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Benveniste

CALIFORNIA STATE UNIVERSITY, SACRAMENTO

School of Business Administration

MIS 1C 

Assignment #1

Download the following files from the MIS 1C web page:


JAPAN.DOC


COFFEE.WMF

A link to the MIS 1C web page can be found on my home page at:


www.csus.edu/indiv/b/benveniste
Remember to save your work every now and then.

1.
Retrieve the file JAPAN.DOC from your disk and perform the following task:

a)
Full Justify the whole document.

b)
Change the font type and size of the title “The Land: Tame To Tormented” to Arial 18 point, bold and underline.

c)
Create a 3 point blue border around the title with 25% shading.

d)
Change the first paragraph to all capital case.

e)
Indent the second paragraph with 0.8” at the left and 1.4” at the right.

f)
Create a hanging indent for the third paragraph at 0.6”.

g)
Double space the fourth paragraph.

h)
Replace every word “Japanese” with “Replaced”.

i)
Change the font of all instances of the word “of” to red, underline, and italic.

j)
Number the page using the following format:

i)
use I, II, III, IV... as page number.

ii)
The page number must appear at the bottom right of every page.

iii)
Don’t show the page number on the first page.

k)
Create a header with your full name.  It should be left aligned, italicized.

2.
Continue working with the file JAPAN.DOC from your disk and perform the following task:

a)
Insert the picture COFFEE.WMF at the beginning of the third paragraph.

b)
Resize the picture to 1” X 1” and place it in the center of the third paragraph.  Make sure you wrap the paragraph around the picture.

c)
Insert a frame around the graphic.

d)
Create a caption “The Earth” at the top of the picture.

3.
Create the following table at the end of the document.  Use the  identical format as below:

Naval Unit Chart

Caravel (may not attack)
4
Unarmed
Canon 2
Cargo 2

Privateer
8
Armed
Canon 8

Frigate
6
Armed
Canon 16

4.
Create the following table:



Joe’s Time Table











Monday
Tuesday
Wednesday
Thursday
Friday








9:00
Basketball

Computer
Homework
Jogging

12:00

Swimming

Computer
Running

3:00
Computer
Football
Homework



6:00
Dinner
Homework
Sleep
Baseball
Party

5.
Create the following table:

      Growth of GNP 1990-1993

                                                                                                                              1990 – 2.5 %



                                                                                                                           1991– 2.3%



                                                                                                                  1992 – 2.15%



                                                                                                               1993 – 2%



6.
Create the following table:



Age Distribution



Male

Female

12
61+
15

24
41-60
27

  26
26-40
29

22
19-25
19

9
0-18
7

