Exercise 1 Practice Finding and Replacing Text and Inserting Tables

Objectives

1.
Use a find and replace function.

2.
Create a document with text and a table

Activity

1.
Create the document. 

a. Save the document as Chap5_Ex1_Lastname. 

b. Type the following text in the new document window:

I came here to work for the American people -- the folks I met on the campaign trail, the folks I hear from every single day in the White House. Folks who are working hard, making all the right decisions, but still face choices that no one in this country should have to make: how long to put off that doctor's appointment; whether to fill that prescription; when to give up and head to the emergency room because there are no other options. 
2.
Search for all occurrences of “folks” and replace them with “people”.

a. Press Ctrl + Home to go to the top of the document.

b. Under the Home tab, select Replace 

c. In the Find what text box, type folks.

d. Press the Tab key, or click on the Replace with text box.

e. Type people.

f. Click the Replace All button. What happens? (Use the Replace All option with caution, as it will change all words that contain the sequence of letters “folks”.)

g. Click the OK button.

h. Use the Find and Replace dialog boxes again and reverse the directions.

i. Type people in the Find what text box and folks in the Replace with text box.

j. Click the Replace All button. The document will return to normal.

k. Click the Close button to close the Find and Replace dialog window.
3.
Create a table.

a. Choose any place in your document. 

b. Find Table in the ribbon. Left click.

c. When the drop down bar appears, click on Insert, scroll to the right, then click on Table.

d. When the dialog box appears, choose the desired number of columns and rows.

e. Your table might look like this:

	
	
	
	

	
	
	
	



f.     Add or delete columns and rows by right clicking on the table and 


       options from the dialog box. 
4.
Print your document and give it to your instructor. 

Exercise 2 Create a Table of Contents for a Formal Paper

Objectives

1.    Create a table of contents.

1. Use a paper you have written for another class or download the file called A Formal Paper from this textbook’s Web site.

2. Create a blank page for the Table of Contents where you want it in the document.

a.
Go to the Reference tab in your Microsoft Word ribbon.

b. 
Highlight a heading you would like to use in your Table of Contents.

c.
Click on Add Text.

d.
Repeat this process for every headline you want to include in your Table of Contents. 

3.
Scroll to the location in your document where you would like your Table of Contents to appear. 
a. 
Locate the Table of Contents tab.

b.
Left click on the tab.

c.
Choose the desired format from the drop-down menu.

d.
Left click on the desired format.

e.
The Table of Contents will be created automatically.
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f.
Print your Table of Contents. (Use the current page option on your print menu).
g.
Give your Table of Contents to your instructor.
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