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SECTION A

1.
Open a new document in Microsoft Word
2.
Save this document to your folder, naming it Menu.

3.
You are going to create a menu for a new local restaurant.  Input the following text into your new word document:-
   


Starters

   


Soup of the Day

   


Melon and Raspberry Coulis

   


Prawn Cocktail
   


Desserts

   


Ice Cream with Chocolate Sauce

   


Fresh Fruit Salad

   


Strawberry Pavlova

   


Profiteroles

   


Main Courses

   


Sirloin Steak with Black Pepper Sauce

  


Roast Lamb with Mint Sauce

   


Chicken and Bacon Rolls

   


Vegetarian Lasagne
4. Think of a name for the restaurant and create a heading at the top of the menu using WordArt.  Centre the heading on the page. 
5. To improve the appearance of your document begin                        text formatting by:-
· Changing the character font style;

· Changing the font size;

· Highlight the words “Starters”, “Desserts” and “Main Courses” in bold, italic and underline.
6. Change the content of your document by carrying out some       text editing:-

· Insert the words “Lemon Cheesecake” anywhere in the Desserts section;
· Delete “Profiteroles” from the Desserts section.
· Perform a block move by highlighting all of the Main Courses and place them between Starters and Desserts.
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You can improve the appearance of your document further.  Highlight all text by going to the Edit Menu at the top of your screen, drag down to Select All, then click on the centre icon in the text formatting toolbar.  (Try out the other options to see how it looks).  
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8. Check your work and amend any errors.  Remember you can use the Spellchecker and Grammar features to help you do this.
9. Using the Thesaurus highlight the word “Vegetarian” in Main Courses.  Go to the Tools menu at the top of your screen.  Drag the mouse pointer to Language and click on Thesaurus.
You will see the word vegan highlighted in the Thesaurus window – click on the replace button.  

Notice how your menu now has “Vegan Lasagne” rather than “Vegetarian Lasagne”.
10. Using Find and Replace highlight the word “and” in Melon and Raspberry Coulis.    

Go to Edit at the top of your screen and drag down to Find.  The Find and Replace window will appear on your screen with the word “and” highlighted in it.  
Click on the Replace option and in the Replace With box, type in the character &.  
Click on the Replace button.  
Notice that this automatically replaces the word “and” in your text with “&”.  You can continue to replace “and” throughout the whole document. 

Well Done!
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