Microsoft Word workbook
Try the following tasks on your computer: 
[image: The image is a document layout with a report title, the year 2018, a date of July 10, a placeholder for the company name, and a logo, all within a blue design.

AI-generated content may be incorrect.]To use an in-built template in Microsoft Word, navigate to file -new – more templates and choose one that is applicable to your needs.





Section 1: Page Layout
Activity 1: Page Layout 
- Change orientation to landscape 
- Adjust margins
- Insert cover page

Activity 2: Headers and Footers 
Add a header with your name and a footer with date/page number (page x of y)

[bookmark: _Toc233119573]Section 2: Formatting Text in Word 
Activity 3: Practice formatting
- Change font style and size – arial – 1.5 line spacing
- Make text bold, italic, and underlined 
- Change text colour
- Alignment - justify

[bookmark: _Toc233119574]Section 3: Advanced Formatting Tasks 
Activity 4: Apply Styles 
Apply Heading 1, 
Format painter
Heading 2 
Strong style to text below:
Heading 3
Insert a table of contents

Activity 5: Insert Images 
Insert an image and apply text wrapping (square/tight).
Insert a logo 

Activity 6: Bullets and Numbering 
Create a bullet list and convert it into a numbered list.
Customer Focus & Experience 
Understanding Your Audience 
Market Awareness & Trends 
Competitor Awareness


Activity 7: Find and Replace 
Replace one word across the document.

Activity 8 – Spelling and Editing tools
Use editor to edit the document

[bookmark: _Toc233119575]Section 4: Tables Practice
Activity 9: Insert and Format a Table 
Create a 4x4 table. Format with shading, borders and alignment. 
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