Classroom Exercise (5a)




 Teacher: Rachel Abraham
1. Download the files Italian and Pizza Amore from your CSN email and Save them into your Word Processing folder in your T: Drive.
2. Open Italian from your T: Drive.
3. Insert a header (centre-aligned) to say: Best Italian for miles around!
4. Change page margins to ‘Wide’.

5. Centre the text from ‘Pizza the Action’ to ‘021 – 4398966’.

6. Put a 3pt paragraph border, Colour: green (of your choice) around the text Opening Hours to 021 – 4398966.
7. Also apply green (of your choice) background shading, here.
8. Insert the picture Pizza Amore into the white space below the paragraph border. 
9. Resize the picture to 7cms high.
10. With the image selected, use the the ‘Position’ feature to align the picture as follows: ‘Middle Center with Square Text Wrapping’.
11. Click-hold & push the picture down to allow space between it and the paragraph box. Note: use the green guidelines to keep it centred as you do so. 
12. Insert a Page Break directly below the picture.

13. On the second page add the following text to the document (Calibri 12pts) setting leader dots with right-aligned tabs at 9cms.
Menu

Starters

Garlic Bread
€4.00

Caesar Salad
€5.00

Greek Salad
€5.00

Garlic Mushrooms
€5.00

Pasta

Tortellini Creamy Dish
€9.00

Ravioli Spicy Dish
€9.00

Spaghetti Bolognese
€10.00

Pizza

Four Cheese Pizza
€11.00

Classic Pepperoni
€12.00

Hawaiian
€11.00

Volcano
€12.00
14. Apply the text style Title to the word Menu.
15. Apply the text style ‘Intense Reference’ to ‘Starters’, ‘Pasta’ and ‘Pizza’.
16. Change line-spacing in the document for text below menu, to 1.5 spacing. 
17. Change the font for all text below the title Menu, to Arial.

18. Using Find and Replace, change Dish to Pasta.
19. Insert a page border on both pages (Apply a 1½ pt, triple line style, Colour: Green – of your choice).

20. Insert a footer ‘Blank: Three columns’ with your name (Left-aligned), class group (right-aligned) and page number (centre-aligned) in the footer. 
Note: Reposition the footer if it overlaps with the page border.
21. Print TWO copies of Page 1 only of your document.

22. Save As Pizza the Action in your Word Processing folder on your T: Drive.
23. Now Save it As a pdf file of the same name in the same place.
24. Close the document and Exit Word.

25. Go to the Word Processing folder and rename the pdf file Pizza Menu Final.

26. Take a screenshot to show the Pizza the Action Word document and the Pizza Menu Final pdf in your T: Drive.

27. Open a new Word document and paste in your screenshot into it. Crop and enlarge the image, so only the requested section is in view.
28. Save this as a Word document in your Word Processing folder and call it Italian Screenshot.

29. Create a new folder called Italian.

30. Move Pizza the Action, Pizza Menu Final and Screenshot into the Italian folder.

31. Show your work to your teacher.

32. IF your lesson is, close any Word documents, Sign Out and leave the classroom; otherwise, ask for the next exercise.
PAGE  
2

