08 Computer Applications
M2A: Using Word Processing in Desktop Publishing (5)-Ex2




M2A: Using Word Processing in Desktop Publishing (5)

Exercise 2

Access the web page: http://www.clsmss.edu.hk/~whlau/08CA/ for the material files.

After you have finished the exercise, mail to whlau@clsmss.edu.hk.  The subject of the email should be “[08CA] M2A Ex2”.  Type your name, class and class number in the email.

Part A

Download the document PartA.doc.

1. Make the following amendments to the document: 
a) Adjust the page margins: top and bottom to be 2.5 cm, left and right to be 2 cm.
b) Set the positions of header and footer to be 1.25 cm from the edge.

c) Add the words “Agriculture, Fisheries and Conservation Department (AFCD)” in the header of the document.  Make it italics and centered.
d) Add the page number and the total number of the pages in the footer.  The format should be p.n(m), where n is the page number, and m is the total number of pages, e.g. “p.1(2)”.  The page number should be aligned right.
2. Modified the file as described below:
a) Change the first four paragraphs to two columns of equal width, with separation line between the columns.  The paragraphs should also be all-justified.
b) Insert the following heading with paragraph border at the beginning of the document, and center the heading .

Hoi Ha Wan Marine Park

海下灣海岸公園
c) Insert a line “Hoi Ha Wan Marine Park Warden Post” before the fifth paragraph, and make it aligned center and underlined.  Also, leave a blank line between the title and the fifth paragraph.
3. Download the “Marine Park Map” (file name: hkmp.jpg) and insert it between the title and the first paragraph.  The picture should be centered horizontally.  Also, draw a circle around the location of Hoi Ha Wan, set no color fill and adjust the width of the line to be 1.25pt.
4. Replace every “boundary” in the document by the word “border” in bold and italic style.  Look for the word “adjacent”, and replace it by a word with similar meaning as suggested by the word processing software.
5. Add the following table at the end of the document.
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Permits Required inside Marine Parks

	
	Description
	Fee

	1
	To moor or anchor a vessel
	$217 per year

	2
	To hawk
	$217 per year

	3
	To display sign, notice, poster, banner or advertisement
	$217 for each event

	4
	To barbecue or camp
	$217 for each event

	5
	To hold any public meeting, boating or other sporting competition
	$217 for each event



Finally the document should look like:


Part B

6. Create a blank document and set the following styles:

	Style Name
	Format Description

	Normal 
/ 內文
	Font = “Times New Roman”; Font size = 12; Line spacing = 1.2; Left indentation = 2 cm; Space before paragraph = 3 pt; Space after paragraph = 3 pt;

	Heading1 
/ 標題1
	Font = “Arial”; Bold; Font size = 20; Centered; Line spacing = 1.5; 

Space before paragraph = 12 pt; Space after paragraph = 12 pt;

	Heading2 
/ 標題2
	Font = “Arial”; Bold; Font size = 16; Left-aligned; Line spacing = 1;

Space before paragraph = 9 pt; Space after paragraph = 9 pt;

	Heading3 
/ 標題3
	Font = “Times New Roman”; Underlined; Font size = 4; Left-aligned; 

Line spacing = 1; Space before paragraph = 9 pt; Space after paragraph = 6 pt;


Save the file as the template with filename “PartB.dot”.
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