Test on Word, Assignment 1

The following assignments refer to the document ‘New_Amsterdam.doc’. Which can be found on the homepage.

1. Set the left and right margins, for the whole document, to 1.25”.

2. Everywhere in the text, replace ‘NY’ with ‘New York’.
3. Format the first line as follows.
a. Center the line

b. Change the font to Arial

c. Change the font size to 20pt

4. Move the second paragraph, (the one that starts with ‘New Amsterdam’ and ends with ‘English incorporation’), right above the picture.

5. Format the paragraph directly below the picture in italics.
6. Format the line that reads ‘History’ in boldface and make the font size 14pt.
7. Format all the headings of the subsequent paragraphs (‘Early Settlement (1609-1625)’, ‘Fortification (1625)’, ‘1626-1673’ and ‘References’) in boldface.

8. Swap the two references at the end of the document.

9. Put the references in a numbered list.

10. Align the last line of the document to the right and format it in italic.

11. Create a Header for the whole document that contains your name, right aligned.

12. According to the text, by who was Verhulst replaced? (Hint: Search for the phrase ‘Verhulst was replaced by’.) 

13. Create a Footer for the whole document, that contains a page number in the center.

14. Insert a page break right before the reference section, such that the references start on a new page.

15. Run the spell checker and correct (or ignore) all spelling errors. (If you already did it, do it again.)
Test on Word, Assignment 2
The following assignments refer to the document ‘Alan Turing.doc’. Which can be found on the homepage.

1. Create a title page for the document as follows. On the second line of the document, insert a section break that starts the next section on a new page.
2. On the title page:

a. Vertically and Horizontally center ‘Alan Turing’.

b. Change the font to Arial, 20pt, boldface.
3. Format all the headings of the paragraphs in boldface.

4. Create a Header for the whole document that right aligns your name.

5. Create a Footer for section 2 only, that centers a page number.

6. Move the next-to-last paragraph (the one on ‘Childhood and Youth) such that it becomes the second paragraph.
7. Make the references (the last paragraph) appear on a new page and number them.

8. What is the title of Turings ‘momentous paper’?

9. What is the name of the University that Turing attended in 1937?

10. Get rid of all the wavy-red underlines.
