
MS WORD Exercise - 1 
 

1. Enter the following text into a new document: 

The Best Training Solutions 

Many professionals are too busy to work through a complete training 

course in a single sitting. Our highly acclaimed Professional Survival 

Guide addresses this problem by providing you with quality training in 

bite-size pieces in a just-in-time format. 

Designed to be a constant companion, the guide is broken down into 

separate sections covering different survival tactics for all situations. 

These sections can either be studied independently or in sequence just 

as required. In addition every section is built around a checklist which you 

can print out and use as a handy reminder when you are away from your 

desk. 

2. Save your file with the name best1.doc  

3. Close the file. 

 

 

Exercise 1 – Editing 
4. Open the file best1.doc 

5. Add the following text to the bottom of the document: 

To receive your FREE evaluation copy it will take only a few seconds to 

complete and return the enclosed, reply-paid slip. Alternatively, just give 

me a call on 01232 456 8756. 

The course will be invaluable for all professionals in your organisation 

needing to brush up on their skills. 

Yours sincerely 

6. Save the file again, this time use the Save As command and rename the file best2.doc  

7. Close the file. 

 



Exercise 2 – Further editing 
8. Open the file best2.doc (created in the previous exercise). 

 

9. Reposition the insertion point at the top of the document and insert the following 
text: 

Dr S Tatler 

St James's Court 

London 

W1N 4DT 

 Press the Enter key at the end of each line of the address and three times at the end 
of the address to create three new lines before the salutation. 

 

10. Type the salutation: 

11. Dear Dr Tatler  and press the Enter key twice. 

12. Reposition the insertion point at the end of each paragraph and insert a blank line. 

Reposition the insertion point at the end of the document and insert four blank lines 
(to leave room for a signature). 

     At this point in the letter, type the sender’s name Sarah Lyndhurst. 

13. Select the text bite-size in the first paragraph and delete it. Replace it with the text 

manageable. 

 

14. The last two paragraphs are in the wrong order. Reposition them so that the 

paragraph beginning: To receive your free evaluation... is the last paragraph. 

 

15. Copy the heading The Best Training Solutions and paste it at the end of the 
document after the signatory. 

 

16. Save the file again with the name best3.doc 

  

17. Close the file. 

 

Note: If you make any mistakes remember to use the Undo and Redo buttons. 


