
MS Word Exercise No 01 

 

1. Type the document given below in Microsoft Word.  The document contains five 
paragraphs.   

a. The first four paragraphs are aligned in the way described within the 
paragraph.  The spacing before each of these four paragraphs is 10 
points. 

b. The last paragraph is indented from the left edge by 0.5” and contains a 
hanging indent of a further 0.5”.  The line spacing is exactly 20 points. 



2. Type the following document in Microsoft Word. 

a. It should contain a black border of 1.5 points around the invitation. 

b. The background of the invitation should be gray. 

c. The heading should be in size 36 of the ‘Monotype Corsiva’ font and 
should be in blue. 

d. The ‘Computer Society of the Faculty of Science’ should be in size 22 of 
the ‘Comic Sans MS’ font and should be in a dull green.  The ‘Computer 
Society of Sri Lanka’ should be in the same font and colour but of size 20. 

e. The ‘PROGRAMMING IN .NET’ should be in size 24 of the ‘Comic Sans 
MS’ font and it should be in red. 

f. The ‘Date’, ‘Time’ and ‘Venue’ should be in size 14 of the ‘Arial’ font and 
they should be italicized. 

g. The rest of the document should be in size 12 of the ‘Arial’ font. 

h. The ‘th’ after the date should be superscripted. 

i. The picture showing the .NET part should be created in Paint. 

j. It should be inserted into the document as a picture and should be sent 
behind the text. 



 

3. Use the find and replace feature in Microsoft Word to find the word 5.00 PM in 
and replace it with 4.30 PM. 

 

 

 

 

 

 

 



4. Type the following document in Microsoft Word. 

a. The boldfacing, underlining, italicizing and the size of the text should be 
similar to the once in the given document. 

b. The uses of computers should be listed using an outlined numbered list.  
The numbering should be similar to that shown in the document. 

c. The advantages should be given in a bulleted list.  The bulleting should be 
similar to that shown in the document. 

d. The section after the advantages should be formatted into two equal 
columns. 

e. The ‘C’ in the first paragraph should be a drop cap spanning two lines. 

 





 

5. Type the following document in Microsoft Word by setting the necessary tab 
stops.  Do not use the space bar to move from one column to the other. 

a. The first tab is a center tab. 

b. The second tab is a left tab. 

c. The third tab is a right tab. 

d. The fourth tab is a decimal tab with a tab leader. 

 Code Description Units................... Unit Price 

 1 Exercise Book 50................................50.00 

 2 Pen 180................................12.5 

 10 Eraser 90..................................5.25 

 102 Diskette 20................................25.75  

 


