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12 March 2005, SFU Harbour Centre

Here’s what I’d like you to try. First, open the sample document:

1. Double-click My Computer

2. Double-click the CD drive (usually E:)

3. Open the folder called “files” on the CD

4. Double-click Sample_Document.doc

5. Choose File > Save As and save a copy on your computer’s desktop (or another place you can find it) so you can work with it.

Don’t worry if you don’t know how to do all the tasks. You can skip some, or try to figure it out, or ask for help. But try the ones you do know how to do first, since you can attempt most of them out of order. You probably won’t have time for everything—see how much you can get to.

You have 60 minutes, and there are 15 items to attack. Go!

Basic display and cleanup

1. Turn on Paragraph Markers (and more invisibles if you want) from the Standard toolbar.

2. Make sure no next is Normal. Choose Edit > Select All, then change to Body Text (or whatever else you prefer—set up your own style if you like).

3. Search and replace single quotes (’), double quotes (”), and double dashes (--) with their proper equivalents.

4. Search and replace double spaces with single spaces. Do it a few times to make sure you get them all.

5. Search and replace spaces after the end of paragraphs. (Hint: Use the Advanced arrow in the Replace box, and try the Special drop-down menu to look for a Paragraph mark followed by a space.) Again, try it a few times until there are none left.

6. Get rid of anything else that shouldn’t be there, such as extra blank paragraphs at the end.

Formatting

7. Create headings. Make sure you use styles, and use several levels of headings.

8. Create some bulleted and numbered lists. Get fancy: make some sub-lists of your lists, and even sub–sub-lists if you want.

9. Add some page and section breaks. Maybe create some columns in one section if you’re feeling adventurous.

Adding new items

10. Make footers and headers, and give them automated page numbers. Bonus points if you can include the number of pages (“page 2 of 4”), document title, and date in each footer or header—and if they can change automatically when you add pages or change the document title and date at the beginning.

11. Put in a table or two. Try changing the table formatting, or applying different styles to the table cell text.

12. Insert some pictures and other graphics from the files included on your CD (or elsewhere, such as a website—but avoid Word’s clip art). See if you can get some of them to wrap differently, to go into your tables, to have captions, to appear behind or in front of text, to have boxes around them, to include captions, or anything else you can think of. It need not be pretty.

Automated fields etc.

13. Make some cross-references between parts of the document (Insert > Cross Reference). Try making them note the page number, or the text you’re referencing, or something else.

14. Create an automated table of contents.

15. Maybe try some actual editing: checking spelling, style, grammar, syntax, and punctuation; moving paragraphs around; breaking long chunks of text into smaller ones; and so on.

Once you’ve done what you can, look at the document in different views (at the top of the View menu) to see how they display it.

Okay, you’re done!
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