Lab Assignment Word 2007 Assignment 1
1. Start Word and display a new blank document. If necessary, display formatting marks.
2. Set the top margin to 2 inches and set the left, right and bottom margins to 1 inch.

3. Type the heading Trademarks and Commercial Identifiers and press enter.

4. Select the text you just typed and then center the text.

5. Make sure the insertion point is in the paragraph below your heading.

6. Insert all text from the file w06H_Trademarks.docx
 located at S:\Courses\COMP\C156\Project Files\chapter_06_word.
7. Save the file in your Lab03 folder with the filename Trademarks_Firstname_Lastname.docx 
(using your name in the file name!)
8. Select all text and change paragraph spacing to single line and 6 point after.

9. Select all text and change the font to Bookman Old style and 12 point.
10. Change the 1st line heading (Trademarks…) to Cambria (not Calibri!). Bold and font size 16 pt.

11. Make sure that there are no blank lines at the end of the document!

12. Open footer and add the file name field press enter. On a second line in the footer insert the date field (do not enter file name and date, use quick parts!). 
13. Format the date field in “14-June-09” layout (short but clear unlike 02/20/09). Close footer
14. In the header type the text GHS Law Partners and center the text in the header. Format the header text as Arial Black and 28 pt. close the header.

15. On page 1 select the three paragraphs beginning with “Entering the mark…” and ending with the paragraph “Using the mark…” Change the three paragraphs to a bullet list.
16. Further down the page select the 4 paragraphs starting with Xerox for copiers and change them to a numbered list. Increase the indent of the numbered list once.

17. Change the format of the numbered list to upper case roman numerals. 

18. Move the 4th item on numbered list (Jacuzzi for hot tub) up to become the first item on the list.

19. Place insertion point at the end of the 1st paragraph on page 2 (after …danger of becoming generic.)

20. Insert a footnote using the text If infringements or disputes arise, we will handle all details.
21. Go to the beginning of the document, use find and replace to change all occurrences of  the word “allow” to the word “enable”
22. Go to the end of the document, insert a new blank paragraph.

23. Search clip art using the word “law” and select any clip art object you like. 

24. Insert the clip art object at the end of the document, right align the object and change the height to2 inches (maintain aspect ratio).

25. Run spell check and correct the three spelling errors. 

26. Use print preview to confirm page layout (should be two pages only!)
27. Save the file, close word.

Submit the assignment by email.

1.  The subject line is Lab 03 Section  number First name Last name
(confirm the correct and section number if you are not sure!)

2. In the email message list at least 5 things you learned in MS-Word this week.

3. Optional -If there is anything covered that you believe needs additional explanation, please specify with at least one item as a second list. 

4. Attach the Trademarks_Firstname_Lastname.docx file for marking.
Assignment is due before the end of your lab period unless you have made other arrangements with me.

