Follow the steps below and make changes as requested.

Step 1: Login the computer 

Step 2: Open Microsoft Word 

Step 3: Retrieve document “Ex5File”

Your file looks like this

[image: image1.wmf]
Step 4: Add a page number on the right hand bottom of that page. 

Step 5: Add a header with the words “My dairy”. (header ) 2, (correct words) 2
Step 6: Set the line spacing of the article from single line to 1.5 times. (change spacing) 2, (correct spacing) 2
Step 7: Replace all “you” by “we”. 

(replaced) 2, (correct spelling) 2
2@Step 8: Try to rearrange the paragraphs by moving the second paragraph to the first. 

Step 9: Now, align the paragraphs in centred-justification. 

Step 10: Change the document as shown below: 


A Happy Day





Then, you went to see An An and Jia Jai in the Giant Panda Habitat. You also explore the Dinosaur Discovery Trail in lowland gardens.





You went to Ocean Park with Happy, Busy and Easy last Sunday. In adventure land, you rode on the flying swing and Ferris wheel. You also tried out the latest roller coaster and that was fun. Here’s a picture you took.














A Happy Day


(Underline) 4,(color) 4, (size 20) 4, (right justified) 4,(bold) 4,(Time new romans) 4


We went to Ocean Park with Happy, Busy and Easy last Sunday. In adventure land, we rode on the flying swing and Ferris wheel. We also tried out the latest roller coaster and that was fun. Here’s a picture we took. (italics) 4, (insert picture) 4, (correct position) 4
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Then, we went to see An An and Jia Jai in the Giant Panda Habitat. We also explore the Dinosaur Discovery Trail in lowland gardens.

















Size : 20


Alignment : Right Justified


Colour: Blue





Underline





Italics





Bold





Insert any picture from clipart and place it as shown.





Change the font of the last paragraph to


Time New Roman.
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