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Editing skills application

1 Save the document on My Computer as ‘Communicating’.

2 Make Paragraph 1 full-block with a shoulder heading. After personal salutations in
paragraph 2, delete ‘such as Dear Ms Cudjoe’. Insert ‘Dear Mrs Ashby’, ‘Dear Ms Hosein’,
‘Dear Ms Rawlins’ or ‘Dear Customer’.

Paragraph 5: Replace ‘documentation’ with ‘document’.

Change the font style to another that is compatible with the style used in the body of the
document. Change the line spacing in the entire document to 1.5. Perform a spelling and
grammar check. Make corrections.

5 Save the changes to this document. Print one copy and close the file.
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Exercise 5: Telephone lines
Type the following in double line spacing on A4 paper, indented style.

Uil

EEEEENEEEEEREEREEREE R

Lie s Goprect a G
d«}o&{,

P R
. il
EQ_PH_D_'Q_E_% . >(a;,]:_.
Advorogs, b Degetst P Lorg,
debephone Linas idere tadf A Corumuni—

LT T o i e @
%@\3 decto. fprmi- Bejore Comrpicter
44—2)7'4"13 Con be. Tromomittd via the Llophons

liner #h muct be Conuertiel L p Omebegug
{suo‘:vm#, Thas procers <5 mod‘u!aﬁw 7

W’ raches the recwiviry Compie i > Cgatal
Gonverlael back from tre anolog do the %M@
s ke i eeitd dimscinlobin.

Jer 1/ 4% a«_f#—a, Lorpe hdune 5 =

5 j’rMV:MFn.,t{' maone eyuauj, and M dome. Lok
o Moed for Uowe, Vidso amd date Aramameolon,
Thio means an ISDN User Cori Recouse. Zelipho
Colls, Aranamit fpocen and o
bntined Qz‘f the Aerne m’ W;g Rhe.

Aovre. Lune .

W/ m_ netasyds are. m weredeqrs hdmﬂcgj-

l\/«!ﬂ:‘b’m Neteoonde, M. Codale, cre
e encemd .
(Gt




image2.png
Editing skills application
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Save the document on the desktop as ‘Telephone Lines’. Close the file.

Retrieve the document and perform these changes:

Make the heading font Bookman Old Style, size 16, bold and upper case.

Insert as Paragraph 1: ‘In today’s world, it is vital that individuals and organisations be able
to communicate quickly and effectively. In fact, the very existence of many organisations
depends on their ability to communicate effectively.’

The shoulder heading is ‘Importance of effective communication’.

For Paragraph 2 make ‘Modulation and emodulation the shoulder heading in title case.
Marginal heading for Paragraph 3 is ‘Digital Telephones'.

Perform a spelling and grammar check and make corrections.

Save the changes you have made. Print one copy. Close the file.
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Exercise 6: Communicating ideas in writing

Type the following in justified style. Use appropriate margins. Type headings in the body
using shoulder, para or side/marginal headings. No abbreviations.
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