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Initial Steps — Stage 1 — Starting with Text

Section A

-_—

Open your word processing software. Type the following text:

The football club wanted some new young players. Jake and Mohammed
practised very hard to get on the team. Every day after school they played
football so that they would be picked for the team.

(LO1)

2 Delete the word young.
3 Move the words after school to before the word so.
4 Add this sentence after the end of the second sentence.

Both boys loved football and were quite good.
5 Change the word after to before. (LO2)
6 Type your name on the document.
7 Save your work using the filename football.doc
8 Print your work. (LO3)

9 Close your document football.doc
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Initial Steps — Stage 1 — Starting with Text

Section B
1 Find and open your document football.doc
2 Jake and Mohammed both wanted to be picked for the team. Write two or three

more sentences. Say whether each of the boys were picked for the team and why.

(LO4)
3 Proof read, spellcheck and correct your document.

(LO5)
4 Save your work as football2.doc

5 Print your work.
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