IT2000

Word processing exercise: Galaxy


Introduction

The purpose of this exercise is to help you become familiar with entering text.  Remember that accuracy is more important than speed!  The aim is for you to produce some draft text which may be used in a later exercise.  Unless you get it all right straightaway there should be opportunities here to use several basic editing techniques to move around your work, check spelling and to correct mistakes.
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 Open a new word processing file

Use whichever programme is available on your computer for word processing to start a new file.

Enter the text

Type the text supplied.  Because your programme may have a different size or style of standard font the lines may not be the same length.  This doesn’t matter.  Let the system decide when to start new lines - it should all be a single paragraph.
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Saving work

When you are ready, save your text using the file name galaxy on your disk in the a drive.

Checking your work
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Use this button to look for spelling mistakes.  The system will compare your text with its own dictionary.  Remember that it is not always right and not all the words you may use are recognised.  It is still necessary to read through yourself!

Correcting mistakes
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The backspace key erases to the left of the cursor.

The delete key erases to the right of the cursor
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Use the arrow keys to move around your text
Saving changes
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 Use this button to save your work (without changing it’s name or where it’s stored)

Print
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 Use print preview to check that your work will be produced as required
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 Print when you are ready
This is the text for the galaxy text processing exercise:

(Remember that you don’t have to start a new line at the same place as in this example – let the program do that for you.)
The President, in particular, is very much a figurehead - he wields no real power whatsoever.  He is apparently chosen by the government, but the qualities he is required to display are not those of leadership but those of finely-judged outrage.  For this reason the President is always a controversial choice, always an infuriating but fascinating character.  His job is not to wield power but to draw attention away from it.  On those criteria Zaphod Beeblebrox is one of the most successful Presidents the Galaxy has ever had - he has already spent two of his ten Presidential years in prison for fraud.  Very very few people realise that the President and the Government have virtually no power at all, and of these few people only six know whence ultimate political power is wielded.  Most of the others secretly believe that the ultimate decision-making process is handled by a computer.  They couldn’t be more wrong.
xgalaxy
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