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Assignment - 3 (Word) 

(Due Date: (                  ) 

 

Name: ___________________________   Group: _____________________ 

 

I. Fill in the following blanks: 

Table Indent Justify Border WordArt 

Margin Shading Cell Clear Formatting Left 

 

1. __Indent__________ is a setting associated with how part of a paragraph is distanced from 

one or more margins.   

2. ___Margin_________ is the area of blank space between the text and the edge of the page. 

3. To remove all formatting from the selected text you can use the __Clear Formatting_ tool. 

4. ___Justify_______________ alignment spreads the text evenly between the left and right 

margins so that text begins at the left margin and ends uniformly at the right margin. 

5. The intersection of a row and a column is a _____Cell_____________. 

 

 State whether the following statements are (TRUE) or (FALSE):

1. Footer is the information that displays at the top of each document page.                 (False ) 

2. You can remove the header from the first page in the document, and keep it on  

other pages.                                                                                                                  (True ) 

3. You can insert new columns in a table, but not new rows.                                         (False ) 

4. The scroll bars allow you to enlarge or reduce the onscreen size of the document.   (False ) 

5. You can use Custom Margins to set a different value for each margin in a  

document.                                                                                                          (True )                                                                                                      
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III. Choose the correct answer for the following: 

1. Which of the following is a combination of typeface and type style? 

a. Shading 

b. Line Spacing 

c. Orientation 

d. Font 

 

2. To combine multiple cells into one cell use: 

a. Merge cells 

b. Split cells 

c. Row height 

d. Column width 

 

3. Which of the following is a grid of columns and rows that organizes data? 

a. Indent 

b. Header 

c. Picture 

d. Table 

 

4. If a word in a document was underlined with a red wavy line, that means: 

a. The word is misspelled 

b. A grammatical mistake exists 

c. The font size of this word is too large 

d. The word has been replaced with another word 

 

5. Which of the following can be used to select one word in a MS Word document? 

a. Double-click 

b. Triple-click 

c. Ctrl+A 

d. Ctrl 

 

6. The orientation options are: 

a. Portrait and Landscape. 

b. Top and Bottom 

c. Uppercase and Lowercase 

d. Bullets and Numbering 
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IV. Download the folder “Word Practical” from MyLabsPlus and solve the 

following questions: 

1- Upload the Word document “Turkish Coffee.docx” to your OneDrive account and open it to 

edit.  

2- Change the font of the first paragraph to Arial and its font size to 20 and the font color to 

blue. 

3- Apply bold and underline the title “TURKISH COFFEE”. 

4- Use the find tool to find the word “bean” then apply superscript on it. 

5- Highlight the title “TURKISH COFFEE” with yellow color. 

6- Create the following bulleted list at the end of the document: 

a. Flat White 

b. Cappuccino 

c. Americano 

7- Justify the alignment of the first paragraph. 

8- Apply 28pt spacing before the second paragraph. 

9- Apply 2 line spacing on the first paragraph. 

10- Apply 1” (2.54 cm) left indent (before) to the second paragraph. 

11- Replace all the occurrences of the word “became” with the text “turned into”.  

12- Insert a page break below the first paragraph. 

13- Insert any coffee picture at the end of the document. 

14- Insert page numbers at the right of the footer of the document except the first page. 

15- Insert a table at the end of the document with 3 rows and 2 columns as shown below, then 

answer the following questions: 

Producing Country Percentage of Export 

Brazil 7.5% 

Cameron 15.6% 

Colombia 36.3% 
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a- Insert a new column at the left of the table. 

b- Change the cell alignment of the table to right. 

c- Change the first row shading to any color you want. 

d- Delete the third row. 

16- Change the page orientation to Landscape. 

17- Change the top and left margins to 2” (5.08 cm). 

18- Check the spelling and correct the mistakes in the document. (Proper names can be ignored) 

19- Rename the document to Practical Assignment.docx. 

20- Download the Practical Assignment document to your Chrome Book.  

 


