Instructor: Joe DiGironimo



Winter  2009 Term

GE-400 Word Test Directions: (continued)


GE-400 Word Test Directions:

READ ALL THE DIRECTIONS COMPLETELY BEFORE YOU BEGIN THIS TEST.

When you have completed the test, email the files back to your instructor.

1. You will be revising the Word document present2.doc. 
2. Save present2.doc as you work as a new Word document entitled “(Your Name) GE400 Word Test.”

3. Adjust the page margins to left 1.75", right 1.5", top and bottom 1.75"

4. Check the spelling and grammar. Correct the document as appropriate.

5. Format the title that is now, “The Present” as follows:

a. Change it to be “Consider the Present.”

b. Make the font Century Gothic (or a Sans Serif typeface), bold, 24 pts.

c.  Right align the paragraph.

d. Make the space after the paragraph 12 pts.

6. Move the yellow highlighted sentences near the end of the essay to immediately following the green highlighted sentence in the first paragraph.

a. When you complete this move the first paragraph should be, "Imagine there is a bank that credits your account each morning with $86,400. It carries over no balance from day to day.  Every evening the bank deletes whatever part of the balance you failed to use during the day. What would you do?  Draw out every cent of course!!!! Each of us has such a bank; its name is TIME.  Every morning, it credits you with 86,400 seconds.  Every night it writes off, as lost, whatever of this you have failed to invest to good purpose. It carries over no balance.  It allows no overdraft.  Each day it opens a new account for you.  Each night it burns the remains of the day.  If you fail to use the day's deposits, the loss is yours."
b. Remove the yellow and green highlighting from all these sentences.

7. Move the turquoise highlighted text to be the paragraph immediately preceding the red highlighted paragraphs.

a. Remove the turquoise highlighting, but don't yet remove the red highlighting.

8. Apply the Paragraph style "Normal" to all the paragraphs in the body of the essay. Make sure you apply this style to all paragraphs, except the last four paragraphs, highlighted in red. I call those summation paragraphs.

9. Apply the Character style “Strong” or “Emphasis” to all the words that are all-capitals. They are words like ONE YEAR and ONE MONTH.

10. Apply the Paragraph style "List" or “Heading 4” or “Block Text” to the last four paragraphs. 

a. Note: The last four paragraphs in the essay, are all only one line each. 

b. They are the last four paragraphs in the essay, highlighted in red.

c. After you have applied the style, remove the red highlighting from these paragraphs.

11. You will be creating headers and footers:

a. Set the first page’s headers and footers different from subsequent pages. 

b. Ensure the first page header includes only today’s date.

c. Except on the first page, make the header on all the pages to be “Consider the Present (continued)”

d. The footer on all pages including the first page footer is to be like the following (including the border line): 

4:07 PM
Page 1
3/17/2009
Student Name: <Your Name Goes Here>
e. Insert the page numbers in all footers so they update automatically. 

f. Insert the time and date in all footers so they update automatically. 

	
	
	
	How Many Seconds?

	Year
	365
	Days
	Create a formula that multiples B2 times D5

	Month
	30
	Days
	Copy the above formula here (HINT: use absolute addresses)

	Week
	7
	Days
	Copy the above formula here (HINT: use absolute addresses)

	Day
	24
	Hours
	Create a formula that multiples B5 times D6

	Hour
	60
	Minutes
	Create a formula that multiples B6 times D7

	Minute
	60
	Seconds
	Create a formula that multiples B7 times D8

	Second
	1
	Second
	1


12. Save your word file.

Open Excel

13. Create a table like the following. Include the text shown, using any font you like. Apply borders and shadings as shown in this table.

14. Create the formulas as described in the last column

15. Save the workbook as “(Your Name) GE400 Excel Test.”
16. Use your mouse to select the rows and columns of the table and paste it at the end of your word file 

17. Save a copy of your work on the local hard drive to avoid losing your work.

18. When you complete your test, email the saved files as attachments to director@culinaryarts.edu.

19. Take a well-deserved rest! <grin>
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