08 Computer Applications
M2A: Using Word Processing in Desktop Publishing (7)-Ex3




M2A: Using Word Processing in Desktop Publishing (7)

Exercise 3

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

After you have finished the exercise, mail the files to whlau@clsmss.edu.hk.  The subject of the email should be “[08CA] M2A Ex3”.  Type your name, class and class number in the email.

Part A

1. Open the file Q1.doc,
a) At the beginning of the document, add the following title:

	FreeBSD The Power to Serve
Microsoft Windows Server




i. The words “FreeBSD The Power to Serve” are in Arial, or size 20pt.

ii. The word “FreeBSD” is set bold, and in red color.

iii. The words “The Power to Serve” are set as superscript and italic.

iv. The words “Microsoft Windows Server” are set strikethrough (a line cross them).

v. The lines are centered.

vi. A blank line is inserted between the title and the 1st paragraph.

b) Interchange the 2nd and 3rd paragraph.

c) Copy the format of the 4th paragraph to the 5th and 6th paragraphs.

d) Insert the symbol “(” at the end of each of the paragraphs 1 – 6.

e) Justify the paragraphs 1 – 6.

f) Set 1.5 line spacing to the 1st paragraph.

g) Set 2cm indentation on both left hand side and right hand side of the 1st paragraph.

h) Change paragraphs 2 – 6 to two equal columns, with a separation line in between.

i) Set all the lines after “Applications” to be bulleted list, using any bullet.

2. Open the file Q2.doc,

a) Set the paper size to be “A5”, and paper orientation to be “Landscape”.
b) Change the page margins (top, bottom, left and right) to be 2cm.

c) Insert page break at the beginning of the 3rd paragraph.

d) Add “http://www.creativecommons.org/” in the header, and center it.

e) Add page number and total number of page in the footer, and align it to right.  They should be in the format “P.N/M”, where N is the page number, and M is the total number of pages.

f) Add a page border to the first page.

g) Insert the image cc_logo.png at the beginning of the document.

i. The image should be inline with text and centered.

ii. The image size should be 150% of its original.

h) Add the following table in the third page.

	Creative Common License

	Choosing a License

	Attribution
	Noncommercial
	No Derivative Works
	Share Alike


3. Open the file Q3.doc,

a) Apply a spelling check to the document, and replace the misspelled words, except those starting with a capital letter, with the first suggestion given by the word processing software.

b) Replace all “Microsoft” with “Micro$oft” in bold and italic.

Part B

You are the editor of the Astronomy Club in the Hong Kong Secondary School.  The Astronomy Club is about to publish a newsletter, called “Astronomy Monthly” (天文月報), for the schoolmates.  Articles and images have been collected from the writers.  After discussing with the publishing officer of the club, the layout is decided.  Your job is to compose the newsletter by adding the articles and images into a document, and add suitable decoration to it.

You must follow the layout as stated in the appendix.  Adjust font size, margins, etc., so the text can fit into the specified area.  You are encouraged to add extra decoration, and marks will also be given to creativity of the design of the newsletter.
The document should be named “Newsletter.doc”.

Appendix I: Layout of the newsletter
Paper size: A4




Appendix II: Other Information

1. The information of the club is as follow:

Name of the club:
HKSS Astronomy Club

Email address:
astronomy@hkss.edu.hk
Web site:
http://www.hkss.edu.hk/~astronomy
2. Newton’s Law of Gravitation:
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3. Comparison Table of Planets in Solar System

	  
	Distance from Sun (km)
	Diameter

(km)
	Time for one turn around the Sun
	Time for one rotation

	Sun
	  
	1 392 700  
	
	25 days

	Mercury
	57 900 000  
	4840  
	88 days
	59 days

	Venus
	108 000 000  
	12 200  
	225 days
	243 days

	Earth
	150 000 000  
	12 757  
	365.25 days
	24 hours

	Mars
	228 000 000  
	6 787  
	687 days
	24.5 hours

	Jupiter
	778 000 000  
	142 870  
	12 years
	9.83 hours

	Saturn
	1 427 000 000  
	120 670  
	29.5 years
	10.25 hours

	Uranus
	2 870 000 000  
	51 000  
	84 years
	16 hours

	Neptune
	4 496 000 000  
	49 200  
	164 years
	16.05 hours

	Pluto
	5 946 000 000  
	2 290
	249 years
	152 hours


4. The Astronomy Club is going to organize the following activities:

a) “Astronomy Book Fair”

Date: 10-23/2/2004

Venue: Covered Playground

Description: Books for astronomy will be sold at discounted prices.

b) “Astronomy Quiz”

Date: 27/4/2004

Venue: School Hall

Description: It is an inter-house competition.  All students are welcome to watch.

c) “Watching Meteor Shower - Leonids”

Date: 17-18/11/2004

Venue: Lan Tau Camp

Price: $200 (including meals)

Description: One of the most wonderful meteor shower - Leonids will occur again this year.
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Footer (every page):


Name of newsletter & page number





Astronomy Club activities


(See Appendix II)





Title image of the “Mars Odyssey”


(mars_odyssey.jpg)





Introduction of “Mars Odyssey”


(Mars Odyssey.doc)
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Title of this page:


“Astronomy Activites”








A comparison table of planets in solar system


(See Appendix II)





Chinese article “我們的太陽系”


(Our Solar System.doc)





The direction of text should be vertical.
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Footer (every page):


Name of newsletter & page number





Footer (every page):


Name of newsletter & page number





Put the images of the planets here


(mars.jpg, jupiter.jpg, saturn.jpg, uranus.jpg, neptune.jpg, pluto.jpg)





Labels of planet names should be added to the images





Title of this page:


“Beautiful Planets”
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Footer (every page):


Name of newsletter & page number





The equation for the Newton’s Law of Gravitation


(See Appendix II)





Listing of titles here.


(with page number)





Article “Gravitational Force”.


(Gravitational Force.doc)





Image of Newton (newton.gif)





Information of the Club


(See Appendix II)
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WordArt of the name of the newsletter.


(Both Chinese and English)
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