Exercise

Retrieve document “WordEx3”. Format the document with the following instructions. 

1. Increase indentation of the sender address.

2. Use Bold type for the word “Procedure:” and Underline it as well.

3. Using numbered list to show the steps of the procedure.

4. Set the line spacing of the content of the procedure to 1.5.

5. All paragraphs are justified except the line “Procedure:”and the signature.

6. Align the line “Procedure:” in centered justification.

7. Draw a line of length 3 cm, which is the second last line of the page.
The final document should look like this.

33 Enfield Court,

Enfield Road,

Twickenham,

Middlesex MY7 3PQ

1st  Decmember 2000

Mary Lam,

Glenross,

Edinburgh

Dear Madam,

My classmates and I are working on a project in making enamel decorations. However, we found that our method did not work. Therefore, we want to get some advise from you on our produce. Here is the procedure we have:

Procedures:

1. Work out the shape of the copper plate.

2. Gently clean both surfaces of the copper plate with silicon carbide paper.

3. Degrease and clean the plate by heating it with Bunsen flame and then drop it into sulphuric acid for 5 minutes.

4. Wash it in hot water and then dry it with a clean cloth.

5. Place it on a clean surface and brush a thin coat of adhesive on it.

6. Dust enamel powder onto the adhesive through a fine sieve or spread the powder with a stick.
Could you give me some suggestions on changes that we should make? Thank you for your attention and we are looking forward to hearing from you.

Yours sincerely,

Susan Kelly

