Word
2. Create a word art “I am a good student”
    (CLUE: Select Insert > Picture > Word art. From the word art gallery choose word art style. Press OK. Enter the text .Press OK.)

3. Change the size of the inserted word art to 24 pts and font to Arial narrow. 
(CLUE: Click on the inserted word art. Word art toolbar will appear. Select “Edit Text”. Change the size and font.
4.  Change colour of word art to red. 
(CLUE: Right click on the word art> Format Word art. Change the colour and press OK.)
4. Insert a picture of  a computer, using clip art.

(CLUE: Select Insert > Picture > Clipart. The clip art task pane is displayed. In the search text box, enter “computer”. Select the desired picture. 
5. Re size the picture to enhance the look.

(CLUE: Click and drag on the sides or corner)

6. Save the file on your desktop. Print the document. 
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