Word Project 1 - Lab Test A

Modifying an Announcement

Purpose: To demonstrate the ability to modify an announcement by formatting, importing, and scaling a graphic from clip art, spell checking, saving, and printing.

Problem: You are the assistant director of Alumni Relations for Shady Valley College. The Alumni Relations Director has asked you to use your word processing skills to modify an existing document to promote an upcoming tour of Europe by members of the Alumni Association.

Instructions: After starting Word, open the file Word Project 1 - Lab Test A – Data from a location provided by your instructor. Use the guidelines listed below to modify the announcement shown in Figure W1A-1, which was used for an earlier Eastern Europe Tour. You are to format the file by making the changes listed below so it appears as shown in Figure W1A-2.

Perform the following tasks:

1.
Open the file Word Project 1 - Lab Test A - Data from a location provided by your instructor. Save the announcement with the file name, Lab Test A – Word Project 1.
2.
Make sure the first title line is left-aligned, bold, and italicized. Change its font to Arial and its font size to 28.

3.
Right-align the second title line, bold it, change its font to Arial, and change its font size to 18.

4.
Insert an air travel graphic below the second title line similar to the one shown in Figure W1A-2. Select and center the picture. Using the sizing handle, resize the picture until it is approximately the size shown in Figure W1A-2.
5.
Change the font size of the first four paragraphs under the graphic to 14.
6.
Center the words, Call 555-8900 for more information. Change the font to Arial and bold.

7.
Bold, underline, and center the registration form title, which contains the words, European Tour Reservation Form.

8.
Bold and underline the words, SVC Alumni Association, in the registration form.
9.
Modify the document by making the following changes:


a.
In the first paragraph under the graphic, change the departure date from 
June 22, 2002 to June 18, 2005.


b.
In the first paragraph under the graphic, change Spain to England.


c.
In the third paragraph under the graphic, change the deposit from $250 to $300. On the line before the address of the SVU Alumni Office, change the amount from $250 to $300.


d.
In the fourth paragraph under the graphic, change the deadline date from June 3 
to June 1.

10. 
Check the spelling of the announcement.

11. 
At the bottom of the document, type your name and course identification separated by a comma beneath the address.

12. 
Save the changes you have made to the announcement .
13. 
Print the announcement.

European Tour…

…Shady Valley College Alumni Association
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On Saturday, June 18, 2005, the Shady Valley College Alumni Association will leave International Airport for a tour of Europe visiting France, England, and Italy.

The tour is limited to 74 alumni and their guests.

Your deposit of $300 per person guarantees your ticket to the adventure of a lifetime! The final cost will be $1,100 per person and includes two meals a day plus hotel accommodations.

Deadline for reservations is June 1.
Call 555-8900 for more information.

European Tour Reservation Form

Name (please print) _________________________________________

Guest’s Name (one guest per alumnus) ____________________________

Address __________________________________________________

City ______________________ State __   Zip Code ___________

Telephone _____________________
Make checks payable to: SVC Alumni Association
Mail this coupon and your $300/per person check to:


SVC Alumni Office


1234 Redline Lane


Green Acres, IN  46302

Hayley Erickson, 600227
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