
Chemistry 1151 
Word Processing Report Sheet 

 
1.   Access the file called “Word File Report Sheet” and open it. 

 
2.   Select “File” and then “Save As” and save it as another file to preserve the original. You 

might have to change the file type to update to the latest version of Word. 
 

3.   In the opening statement, correct the formulas so the numbers all appear as subscripts. 
Be sure the double capitals are ok.   Note:  Hydrochloric acid is HCl. 

 
4.   Center the title of the article.  Make it a 20 point size. 

 
5.   The word “copper” appears several times in the article.  Bold at least one of these. 

 
6.   Make the sentence  “All was still.”  the start of a new paragraph. 

 
7.   Make everything after the sentence “Nitric acid acts upon trousers.” the third paragraph. 

 
8.   Indent the first line of each paragraph. 

 
9.   There are two questions in the article.  Italicize them. 

 
10.  After the sentence “Nitric acid acts upon trousers.”, insert the sentence “ And my 

response was to yell out ____!” Don’t type the blank, but rather fill it with 5 or 6 
different symbols that are NOT found on the keyboard, such as: §£¾?½ë§Y". 

 

11.  Correct any misspelled words in the article.  Underline them so I can find them easily. 
 
12.  Find the word blue in the article and make it blue (Colors will not print unless you have a 

color printer). Find the word greenish in the article and make the green part of it green, 
leave the ish black.  Find the word red in the article and make it red. 

 
13.  Two lines after the article ends, construct a Table that is 4 rows x 2 columns. In the first 

Cell insert the word “Type.” In the cell directly next to it insert the word “Count.” 
Beneath the first cell, enter the words “Lines,” “Words,” and “Characters” down the first 
column of the table. Now, click on the “Review Ribbon” from the main menu and find 
the selection called “Word Count.”  Use this data to complete the table you have created. 

 
14.  Under the table you have formed, enter a mathematical equation from the equation editor. 

Try this one: 

Y = 	  
43 + x(

π − (76 + 2)
 

 

 
15.   Using a text box, place your name in the upper right corner of the page. 

 
16.   Format the entire document so it will print on one page. Print it and submit for the points. 


