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WORD PROCESSING – TASK T11 

TASK 1

1) Log in to your machine if you have not yet done so.

2) Load a word processing application.

3) Enter the following text as left aligned in Times New Roman font.
THE AZTECS

The Aztecs were an Indian community that lived on the plains of Mexico from the 11th Century to the beginning of the 16th.  The Aztec community was one of the most magnificent in the whole of Central American history although it was not created by the Aztecs themselves.  They simply took over and organised what others had already created.

In 1324 the Aztecs settled in an island village called Tenochtitlan, which later grew up into a large town.  The Aztec community constructed many beautiful palaces and pyramid shaped temples for the worship of their numerous gods, to whom they offered human sacrifice.  They also developed a surprising knowledge of mathematics and astronomy.

Fortunately, not everything belonging to the Aztec community has disappeared.  It is still possible to find many examples of their culture in Mexico today.  Apart from ornaments and trinkets, there are many well preserved architectural remains.
The days of their greatest glory were also their last.  In 1519 Hernando Cortez, a Spanish explorer, landed in Mexico, marched to Tenochtitlan and took the Aztec king Montezuma prisoner.  Two years later he finally defeated the Aztecs and destroyed their city.
4) Enter your name, centre number (21253) and today’s date in the footer area.
5) Save your document with the filename community.

6) Print a copy of your work. 

TASK 2

For this task you can use cut and paste to move text around in the document.  Take care with capital letters and punctuation.  Before you make print outs check that the text of your work is neat and makes sense.
7) In the second paragraph, insert a paragraph break and clear line space after the words ……. later grew up into a large town. 

8) Add this sentence: 

Mexico City is built on the same spot.
… to the end of the paragraph that ends with large town.

9) In the second sentence of third paragraph, delete the words:  

and astronomy
10) Move the final paragraph that begins…The days of their greatest…so that it becomes the fourth paragraph of the document.

11) Change the words an Indian to a Native-American
12) The word…community…appears four times.  Replace the word community with the word civilisation.  To save time use the automated replace feature. 
13) Save your document with the new filename indian
14) Print one copy.

TASK 3

15) Format the title of the document to bold and central alignment.

16) Change the left and right page margins to 2.0 cm.

17) Reformat the first paragraph only to have fully justified margins and double line spacing.  The remainder of the document should be in single-line spacing and left aligned.

18) Change the font of the whole document to Arial- except the title - 
19) Change the font size of the heading to 18pt and the font size for the remainder of the document to 14pt.

20) Use quick save to update your saved work

21) Print one copy.

22) Ensure a copy of the document is stored on disk and log out of  the system.
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