
                    Exercise on Word Processing (Microsoft Word 2000)

Complete the following task:

Retrieve document “Ex1File”from the data disk. 

a) Replace every “snake” / “Snake” by “boa constrictor”

b) Replace every “they” by “they”.

c) Delete all the words “abc”.

d) How many words “the” in the document?

e) Try to rearrange the paragraphs by moving the third paragraph to the second.

f) Duplicate the first paragraph and put it at the end of the document.

The final document should be like this:

I read a book last Sunday, it was a story about a little boy and the little prince. 

Once when I was six years old I saw a magnificent picture in a book, called True Stories from Nature, about the primeval forest. It was a picture of a boa constrictor in the act of swallowing an animal. Here is a copy of the drawing.

In the book it said: ”Boa constrictor swallow they prey whole, without chewing it. After that they are not able to move, and they sleep through the six months that they need for digestion.”

I read a book last Sunday, it was a story about a little boy and the little prince.
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